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TNTRODUCTION

SCOPE

Volume V of the Manual series is the medium by which administra-
tive policies, standards, and procedures applicable to the field service
are promulgated.

Each release in this Volume will be approved before publication by
the Atlministrator or Assistant Administrator (Administration).

ORGANIZAIION AND NUMBERING

This Volume consists of four books.

Books I and II contain Part 1, General Administrative Practice;
Part2, Personnel Administration; Part 3, Budget and X'iscal Controls;
Patt 4, Travel and Transportation; Part 5, Communications; and
Part 6, General Administrative Services.

Books III antl IV which are distributed on a separate distribution
list, contain Part 7, Accounting and Fiscal Procedures.

Each Part is divided normally into Chapters and Sections, although
in some instances the Chapter breakdown is omitted.

Seetions are numbered in relationship to the rest of the Volume.
Where a three digit number is used (e.g., 4-3-2) , the first digit indicates
the Part, the second the Chapter, and the thirtl the Section. Where a
two digit number is used (e.g., 4-2), there is no Chapter breakdowu,
the first tligit indicating the Part and the second. indicating the Section.

Pages are numbered consecutively within Sections. The date through
which the material has been revised before issuance is shown at the
bottom of each page.

iAAINTENANCE

Revised pages are sent out under cover of a Transmittal Letter.'When changes have been made in accordance with the Trausmittal
Letter instructions, the check list at the back of Book II should be
initialletl. This serves automatically to call attention to missing
releases.

Notices of rescissions of other instructions will be publishetl in the
transmittal letters for this Volume.

Booles I and,II of Yolume V are d,istributeil, on a separate ilistribution
list from Boolts III anil, IV. The Transrnittal, l,etters for these distri-
bution lists will, therefore, be separately id,entified, and, num,bered.
Those for Books I and, II will be numbered FS-7, FS-Z, FS-3, etc.
Those f or Books III qnil IV will be numbered FA-7, EA-2, FA-3, etc.

1t/20/5t (Book l)
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Section I

DESIGNATION OF ACTING REGIONAL OFFICERS

By delegation of authority effective May 4,7962 (27 F. R. 4319), the
Housing and Home Finance Administrator has authorized. each Re-
gional Administrator to designate the regional officer(s) or employee(s)
who shall serve as Acting Regional Administrator during the absence
of the Regional Administrator, or as Acting head of an organizational
unit of the Regional Office during the absence of the heacl of the unit,
with all the powers, functions, and duties delegated or redelegated or
assigned to the position of Regional Administrator or head of the unit,
respectively.

In each Regional Office, at least one officer or employee shall be
designated to serve in an Acting capacity for each of the following
positions:

Regional Ad.ministrator
Regional Director of Community Facilities
Regional Director of Urban Renewal

Director, Administrative Management

ff more than one of6cer or employee is designated to serve as Acting
in any of the positions listed, the designation shall specify the order
in which such officers and employees become eligible to act.

A designation to serve as Acting in any of the positions listed, or in
any other position which involves the exercise of final authority except
in a matter relating solely to internal Federal management, sha1l be
prepared for publication in the Federal Register, following the form
shown in Exhibit A.

If the Regional Administrator wishes to make a change in the designa-
tion of an Acting officer, a superseding designation shall be made, and
it shall identify the designation which is superseded..

PREPARAIION AND SUBMISSION

Each designation shall be typed, double-spaeed, on 8x10rl" bond
paper, with a sufficient number of tissue earbons to provide for the
foilowing distribution :

(1) The original and the ffrst two carbon copies signed by the Re-
gional Administrator, as required. for Federal Register publica-
tion.

(2) One signed copy for the Regional Offiee ffIes.

7/2/62 Poge I



l -t Designotion of Acting Regionol Oftcers

(3) Two conformed copies for Central Office files.

(4) One conformed copy for each officer or employee therein desig-
nated..

(5) One conformed copy for each offieer or employee whose designa-
tion is therein revoked.

The effective date of the designation shall be left blank. The Central
Office will insert, as the effective date, the date the designation is pub-
lished in the Federal Register.

The original, the first two signed. copies, and two conformed copies of
the designation shall be transmitted to the Assistant Administrator
(Administration), Attention: Management Analysis and. Procedures
Branch, which will secure appropriate Central Office clearances and
initiate action to secure publication in the Fetleral Register. Designa-
tions which list officers other than the Deputy wiII be cleared with the
constituent Commissioners or other appropriate officers.

NOIICE OF ABSENCE

Eaeh listed Regional officer and each such Acting officer shall provide
written notice to the Regional Office of the inclusive dates of a contem-
plated absence, and shall arrange for timely notification in case of an
emergency absence. A copy of such notices shall be maintained in the
Regional Office files to establish the qualification of each Acting officer.

Poge 2 7/2/52



Derignolion of Acting Regionol Oftcers

EXHIBIT A

HOUSING AND HOME FINANCE AGENCY

Office of the Administrator

Acting Regional Administrator, Eegion X (City)

Derignotion

The offieers appointed to the following listed positions in Region X

(City) are hereby designated to serve as Acting Regionai Administra-

tor, Region X, during the absence of the Regional Administrator, with

aII the powers, functions, and duties delegated or assigned. to the Re-

gional Administrator, provided that no officer is authorized to serve as

Acting Regional Admiuistrator unless all other offieers whose titles

precede his in this designation are unable to act by reason of absence:

1. Regional Director of Community Facilities.

2. Regional Director of Urban Renewal.

This designation supersedes the designation effective April 22, 7962

(25 F. R.3773, April29, 1962).

(Housing and Home Finance Administrator's delegation efrective

May 4, 1962 (27 F. R. 4319, May 4, 1962) )

Effective as of the day of

M. L. Crawford
Regional Administrator
Region X

l-t
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Section 2

REDETEGATIONS OF AUTHORIIY

Section 502(a) of the Housing Act of 1948, as amended (12 U.S.C.
1701c), provides that " [T]he Atlministrator, without in any way re-
iieving himself from final responsibility, may delegate any of his
functions and powers to such officers, agents, or employees as he may
designate,l may authorize such successive redelegations of such func-
tions and powers, as he may deem desirable. * * * "

By delegations of authority appearing in Part 5 of Volume II, the
Housing and Ilome F inance Administrator has authorized Regional
Administrators to exercise fi,nal authority with respect to certain mat-
ters within their Regions and, in some eases, to redelegate to other
officers and employees any of the authorities delegated, in whole or in
part, when such action is determined to be necessary for the efficient
administration of the activities affected.

Section 3(a) of the Administrative Procedure Act (5 U.S.C. 1002
(a) ) requires that delegations (including redelegations) of final au-
thority, except among other things those involving matters relating
solely to internal management,2 shall be separateiy stated and cur-
rently published in the Federal Register.

PREPARATION AND FITING OF REDETEGATIONS OF AUIHORIIY

Redelegations of authority pertaining to both program and adminis-
trative matters shall be prepared in accordance with the following
instructions. Redelegations shall be made to positions by title (as dis-
tinguished from to named individuals).

Redelegotions Reloring Solely to lnlernol Manogement

Redelegations of authority involving matters relating solely to in-
ternal management (such as those appearing in Section 5-15-17 as
Iterns a, b, and c) shall be prepared on tr'orm H-156, Rad,elegaf,ion of
Autltori,tg. A separate document shall be prepared. for each redelega-
tion of authority.

Form H-156 shall be prepared in accordance with Exhibit A and
the detailed instructions for execution of Form H-156, below, in an
original and one carbon copy. The original Form H-156 shall be re-
tained in the files of the Regional Offiee taking action, aad the carbon
copy shall be transmitted to the incumbent of the position to which
the redelegation is mad.e.

Redelegotions Required to be Published in rhe Federol Regi3t.r

Redelegations of final authority, except those involving matters re-

lNotwithstanding the language of seciion 502(8), tlere may be a limitation upon tbe
Administrator's polver to delegate in e perticulsr instance; for example, se6 the soconil pro-
viso under section 101(c) of the Housing Act of 1949, as amendod (42 U.S.C. 1451(c)).

el\{atters rvhich ale solely the concent of the Agency proper and therofore do not afect
the rrrenrbers of the prrblic to any exteut. Roth inter"ageucy and intra-agoncy &ctivitie8 are
intluderl. tr'or exampie, delegations of arrthority to take filal action with r€spoct to tranB.
actions betrveen the Agenc,y and the Troasury I)epartrneDt or the General Accounting Offica
are not required to be published in the Federal Register.

9/22/60 Pogc I



l-2 Rcdclcgotionr of Authorily

lating solely to internal management, shall be published in the Fetl-
eral Il,egister. Redelegations of such authority (as examples, authorities
to execute contracts and agreements) shall be separately stated and
shall be prepared in accordance with Exhibit B, making appropriate
changes with respect to position title, Region number, city, and efrec-
tive date. These redelegations shall be tgred, double-spaced, on
8 x 70Y2" bond paper.

Unless the Regional Administratol determines that unusual circum-
stances require that the red.elegated authority be exercised immediately,
the effective date will be left blank. The Central Office will insert, as
the effective date, the date the redelegation is published in the Federal
Register. If it is deemed neeessary to make the redelegation effective
upon signature, a brief explanation shall be inclutled in the transmittal
to the Central Office.

The original and 2 carbon copies signed by the Regional Admin-
istrator, together with 3 conformed carbon copies, shall be sub-
mitted to the Assistant Administrator (Administration), Attention:
Management Analysis and Procedures Branch, which will initiate ac-
tion to secure publication in the Fed.eral Register.

When the publication date is known, the Central Office will complete
the redelegation by inserting therein the Federal Register publication
date. One completed copy of the redelegation will be returned. to the
Regional Office which shall insert the effective date ou its copies.

NUMBERING AND REGISTRATION OT REDELEGATIONS OF AUIHOR]IY

Redelegations of authority shall be numbered within the Region in a
continuing series regardless of the fiscal year. The serial number shall
be prefixed by the Roman numeral indicating the Region number. F or
example, the third delegation of authority issued by the Regional Ad-
ministrator for Region II would be numbered II-3.

There shall be maintained in each Regional Office a register of redele-
gations of authority, which shall list the number of each redelegation,
the title of the position to which the redelegation is made, the particu-
Iar function for which authority is redelegated, the effective date, and,
when appropriate, the date the redelegation is revoked.

PREREQUISITES TO EXERCISE OF CERTAIN POWERS REDEI.EGAIED

Where the exercise of a redelegated power is subject to formal re-
quirements such as the filing of a bond or of a siguature card, the
incumbent of the position to which such power has been redelegated
shall not exercise the power until he has complied with such require-
ments.

REVOCATIONS OF REDEIEGATIONS OF AUTHORITY

Revocations of authority retlelegated by execution of a Form H-156
shail be made by memorandum captioned "Revocation of Redelegation
of Authority" signed by the Regional Administrator.

Revocations of redelegations of authority which have been published
in the Federal Register also mrist be publishetl in the Federal Register
and may be prepared cither as a sepalate clocumcnt in accordance rritlr
Poge 2 9/22/50



Rcddcgotionr of Aurfioriry 1.2

Exhibit C or by adding the revocatiou. plovision as a final paragraph
in a redelegation of the same authority to a difterent officer or employee.

Revocations of redelegations shall be prepared in the same number
of copies as the redelegation and be distributed in accordance with the
distribution given the redelegatiou.

DETAITED INSINUCIIOI{S FOR EXECUIION OF FOIT H.I5'

Form H-156 is generally self-explanatory. However, particular at-
terrtion is invited to the following detailed requirements:

Item 2: The effective date of the redelegation should be the date the
form is executed or a later date. It is not contemplated that, in
normal circumstances, redelegations of authority will be retroactively
effective.
Item, 5: Normally, the description of the function to be performed
under the redelegation of authority should conform in wording to
the language used in the delegation of authority appearing in Part
5, Volume II. fn those instances where it is determined that the
authority redelegated shall be more limited than the authority dele-
gated therein, the rvording should be modified to provide for such
limitation.
Item 6: a. Functianal au,thority.' This sub-item shall be completed
by citing the principal law(s) or regulation(s) providing for per-
formance of the particular function by the head of the Agency. A
citation to each such pertinent law or regulation is ineluded in the
delegation of authority appearing in Part 5 of Yolume II, imme-
diately after the description of the authority delegated.
b. Ad,miruistrator's au.thority to d,elegate and, to authorize red,elega-
fioas.. This sub-item eites the Administrator's authority to delegate
and to authorize suecessive redelegations of his functions, powers,
and duties.
e. Regional Ad,ministrator's au.thority to red,elegate.' This sub-item
shall be completed by citing the appropriate Section of Part 5 of
Volume II.

5/29/59 Pcgo 3
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EXHIBIT A

F!L
(6-Sr)

ltouSlxo txD gorE FIrlrcE lcE{cY
otrtct ot tat ltttlalrtlot

REDELEGATIOII OF AUTHORITY

10.

x-1

'' gprgcrng

J.ursJr 1, 1959

TO:
llltl..t tc.ltl6r

DlFctor, Adrlatrtilt ,vc l48Dlgcat x

,, ?tur,
Itltr..l to.ltlo.,

Ragloul AddalrtEtor

5'ro Prrtur, ?xE rcLLotrxc ?orctrcr:

Autborlr o! rpDrcv. off1cr..1 tEvel rha[ @ce!t rJr la cou.ctloq
vlth Rcgl,oD I etlvltlrs by rq,Iqcc. (mfuiung lourclf ) uEdar Ir
riblqlltnt1E JEl.dlctlo[, c&GI,t tEwl to rccoq)Iish troE a. o!
IEro4l batFao otflclal rtattou aEd. tEv.I aB B GtuL aubll.tcEcc

"*Esc 
Darlr.

6'N$ nilonlrc$tor or firMRIrr Is xrD, plp,,,'fr ro fiE ruLLow,a:

c. StAldat{lrcii Covc!.@Et fEEl Rcgulrtloq!, a! @adaal
Itrli.lt.l 1.,.. r.arl.!lon prorlal^t lo, ,.r1o...... oa tun.tlo. !, l..i ot .a.r.tr

b. fG, S02(q). tlou.ilt f,ct of ltl8, a. oroadod {12 9.!,C: !!0!91
tld.lilrtr.tort. .!ti.rlt, to d.1.9.t. .^d to .vtho.l!. r.d.l.t.tlon.)

SetLoa ,-1r-I7, Volw II, l,la!61
10..r..^t .rla..cln, .t rutr..atl ro'.c.l.t.t.l

D.cc!&cr 3I, 1958

-'ii;fi--

7n X. P,nno,tnJ
t.Io.ai I .1 o\ t 1... ..Unt .\.t.ti od

6/29/59
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EXHIBIT B

rollcE8

ptxtDtl lD ErG trlArc8 aosr
6llcr ot tt Aild.llitrtor

l@rtaud Ea:Erro!, rrcuDnrl DEsilrrois or rrrrl xrmt4g/
Dtltcttn, All{rmSnnal[YB ]ruiacDcrt, Sqltd x (8!. Lq,I8)

SEEISnEtor G AUImRIIT t(' @rEB CEtrArr CoiIRrCfS AiDl@EI8
TTTI ilIPE! TO AD{IiIaIAAIITE }NAIE8

,[b Dlretor, trLtDlrtntlE ll[lGt, Bilo I (a!. Loulr,

Ea[tot .d Eil El[rsa l8@t, 13 btd, stb8trcl to t L tb
fourylA acttB xltt r3l)aat to rhlEttttrtlr rttct vttlt! auch

iqlc:
bcuta coatllcta .ral rgFratr tG trIDlla3, aqultrat, ad

a.rtc.a (G3It tmly t.rrol rrvlccr) laccrr.slr to! tb ottan-

916.!il rtata@. of tl.U offlc.a tB tb n*la.
(tt.o!r. Pts ro. 3 d 191?, 61 8t t. 95f (19q), 62 8t t. 1283

(l5rt8), .r a!.t a Dr 6[ 8t t. 6 (Lg,or, D u.6.c., r9r2 .a. Uoi.,
D.ldftioo oC Altbrttt .Gt-ctlr LBb aO, Lyr7, 2. r. n. ,&6.)

ltLctlE r. otr tb lfu q of ArEtl, L9fll !

mX. C,r,"r.*L/Effi

r Wleo the efective ilrte iB tho Federal Register publication date, such date shall be
inCertcd in th6 RGgionel Office copies upon notiflcation of the datG from tho Central Office.

6/29/59
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EXHIBIT C

rorrcES

EOTJFIXC AI|D milE FIIiA.LCE ACENeT

Olflee of th! AddnlstEtor

fonumzmron Doscarltrou, rr{cu,Drrc DELEcATToNs cE rtxal AurEoRryT

REVOCATIOII CIF RXDELEGATIOI{ OT AUTEORITT TO E(ECI'IE CESOAIN
COIITRAC'IS At{D AGREE{mmS mllE RESPECI rO AD,IIIIISIIRAIM t ASrE&9

The rcdelegBtloD of autbrlty to th. negloB1 &giae.r, Rcglo! X,

(St. Ipul8), to crecute certol[ coEtncts eil agr@Bts ytth nrlEct

to qddolstEtlve Etters, stlectlvc l&rcb 12, L9rl t ann tnrblt.b.at at

P. ?. R. 1,2'\ (Aprll 1, L9r7), Ls h.reby Evokeit.

Effectlve e8 ol tb fr$h dry of Apr1l, L95::7 V

71. X. C^J-",-l
E-calodl Ail4l1stEtor

R?aL&x

I When t}re effective date is the Federal Register ptb:ication date, such dete shall bo
irserterl in the fiegional Officc colries upon notific&tion of the datc frorn the Cenlral Ofiice.

6/29/59
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Section 3

CORRESPONDENCE PREPARED IN REGIONAT OFFICES

Regional Administrators may authorize the members of the Regional
Office staff to sign correspondence relating to their particular func-
tions, subject to such conditions as he may prescribe.

CORRESPONDENCE ADDRESSED IO CENTRAT OFFICE

Correspondence from Regional Offices to the Central Office shall be
signed by the Regional Administrator or persons authorized by him to
sign such eoruespondenee. Freedom of communication between Re-
gional and Central Office technicians on technical matters shoulcl be
encouraged.

Regional Offices shall channel their communications to the Central
Office in accordance with the pattern set forth below. Unless other-
wise indicated. in connection with program proeedures, the original
and one copy shall be sent to the addressee.

(1) Problems clearly not a primary responsibility of a single Cen-
tral Office organization unit shall be taken up with the Admin-
istrator, the Deputy Administrator, or the Assistant Adminis-
trator (Administrator's Office). Wherever timing permits,
such problems should continue to be presented in the regular
monthly reports of the Regional Administrator to the Admin-
istrator.

(2) Correspondence involving program matters relating primarily
to the administration of Community Facilities Administration
and Urban Renewal Administration programs shall be addressed
to the Commissioners of those constituents.

(3) Correspondence involving matters relating primarily to
the functions of Office of the Administrator organization
units, other than the Division of Administration, shall be ad-
dressed to the heads of those units.

(4) Correspondence or documents relating to specific budget, organi-
zation, personnel, accounting, general services, travel, audit, or
other administrative actions shall be addressed to the head of
the appropriate Division of Administration branch. Corespond.-
ence relating to general administrative matters or following up
on matters previousl.y referred to branches of the Division of
Administration shall be addressed to the Assistant Administrator
(Administration).

CORRESPONDENCE WITH ,IAEiITBERS OF CONGRESS, THE wHtIE HoUsE, oR IHE I{EADS
OF OIHER FEDERAT AGENCIES

Referrol to Centrol Ofiico

Except as provided below, communications from Members of Con-
gress, the 'White House, or the head.s of other Fed.eral agencies shall be
aeknowledged by the Regional Administrator and referred to the Ad-
5/t6/s5 pose I



l-3 Correrpondence Prepored in Regionol Oftces

ministrator. The Regional Administrator shall aecompany the referral
with a copy of the acknowledgment and a draft of a suggested. reply,
for the Administrator's sigrature.

Replies by Regionol Office

Regional Administrators may respond direetly to requests from
Members of Congress or the heads of other Federal agencies for factual
data concerning the progress being made on specific applications or on
other matters which are the responsibility, of the Regional Office. When
such data is not immediately available, the inquiry shall be acknowl-
edged promptly and the information requested furnished as soon as
it is available.

However, when the inquiry involves an application or other matter
upon which action is pending in the Central Office, the communication
should be acknowledged and referred to the head of the constituent
concerned for reply. The Regional Administrator shall accompany the
referral with a copy of the acknorvledgment and a draft of a suggested
reply, for the Administrator's signature.

Copics for Central Oftce

A copy of all incoming and outgoing correspondence with members
of Congress or the heads of other Federal agencies shall be transmitted.
to the head of the eonstituent or staff unit concerned. A copy of all
Congressional correspontlence shall also be transmitted to the Con-
gressional Liaison Offlcer.
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Section 4

DISTRIBUTION OF MATERIATS RETATING TO FEDERAI TEGISI.ATION

The Legislative Referenee Unit in the Division of Law obtains and
distributes to the Regional Offices publications of the United States
Congress, materials prepared. by the Ifousing and llome Finance
Agency, and otherExecutive agencies relating to Federal legislation
or Congressional investigations of interest to this Agency. This in-
cludes:

Bills introduced in the Unitetl States Congress relating to the
Eousing Agency and its programs

Congressional committee reports on legislation or Congressional
investigations or studies

Ilearings of committees on bills or investigations
Public laws (sometimes referred to as "slip laws")
Summaries of major laws affecting the Ilousing Agency
Special compilations of tr'ederal laws under which the Ilousing

Agency operates, such as the Lanham Act, the Unitetl States
Housing Act of 1937, ete.

The number of copies of each of the above sent to the Regional Offices
is frequeutly varied in aecordance with the subject matter and the
supply available. The supplies of hearings, committee reports, and
prints of bills are usually limited and therefore only a small number
is sent to the Regional Of6ces for the general information of the
Regional staff members.

A larger number of public laws, summaries of laws, ancl compila-
tions of basic statutes of the Agency is mad.e available to the Regional
Offices since these can be obtained in larger quantities. Also, Regional
Offices need more copies of these materials in their work antl to answer
public requests for information. Additional copies of such materials
can be obtained upon request from the Regional Offices to the Division
of Law. Form II-336, Request f or Material,s Relating to Fed,eral Leg-
,tslat,ion (Exhibit A), will be used for this purpose. When a publica-
tion is available in a sufficiently large amouut for additional copies to
be requested by the Regional Offices, this form will be attached to the
initial supply of the publieation sent to the Regional Offices.

The "Daily Summary of Congressional anil Executive Action of
fnterest to the Housing and llome Finance Agency" is also preparecl
and distributed by the I-:egislative B,eference Unit. Copies are sent
to each Regional Office. Adtlitional copies can be obtained upon re-
quest to the Division of I-ow.

Form H-336 is stocketl by the General Services Branch (see
Section 6-1).
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EXHIBIT A

rb9tr
(rr-ss) HOI'SING AND HOME FINA.IICE ACENCI

OF'ICE OF IXE ADIITISIRIIOR

REQUEST FoR ilATERtALS RELATtITG T0
FEDERAL LEGISLATIOII
(Subrit in triplicatc)

To: Divigion of Lar, Houaiag ead Horc Finucc Agcncy,
fla8hiDgton 25, D. C.

AttcDtion: Lcgialativc Bcfcrcncc llait

Froo: Bcgion 

-Sigocd 

by-

Datc!
Plcasc scad. additional copicr of thc folloring:

!IUIIBER OF
c0P I E5

ilAIE 0F PUBLtCATt0N, INCLUDI]rG lIy tDEt{TtFYTNG
NUUBER, SUCH AS PUBUC LAW XUUoER

nequest rcccived by Legislativc Rcfercncc Unit
( Dotc)

Rcquest filled by
(N atc)

on
( lot c)
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Analy-
copres

Offices,
future

Regioual Admirristrators shall send to the Chief, Mauagement
sis and Proeedures Sectiou, Divisiou of Adrninistration, three
of all policy and procedural material prepared by Regional
including material issued iu the past and still cument, and
releases as they are issued, falling in the following categories:

(1) Regional polic.v and procedures for the guidance of Regional
and ffeld office staff, including issuances which supplement ma-
terial in Volumes fV, V, VI, and VII.

(2) Regioual procedures for the guidance of applicants or partici-
pants in HIIFA programs, iucluding material supplementing
the l-,local Public Agency Manual and other Central Offiee
releases.

(3) Guide forms of letters to applieants or program participants.

Copies of this material will be distributed to interested Central
Office organization units for their review and, where appropriate, adap-
tation and release to all Regional Offiees.
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Section 6

NOTAR!ES PUBLIC

The Notaries Public Expense Act of 1955 (l'ublic l-./aw 681, approved
July 11, 1956) provides that civilian officers and employees of the
departnients ancl establishnrerrts of the I'ederal Goverument who are
lequired to serve as rrotaries pubiie in counection with the performatrce
of olficial busiiress shall bc paid au allowauce to be established by the
<lepartnient or establishrneut concerled uot to oxceerl the expense rc-
rluired to be iucumed by them irr ord.er to obtaiu their commission.

The legislati'l,e histor.y of this sttrtute reveals that it was the iuterr-
lion of the Corrgress that the allou'ance authorizerl therein be granted
oulr. in the casc of a comnrission obtained for the purpose of facilitating
thc <-rperati<-rns of the Govcrnment. Dach ernplovec. who is desiguated to
servc as a uotan'prrblir: irr actorr.larrce u,ith the provisions of this
Section must agree that lie l,ill not chargc a fee for all)r notarial service
u'hich he may perfonn eitlir.r clurilg ot outsirlo his hours of cmployment
by the Federal Government.

AI.I.OWANCE FOR EXPENSES

\\rherr the services of arr errrplovec al'e rcrluired as a llotary public in
courrectiou t,ith official busirress transat'tions of a Regional Office antl
such ernployee is r,omrnissioneil to sen'e as a rrotarl, public pursu.ant to
thc protredures prescribecl hereiu, he shall be reirnbursed for the actual
expenses rerlnired to be incnmecl bY hin.r to obtail his eornmission to
the extent that srrch exl)enses do rrot exceerl $2ir.

RECOMMENDATION FOR APPOINTMENT AS NOTARY PUBTIC

\rheuever it is cletenniued bp' the Rcgiona.l Administrator that the
services of a rrotarlr publie x,ill be rcrluirecl oil a recnming basis iu
r.onrrectiorr with official busirress transactiorrs of the Regional Office, anrl
that such services are uot atailable frour an employee rvho holds a
crommissiou as notary public, the Regiorral Administrator may recom-
mend that a particnlar ernplol'r'e of the Regioual Office be appointecl
to serve as a notarl, public.

The recommendation shall bt, rilade ill a letter addressed to the county
clerk ol other official responsible for processing applications for ap-
pointrneut as notary public, as may be recluired bv the larvs of the
lrarticular state. The letter shall contain a statemel)t of the need for
rrotarial selvices a,t the location iru,o1vecl, shall sct forth the name anrl
office address of the employee rvho has been asked to apply for aplloint-
rneut as a notary public to meet this need, and request that such em-
ployee be furnishecl the requirecl forms for fiIing his application,
together \yith information per:tainirrg to the qualification requirements
of the state.

A cop1, of the letter of recolDlnelrdation shall be firnrisherl to the
Artninistrative Braneh for its use in recorcling the obligatiou thereby
establishecl.
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NOTIFICAIION OF COIAMISSION OR FAITURE IO QUAI]FY

When an employee has been commissioned a notary, public pursuant
to the provisions of this instruction, or has been notified that he did not
qualify for appointmerrt, he shall notify the Regiorral Administrator of
the faet by mernorandum. If the employee $,as granted a comrnission,
the memorarrdum shall state the effective date of the commission aud thc
date such comrnission expires. A copy of the rnenrorandurn shall be
furnished to the Adnrinistrativc Brauch for its use in confinning or
liquidating the recorded obligation, as ma.v be appropriate.

REIfiIBURSEII/IENI OF EXPENSES INCURRED IN OBTAINING COMIAIgSION

An employee who is commissioued a uotary public for the purpose of
facilitating the operations of the Government, pursuant to the pro-
visions of this instruction, shall file an itemized claim for the actual
expenses which he was rerluired to incur to obtain his commission. Thc
claim shall be filed on a Public Voucher for Purchases and Serutccs
Other Th,an Personal, which shall be prepared irr au original (Standard
Form 1034, Rev.) and two memorandum copies (Staudard Forrn 1034a,
Rev.) and shall be supported by receipts acknowledging the employee's
payrnent of each item of expense claimed.

fn addition, the following certificatiou shall be typed ou the reverse
side of the original voucher and executed by the employee:

I hereby certify that I am requiretl to serve as a notary public in
connection with the performance of official business for the Housing
and Home Finance Agency, that I will not charge or accept any fec
for any notarial service performed, and that either upon separation
or being relieved. from this responsibility I will returrr the above
seal to my supervisor.

Employee
The voucher shall be certified by the employee as payee. The original

and one memorandum copy of the voucher, accornpanied by the support-
ing receipts, shall be transmitted to the Arlministrative Brauch for
payment. The mernorandum copy shall be retained by the employee for
record purposes.

The Administrative Branch will proc,ess the voucher for payment by
check in the approved amount.
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Section 7

REGIONAI OFFICE PROCESSING APPROVATS

Central Offce procedural instructions frequently designate the Re-
gional Office official responsible for a particular phase of field processing
aud require that fulfillment of this responsibility be evidenced by sign-
ing a special form or report.

It is not intended in these instances to require that the official so
designated personally perform the prescribed review or himself sign
the form or report, but rather to indicate that the processing is to be
accomplishecl under his direction and supervision as the principal Re-
gional staff ofticer responsible for the work in a particular technieal or
professional area. This follows the general principal that when a
supcrvisory employee is vested with various duties, it is not expected.
that he personally will perform all of them, but that he will see to it
that they are performed, the responsibility being his and he being
chargeable with the result.

Thus, in eases where workload or other considerations make such
action desirable, the Regional Administrator may authorize the heads
of Regional Office staff units to designate, by informal memorand.uus,
members of their staffs to clear specified documents for them. In such
instances, the person actually clearing the document should sign his
own name and insert before the title of the official for whom he is
acting the word "tor".

Of course, any designation of a person to clear documents which con-
stitutes a delegation of final authority-must be made as a formal dele-
gation and within existing authorizations to redelegate sueh authority.
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Section 8

MANAGEMENT IMPROVEMENT PROGRAIA
'While management improvement has been a continuing effort of the

Housing and Home Finance Agency, it was formalized as a. program
by Congress in Title X of the Classification Act of 1949 anal the
Presid.ent in Executive Order L0072. Subsequently, the Bureau of the
Budget, by various directives, defined certain steps to be taken to
achieve a Government-wide program of management improvement.

PROGRAIII OBJECIIVES

The objectives of the reviews required und.er the management im-
provement program are:

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

program goals of the organization are clearly definetl for the
guidance of operations, are consistent with the intent of the
Congress and the program of the President, and are suitetl
to current circumstances,

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

(2) Io determine the efficiency-an4 economy-of operations,.includ-
ing an appraisal of organization, procedures, and staffing at
each level.

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

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

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

to take necessary action in areas selected for priority
attention.

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

REGIONAl OFFICE RESPONSIBlTIIIES

Each Regional Administrator is responsible for the management
improvement program within his B,egional Office. Regio:ral Atlminis-
trators shall be assisted in discharging this responsibility by a Manage-
ment Review Committee composed of top-level offcers of the Region.
The Regional Administrator or his designee shall be Chairman of the
Committee. Each committee shall meet monthly at a stated time and at
such additional times as the Chairman determines necess&ry to aceom-
plish the functions of the Committee.- 

The objective of the Management Review Committee shall be to have

zlt6/& ?op I
L



l{ t ilonogome[l lmprovement Progron

under intensive study at all times one or more major areas of program
operations with a view to determining possibilities of further d.ecen-
tralization, short-cuts, simplifications, and consolidations which will
Iead to economies in the utilization of existing personnel, reduction of
costs, and more efficient management.

In addition, each comrnittee shall survey and give particular atten-
tion to areas where functions may be accomplished through contracts
with qualified private organizations and consequently permit a per-
manent reduction in Federal employment.

Regional Management Review Committees will be reviewing two types
of proposals: (1) suggestions submitted by employees pursuant to
Section 2-5-2, and, (2) work simplification and other management im-
provement recommendations resulting from the survey activities of the
Committee. Employee suggestions which are eligible for arvard under
the Employee Suggestion Program shall be handled under the pro-
eedures set forth in Section 2-5-2. Suggestions rnade by employees as
part of their usual responsibilities, and for which employee suggestion
awards may not be made, as well as proposals resulting from the survey
activities of the Committee, shall upon approval by the Regional Admin-
istrator be forwarded to the constituent unit or OA Division concerned.
A copy of each such proposal shall also be furnished to the Deputy
Administrator.

RESPONSIBITIIY OF SUPER,VISORS

Officers and employees having supervisory responsibility are respon-
sible for management improvement activities affecting their respective
functions and. operations aud are eharged with the responsibility of
(1) continuously reviewiug the activities und.er their supervision for
the purpose of achieving the above program objectives, and (2) co-
operating with the Management Revierv Committee in the development
and execution of management improvement studies affecting the oper-
ations for which they are responsible.

I
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Section I O

VACANCY REVIEWS

Section 1007 of the Postal Serviee and Federal Employee Salary
Act of 1962 provides that "the heads of the executive branch aetivities
concerned are directed to review with meticulous eare each vacancy
resulting from voluntary resignations, retirement, or death, and. to
determine whether the duties of the position can be abolished without
seriously affecting the execution of essential functions."

In addition, the President and the Director, Bureau of the Budget
have directed each agency to undertake a vigorous and continued efrort
to eliminate non-essential activities and positions, and to increase pro-
ductivity by improved manpower control and utilization and strength-
ened supervision.

Purpore

The purpose of this Section is to establish, as a part of the Agency's
program for implementing the Act and the directives cited above, a
procedure for making a detailed review of the essentiality aud grade
level of eaeh position in whieh a vacanoy occurs.

DeGnition

In this procedure, "vacancy" means a budgeted position which is
vaeant for any reasou, including promotion, transfer or reassignment,
resignation, retirement, or death.

Review ond Recommendolionr of Supervisors

Whenever a vacancy occurs, the imrnediate supervisor of the position
shall review the duties and functions of the position and its relation-
ship to the rest of the organization unit, with a view to abolishing the
position or filling lt at a lower grade.

If the supervisor determines that the position can be abolished, he
shall immediately initiate a memorandum to that effect to the Regional
Administrator through the appropriate Regional Director. The memo-
randum shall be routed for review and concurrence through super-
visory channels.

If the supervisor has any doubt rvhether it is necessary to filI a vacant
position at the same grade, he should reeommend that action to fiIl the
position not be initiated for a periott of 60 days, during which he will
conduct a detailed revieu- of other alternatives for performance of the
required functions.
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If the supervisor determines that it is necessary to fill the vacant
position, ]re shall initiate a Standard Form 52 requesting that the va-
cant position be filled. He shall execute a certification on the reverse
side of Form 52, item F, "Remarks by Requesting Office," if his reeom-
mendation is to fill the position at a reducecl grade, as follows:

"I have reviewed the duties of this position during a reyiew period
of 

-days, 
and determined that the position cannot be abolished

without seriously affeeting the execution of essential functions, as
follows:

I[e shall then specify the essential functions involved. and the reasons
why abolition of the position would seriously affect their execution.

If his reeommendation is to fiII the position at the same grade, his
certification shall read ". . . cannot be abolished nor the grad,e reil,ucetl,
without seriously afrecting . . . " and his statement shall include the
basis for this recommendation.

The supervisor shall then sign the certiffcation on the SF 52 and,
route the form through supervisory chaunels for review and approval.

Responsibiliry for Review ond Finol Determinotion

Recommendations of immediate supervisors for the abolition of posi-
tions or for the fflling of vaeaneies, and the grade at which they need.
to be fflled, shall be routed. for review and concurrence through super-
visory channels for reeommendation by (1) the appropriate Braneh
heacl and (2) the Regional Director of Administration.

Responsibility for final action is vested in the Regional Adminis-
trator.

Surnames of recornmending and approving offi.cials shall appear on
the memoraudum or the Form SF-52 following the certification of the
immediate supervisor.

Approving officials shall require a 60-day waiting period for further
study of the necessity for filling the position in any case where such
study might prove the feasibility of eliminating the position or re-
distributing the functions presently assigned to it in order to reduce
the present grade of the position.

Reports

The Regional Director of Administration shall report quarterly to
the OA Division of Butlget aud Management with respect to the dis-
position of each vacancy arising, and each vacancy on which final dis-
position was made, during the quarter.
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Section 2

SECURIW PROGR.AM

This Section prescribes policies and procedures, pursuant to the
Act of August 26,1950 (64 Stat. 476) and Executive Order No. 10450
of April 27, 1953, relating to the security program of the Regional
Offices.

POr.tcY

The interests of the national security require that a1l persons privi-
leged to be employed in the d.epartments and agencies of the Govern-
ment shall be reliable, trustworthy, of good conduct and character, and
of eomplete and unswerving loyalty to the United States.

Only those persons whose employment or retention in employment
is found to be clearly consistent with the interests of national security,
therefore, shall be employed or retained in emplo;'ment.

The term national seatritg, as used herein, relates to the protection
and preservation of the military, economic, and productive strength of
the United States, including the security of the Government in domes-
tic and foreign affairs, against or from espionage, sabotage, and sub-
version, and any and all other illegal acts designed to weaken or destroy
the United States.

The policies and procedures contained in this Section are designed to
insure that all persons seeking employment or employed in the Regional
Office receive fair, impartial, and equitable treatment and that they
be adjudgetl by mutually consistent and. no less than minimum stand-
ards and procedures, both within the Regional Office and in relation-
ship to the other departments and agencies of the Government.

The use of proced.ures pertaining to the suspension ancl removal of
employees as authorized by said Act of August 26, 1950, will be limited
to eases in which the interests of national security are involved. These
procedures are supplementary only and are not to be substituted for
the usual civil-service removal procedures. Normal civil-service pro-
cedures will be used to the maximum extent where national security is
not involved and when said procedures are adequate and appropriate.

SECURITY SIANDARDS

Information regarding an applicant for employment or an employee
which may preclude a finding that his employment or retention in
employment is clearly consistent with the interests of the national secu-
rity shall relate, but shall not be limited, to the following:

(1) Depending on the relation of the Government employrnent to the
national security-
(a) Any behavior, activities, or associations which tend to show

that the individual is not reliable or trustworthy.
7/3/57 Pogc t
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(2)

(3)

(5)

(6)

(7)

Poge 2
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(b) Any deliberate misrepresentations, falsiffeations, or omis-
sions of material facts.

(c) Any eriminal, infamous, dishonest, immoral, or notoriously
disgraceful conduct, habitual use of intoxicants to excess,
drug addition, or sexual perversion.

(il) Any illness, including any mental condition, of a nature
which in the opinion of competent medical authority may
cause significant defect in the judgment or reliability of the
employee, with due regard to the transient or continuing
effect of the illness and the medical fadings in such case.

(e) Any facts whieh furnish reason to believe that the iutlividual
may be subjected to coercion, influence, or pressure which
may cause him to aet contrary to the best interests of the
national security.

Commission of any act of sabotage, espionage, treason, or sedi-
tion,, or attempts thereat, or preparation therefor, or conspiring
with, or aiding or abetting, another to commit or attempt to
commit any act of sabotage, espionage, treason, or sedition.

Establishing or eontinuing a sympathetic association with a
saboteur, spy, traitor, sed.itionist, anarehist, or revolutionist, or
with an espionage or other secret agent or representative of a
foreign nation, or any representative of a foreign nation whose
interests may be inimieal to the interests of the United States, or
with any person who advocates the use of force or violence to
overthrow the government of the United States or the alteration
of the form of government of the United States by unconstitu-
tional means.

(4) Aclvocacy of use of force or violence to overthrow the govern-
ment of the United States, or of the alteration of the form of
government of the United States by unconstitutional means.

Membership in, or affiliation or sympathetic association with,
any foreign or domestic organization, association, movement,
group, or combination of persons which is totalitarian, Fascist,
Communist, or subversive, or which has adoptetl, or shows, a
policy of advocating or approving the commission of acts of
force or violenee to deny other persons their rights under the
Constitution of the United States, or which seeks to alter the
form of government of the United States by unconstitutional
mearls.

Intentional, unauthorized disclosure to any person of security
information, or of other information disclosure of which is pro-
hibitetl by law, or willful violation or disregard of security regu-
lations.
Performing or attemptiug to perform his duties, or otherwise
acting, so as to serve the interests of another government in
preference to the interests of the United States.
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(8) Refusal by the individual, upon the ground of constitutional
privilege against self incrimination, to testify before a congres-
sional committee regarding charges of his alleged disloyalty or
other misconduct.

SENStilVE POStflONS

The term sens'itiue position, as used in this Section, means any posi-
tion the occupant of which eould bring about because of the nature
of the position, a material adverse effect on the national security. Such
positions shall include, but shall not be limited to, any position the
oecupant of which (1) may have access to security information or
material classified as confifl,ential, secret, or top, secret, or any other
informaf,ion or material having a direet bearing on the national se-
curity, or (2) may have opportunity to commit acts directly or indi-
rectly adversely affecting the national security.

It is the policy of the Administrator to restrict to the greatest pos-
sible extent the number of positions to which duties requiring the
designation of a position as sensitive are assigned. The Security Offi-
eer shall consult with Regional Administrators to the end that, when-
ever possible, duty assignments requiring the designation of a position
as sensitive shall be made only to a minimum number of positions in
each Region.

Designotion of Sensilive Positions

The Security Officer, in consultation with Regional Administrators,
is responsible for designating sensitive positions.

When the Security Officer designates a position as sensitive, he shall
notify, by memorandum, the Regional Administrator in whose Region
the position is located, the Director of Personnel, and the incumbent
of the position, if any. Future incumbents of the position shall simi-
larly be notified of the designation.

Revocslion of Designotionc

The Security Officer shall make a semi-annual review of the list
of positions designated as sensitive to determine whether any such desig-
nation should be revoked. When the Security Officer finds, as a result
of his review or upon the advice of the Regional Administrator, that
the duties assigned a sensitive position no longer require that it be
designatetl as sensitive, he shall revoke the designation of that position.

When the Seeurity Officer revokes the designation of a position as
sensitive, he shall notify, by memorandum, the Regional Administra-
tor in whose Region the position is loeated, the Direetor of Personnel,
and the incumbent of the position, if any.

Security lnvertigotions

Security investigations conducted pursuant to this Section are de-
signed to develop information as to whether employment or retention
in employment of the person being investigated is clearly consistent
with the interests of the national security.

3/2s/58 Pose 3
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New Appoinlments

Every appointment made to a position shall be made subject to
investigation, and the notification of personnel action given the ap-
pointee shall so state. The scope of the investigation required is de-
termined by the degree of adverse effect the appointee could bring
about, by virtue of the nature of the position, on the national security.
In no event will the investigation include less than a national agency
cheek (including a eheck of the finger print files of the Federal Bureau
of Investigation) and rvritten inquiries to appropriate local law-
enforcement agencies, former employers and supervisors, teferences,
and schools and colleges attended by the person under investigation.
With the approval of the Civil Service Commission, however, the
minimum investigation requirement may be waived with respeet to per
diem, intermittent, temporary, or seasonal employees and aliens em-
ployed outside the United States.

Should information develop at any stage of investigation indicating
that the employment of an appointee may not be elearly consistent with
the interests of the national security, a full field investigation, or such
less investigation as shall be sufficient to enable the Administrator to
determine whether retention of such person is clearly consistent with
the interests of the national security, will be eonducted by the investi-
gating agency.

Occupcnts of Sensitive Positions

No sensitive position shall be filled or oecupietl by any person with
respect to whom a full field investigation has not been conducted.
Ilowever, a person occupying a sensitive position at the time it is
designated. as such may continue to occupy the position pending the
eompletion of a full field investigation and, in case of emergency, a
sensitive position may be filled by a person with
full fie1tl investigation has not been eompleted,
of the investigation, if the Administrator finds
necessary in the national interest.

respect
pending

to whom a
completion

that such action is

Responsibiliry for lnvestigotion

Under Executi'i,e Order No. 10450, security investigations covering
employees will be conducted by the Civil Service Commission. When-
ever a security investigation being conducted with respeet to an em-
ployee of a Regional Office develops information relating to any of
the matters described in subdivisions 2 through 8 of the subsection
entitled "Security Standards," above, or indicates that an employee
has been subject to coercion, influenee, or pressure to aet contrary
to the interest of the national security, the Civil Service Commission
will refer the matter to the Federal Bureau of Investigation for a full
field investigation.

Procedure

Contaets rvith the seeurity investigation agencies of the Civil Serviee
Commission and. the Federal Bureau of Investigation shall be handled
by or rvith the knowledge of the Security Officer.
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The Regional Administrator is responsible for obtaining from appli-
cants and employees the forms necessary to initiate the appropriate
security investigation and for submitting such forms to the investiga-
tive agency. The Security Officer shall be shown as the person to
whom all investigation reports are to be sent. (See Seetion 2-1-6.)

ff, during the course of necessary record and reference checks, any
derogatory information is developed, or it is disclosed thnt reports of
investigation are in existence, the Regional Administrator (through the
Director of Personnel) or the Director of Personnel should the in-
formation first come to his attention, shall advise the Security Officer
and shall furnish him with all available information concerning the
proposed personnel action. The Director of Personnel shall advise
the Security Officer whenever any employee is separated. or the re-
assignment of a present employee from a non-sensitive position is
proposed.

When the appointment of a per diem, intermittent, temporary, or
seasonal employee or of an alien outside the United States, is involved,
the Security Officer may recommend to the Civil Service Commission
that the minimum investigation requirements be waived if, in his
judgment, the nature of the position is such that a waiver wiII be
consistent with the interests of the national security. When a waiver
is granted it shall be the responsibility of the Director of Personnel to
conduct such less investigation as will meet the requirements of the
national security.

In the case of a sensitive position, the Security Officer may, if he
finds after consultation with the Director of Personnel and the Re-
gional Administrator in whose Region the position is located that
it is essential to filI the position prior to the completion of a fuII field
investigation, so recommend to the Administrator. No such recom-
mendation shall be made, however, until a national agency check in
which no derogatory information is revealed has been made. The
recommendation shall clearly state the emergency conditions making
such action essential and that the national agency check reveals no
derogatory information. The Administrator's approval and finding
that such aetion is necessary in the national interest shall be made a
part of the employee's official personnel folder.

EVAI.UATION OF INFORMAIION

Security investigation reports received from the Civil Service Com-
mission and the Federal Bureau of Investigation, or information re-
ceived from any other source which (1) in the case of the oceupant
of a sensitive position, relates to any of the matters set forth under
the subsection headed "Security Standards," aboye, or (2) in the
case of the occupant of a non-sensitive position, relates to any of the
matters set forth in item 1(e) or items (2) through (8) of the sub-
section cited, shall be referred immediately to the Security Offieer for
evaluation. Information, other than reports of investigation, which
in the case of the occupant of a non-sensitive position relates to any
of the matters set forth in items 1(a) through 1(d) of the subsection
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cited, shall be referred initially to the Director of Personnel, who
shall immediately consult with the Security Ofificer to insure that the
material is not one rvhich should be handled under the provisions of
this Section.

The Security Officer may make such inquiries and may request an
investigating agency to conduct such additional investigation, as may
be necessary fully to develop the data required for a review of a par-
ticular case.

If the Security Officer finds, upon his review of the case, that there
is no derogatory informatiorr relating to any of the matters described
in the subsection headed "Security Standards," above, or that such
derogatory information as there may be has no relationship to the
national security, he shall make a positive determination that the
employment or retention in employment of that person is clearly con-
sistent with the interests of the national security. Written evidence
of the determination shall be made a part of the employee's official
personnel folder. Action under this paragraph closes the case as a
security matter unless newly-discovered information is disclosed. It
does not, however, preclude action by the Director of Personnel to
recommend disciplining or dismissing the employee when d"erogatory
information relates to an offense which, although the interests of the
national security are not involved, is nevertheless grounds for action
under other laws and regulations relating to Federal employment; nor
d.oes any action initiated by the Director of Personnel preclude action
under the security regulations when such action is appropriate. The
Security Officer shall refer derogatory information initially received
by him and which has no relationship to the national security to the
Director of Personnel.

If the Security Officer finds, upon his review of the case, that there
is derogatory information relating to any of the matters described
in the subsection headed "Security Standards," above, and that there
is a relationship to the national security, he shall evaluate such in-
formation from the standpoint of the security of the Agency and
shall forward the file, with his evaluation, to the Administrator or
his designee. The Security Officer's evaluatiou shall show the spe-
cific relationship that the case under consideration has to the national
security and his recornmended action.

ACIION ON T}EROGATORY INFORIIAAIION

Upon reeeipt of the file and evaluation from the Security Officer,
the Administrator or his d.esignee shall make an immediate positive
determination:

(1) That the employment or retention in employment of the person
is clearly consistent with the interests of the national security.
A memorandum outlining the basis for such determination and
closing the case shall be made a part of thc investigation file and
writterr evidence of the determination shall be made a part of
the employee's official personnel folder.
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(2) That, in the interests of the national security, the employee shall
be suspended immediately. A memorandum outlining the basis
for such determination shall be made a part of the investigation
file and written notice to effect the suspension shall be sent to
the Director of Personnel. An employee suspended under
Exeeutive Order No. 10450 may, in the discretion of the Admin-
istrator or his designee and at the employee's request, be paid
bi-weekly during the suspension period at the rate of pay in
effeet on the date of suspension, tentatively on the basis, and. to
the exent that such payments in the aggregate do not exceed the
money equivalent, of the accrued annual leave to his credit on the
date of suspension, with the understanding that, if he is subse-
quently restored to duty, the annual leave account so eharged
will be recredited in lieu of payment of an equivalent amount
of the compensation allowable under Public Inw 733,81st Con-
gress. However, no such payments can be made where there
is being considered a suspected violation either of Section 9A
of the Hatch Act or of an Appropriation Act provision similar
to that in Section 301 of the First fndependent Offices Appropri-
ation Act, approved JuIy 31, 1953.1

(3) That, because of the presence of ameliorating circumstances, the
interests of the national security will be met if the employee is
retained on duty temporarily in a position in which the interest
of the national security cannot be affected by the employee.
Such action shall be effective only pending further inquiry and
final determination as to the disposition of the case and shall in
no case be taken without the concurrence of the Security Offi-
cer. A memorandum outlining the basis for such determina-
tion shall be made a part of the investigation file.

Action under subparagraph (1) closes the case as a security matter
unless newly-discovered information is disclosed. It does not, however,
preclude further action by the Direetor of Personnel to recommend
disciplining or dismissing the employee when the derogatory informa-
tion relates to an offense which, although the employment or retention
in employment of the person is consistent with the interests of the
national security, is nevertheless grounds for action under other laws
and regulations relating to Federal employment. The Security
Ofiicer shall refer derogatory information in such cases to the Direc-
tor of Personnel.

When action under subparagraph (3) is taken, the Atlministrator
or his designee shall, upon completion of the inquiry and the receipt of
further investigative data and the reevaluation of the Seeurity Offi-
cer, make one or the other of the d.eterminations outlined above in the
subparagraphs numbered (1) and (2).

Factors which the Administrator or his designee shall take into con-
sideration in making the determination required. of him shall inelude,
but are not limited to, (1) the seriousness of the d.erogatory informa-

1 See DCG B'117999, April 21, 1954.
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tion developed, (2) the possible access, authorized or unauthorized, of
the employee to security information or material, and (3) opportunity,
by reason of the nature of the position, for committing acts adversely
affecting the national security.

Procedure When Employee is Suspended

\Yhenever an employee is suspended under the provisions of this
Section, the Administrator or his designee shall furnish the employee,
within 30 days after his suspension, a written statement of charges.
Such statement shall be as specific and detailed as security considera-
tions, including the need for protection of confidential sources of
information, permit, and shall be subject to amend.ment within 30 days
of issuanee.

The suspended employee shall have the right to submit to the Office
of General Counsel within 30 days after issuance or amendment of the
statement of charges, statements and affidavits refuting or explaining
the reasons stated for the suspension. Such statements and affidavits
shall be considered by the Office of General Counsel for sufficiency and,
after consultation with the Security Officer, a joint recommendation
for the disposition of the case shall be made to the Administrator. If
the Office of General Counsel and the Security Offieer are in disagree-
ment, individ.ual recommendations shall be made by them.

On the basis of the recommendation or recommend.ations of the
Office of General Counsel and the Security Offieer and of his own
review of the case, including the opinion of the Security Hearing
Board when a hearing is conducted under the provisions of the sub-
section entitled "Add.itional Proeed.ure-Permanent and Indefinite Em-
ployees, " the Administrator shall make his determination of the ease :

(1) If he finds that reinstatement of the suspended. employee in the
position from which he has been suspended is clearly consistent
with the interests of the national seeurity, he shall restore the
employee to duty in such position and the employee shall be
compensated for the period of suspension in aecordance with
Section 1 of the Act of August 26, 1950.

(2) If he does not find that reinstatement in the position from which
he has been suspended will be clearly consistent with the inter-
ests of the national security, but that employment of the sus-
pended employee in another position is clearly consistent with
the interests of the national security, he may restore the
employee to duty in such other position, and the employee shall
be compensated for the period of suspension in accordance with
Section 1 of the Act of August 26, 1950.

(3) If he does not find that reinstatement of the suspended employee
to another position is clearly consistent with the interests of the
national security, he shall terminate the employment of the
suspended employee.

A memorandum outlining the basis for the Administrator's deter
mination shall be made a part of the investigation fiIe and written
evidence of the determination shall be made a part of the employee's
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official personnel folder. The Director of Personnel shall take immedi-
ate action formally to effect the determination of the Administrator.

ADDIIIONAT PROCEDURE-PERMANENI AND INDEF]NITE EMPI.OYEES

In addition to the foregoing provisions, which are applicable to all
employees, any employee who is a citizen of the United States, has a
permanent or indefinite appointment, and has completed his probation-
ary or trial period shall be errtitletl to a hearing before a Security
Hearing Board. These procedures shall become effective, at the re-
quest of the employee, before the Administrator makes the determi-
nation required by the preceding subsection.

(1) The opinion of the Board shall be in writing and shall be signed
by all the members of the Board. One copy of the opinion, to-
gether with the complete record of the case and the investigation
reports, shall be sent to the Administrator and one copy of the
opinion alone shall be sent to the suspended employee.

(2) The entire case shall be reviewed by the Administrator before a
final determination is made by him. The review shall be based
on a study of all the d.ocuments in the ease, ineluding the record.
of the hearing before the Board.

(3) The employee shall be furnished a written statement of the
decision of the Administrator.

SECURIIY HEARING BOARDS

Security Hearing Boards shall be composed- of three civilian ofEcers
or employees of the Federal Government, appointed by the Adminis-
trator from a roster maintained by the Civii Service Commission.

No officer or employee of the Office of the Administrator, or any Re-
gional Of&ce, or of any coustituent of the Housing and. Home Finance
Agency, sha1l serve as a member of a Security Hearing Board hearing
the case of an Agency employee.

No person shall serve as a member of a Security Hearing Board
hearing the case of an employee with whom he is acquainted.

Whenever the Civil Service Commission shall request the Adminis-
trator to nominate employees to the Security }learing Board roster, for
service on Boarcls appointed to hear cases arising in other ltederal
agencies, the Director of Personnel, in consultation with the Security
Officer, shall propose to the Administrator the names of one or more
persons who meet the criteria set forth irr. the following paragraph.

Officers ancl employees nominated to the Security Hearing Board
roster maintained by the Civil Service Commission shall be persons
of responsibility, unquestioned integrity, and sound judgment. Each
nominee shall have been the subject of a fuII field investigation, and his
nomination shall be determined. to be clearly consistent rvith the interest
of the national security.

HEARING PROCEDURE

The Security Officer shall be responsible for arranging for the desig-
nation of a Security Hearing Board to hear a particular case, making
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all the necessary arrangements for the hearing, presenting a com-
plete record of the case to the Boarcl, including a summary of the
reasons for suspension, and obtaining any additional information re-
quested by the Board.

The Administrator shall be represented at the hearing by a person
designated. by him. Such representative shall aid the Board. in its de-
termination as to procedure, and may, upon request of the Board, assist
by questioning witnesses. IIpon request of the employee, the Adminis-
trator's representative shall atlvise the ernployee of his rights before
the Board.

Hearings before the Boarcl shall be conductecl in an orderly, dignified,
and decorous manrler, and shall be expedited as much as possible.
Testimony shall be given under oath or affirmation.

Hearings shall be private. There shall be present at the hearing
only the members of the Boarcl, the reporter or reporters, the employee,
his counsel, Agency employ.sss concerned, and the rvitnesses. Wit-
nesses shall be present at the hearing only lvherr actually giving testi-
mony. The Security O1ficer may be preserrt at the heariug, if requestecl
by the Board, but he shall take no active part in the proceedings.

The Board shall take r.vhatcver action is necessary to insure the em-
ployee a full and fair consideratiorr of his case. The employee shall
be informed by the Board of his right (1) to participate in the hear-
ings, (2) to be represented by counsel of his choice, (3) to present
witnesses and offer other evidence in his own behalf and in refutation
of the charges brought against him, and (4) to cross-examine any
witness offered in support of the charges.

The hearing shall be opened by the reading of the letter setting
forth the charges against the employee, and the statements and af6-
davits by the employee in ansrver to such charges.

Both the Of6ce of the Administrator and the employee may introcluce
such evidence as the Board may deem proper.in the particular case.

The employee or his counsel shall have the right to control the
sequence of witnesses called by him. Reasonable cross-examination
of witness by the employee or his counsel shall be permitted.

The Board. may, in its discretion, invite any person to appear at the
hearing and testify. Holyever, the Board shali not be bound by the
testimony of a witness by reason of havirrg called him, and shall have
full right to cross-examine him.

Rules of evidence shall not be binding on the Board, but reasonable
restrictions shall be imposed as to the relevancy, competency, and ma-
teriality of matters consiclered, so that the hearings shall not be unduly
prolonged.

The Board shall conduct the proceedings in such a manner as to
protect from d"isclosure information affecting the national security or
tend.ing to disclose or compromise investigative sources or methods. If
the employee is, or may be, handicapped by the non-tlisclosure to him
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of confidential information or by lack of opportunity to cross-examine
confidential informants, the Board shall take that faet into considera-
tion. If a person who has made charges against the employee and who
is not a confidential informant is called as alvitness but does not appear,
his failure to appear shall be considered by the Board in evaluating
such charges, as well as the fact that there can be no payment for
travel of witnesses.

The Board shall give due consideration to documentary evidence
developed by investigation, including party membership cards, petitions
bearing the employee's signature, books, treatises or articles written
by the employee, and testimony by the employee before duly consti-
tuted authorities. The fact that such evidence has been considered shall
be made a part of the transcript of the hearing.

A complete verbatim transcript shall be made of the hearing by
qualiffed reporters, and the transcript shall constitute a permanent
part of the reeord. Upon request, the employee or his counsel shall be
furnish a copy of the transcript.

The Board shall reach its conclusions and base its determination on
the transcript of the hearing, together with such confidential informa-
tion as it may have in its possession. The Board, in making its deter-
mination, shall take into consideration the inability of the employee to
meet charges of which he has not been atlvised, because of seeurity
reasons, specifieally or in detail, or to attack the credibility of witnesses
who do not appear.

The opinion of the Board. shall be in writing, and shall be signed by
all members of the Board.

READJUDICAIION OF CERTAIN CASES

The Security Officer shall review the cases of employees of the
Regional Offices with respect to whom there has been conducted a full
field investigation under Executive Order No. 9835. After such further
investigation as may be appropriate, such of those cases as have not
been adjudicated under a securitv standard eommensurate with that
established by Executive Order No. 10450 shall be readjudicated.

The procedure to be followed in readjudication parallels that de-
scribed in the subsections entitled "Evaluation of Information" and
"Action on Derogatory fnformation," above.

NOIICE TO Clvtt SERVICE COMi,llSSlON

The Director of Personnel shall furnish eopies of all notiffcations
of. personnel action taken in security cases to the Civil Service Com-
mrssron.

REEMPTOYMENT

No person whose employment has been terminated by any depart-
ment or agency pursuant to the provisions of the Aet of August 26,
1950, Executive Order No. 9835, or any other security or loyalty pro-
gram, shall be employed in the Regional Offfce unless the Administrator
finds that such employment is clearly eonsistent with the interests of
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the uatioual security. In cases where the employee was terminated by
a department or agency other than the Regional Office, the Civil Serv-
ice Oommission must also determine that such person is eligible for
such employment. The finding of the Administrator and the determi-
nation of the Civil Service Commission, if any, shall be made a part of
the official personnel folder of the person concerned..

When the employment of any person whose employment has previ-
ously been so terminated is proposed, the Regional Administrator shall
immediately advise the Security Officer through the Director of
Personnel.

The Security Officer shall, after such investigation and inquiry as
he deems necessary, including the securing of an eligibility determi-
nation from the Civil Service Commisson when this is required, recom-
mend to the Administrator that (1) the person not be reemployed or
(2) the fintling required above be made.

ETAPLOYEES ON POINI IV ASSIGNMENTS

Security investigations in connection with oyerseas assignments under
the Point IY program are arranged by the Foreign Operations Ad-
ministration and the reports of investigation are evaluated by that
agency. OA employees on domestic Point IY assignments are subject
to these security regulations.
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Appendix l-Orgonizotions wilhin lhe Purview of EO 10450

fn promulgatiug EO 10450, the President has reiterated the principle
that all persorls seeking the privilege of employment or privileged to be
employed in the departments and agencies of the Government shall be
adjudgetl by minimum standards and by procedures rvhich are mutually
consistent among the departments anrl agencies of the Federal Goveru-
ment. Ilemberslrip in, affiliation u,itlr or sr-rnpathetic assoc,iation 'w'ith,
any organization rlesignateC pursuant to this Executive Orcler is but
one of the faetors b.y which a department or ageucy shall retrch its deter-
mirration as to witether tlro emplo,vruent or retention in ernployment
in the Federal service of the person being investigateil is clearly con-
sistent with the interests of the national security.

The Executive Order provides that the Department of Justice shall
furnish to the heads of departmeiits :rncl agencies eurrent information
as to those orgauizations which are within the purviel, of EO 10450.

These organizations are listed below:

Communist Part1,, LI.S.A., its subdivisions, subsidiaries and affiliates
Communist Political Association, its subdivisions, subsidiaries and

affiliates, including:
Alabama People's Eiiucational Association
Florida Press and Eclucational League
Oklahoma League for Political Education
People's Educational and Press Association of Texas
Virginia League for People's Edueation

Young Communist I-]eague

Designotion of Orgonizotions in Conneclion
with rhe Federql Employee Security Progrom

Abraham Lincoln Brigade
Abraham Lineoln School, Chicago, Illinois
Action Committee to Free Spain Now
American Assoeiation for Reconstruction in Yugoslavia, Inc.
American Branch of the Federation of Greek Maritime Unions
American Christian Nationalist Party
American Cornmittee for European -Workers' Relief
American Comrnittee for Protection of Foreign Born
American Committee for Settlement of Jews in Birobidjan, Inc.
Ameriean Committee for Spanish Freedom
American Committee to Survey Labor Conditions in Europe
American Committee for Yrr.gosllv Relief, Inc.
American Council for a Democratic Greece, formerll' known as the

Greek American Conncil; Greek American Committee for National
Unity

American Council on Soviet Relations
American Croatian Congress
American Jewish frabor Council
Ameriean League Against 'War and Fascism
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American I-reague for Peace and Democracy
American National Labor Party
American National Socialist League
American National Socialist Party
American Nationalist Party
American Patriots, Inc.
American Peace Crusade
American Peace Mobilization
American Poles for Peace
American Polish I-:abor Council
American Polish League
American Rescue Ship Mission (a project of the United American

Spanish Aid Committee)
American-Russian Fraternal Society
American Russian Institute, New York, also knorpn as the American

Russian Institute for Cultural Relations rvith the Soviet Union
American Russian Institute, Philadelphia
American Russian fnstitute of San Francisco
American Russian fnstitute of Southern California, Los Angeles
American SIav Congress
American'Women for Peace
American Youth Congress
American Youth for Democracy
Armenian Progressive League of America
Associated Klans of America
Association of Georgia Klans
Association of German Nationals (Reichsdeutsche Vereinigung)
Ausland-Organization der NSDAP, Overseas Branch of Nazi Party
Baltimore Forum
Benjamin Davis Freedom Committee
Blach Dragon Soeiety
Boston School for Marxist Studies, Boston, Massachusetts
Bridgcs-Robertson-Sehmidt Defense Committee
Bulgarian-American Peoples League of the United States of America
California Emergency Defense Committee
California Labor School, Inc., 321 Divisadero Street, San Francisco,

California
Carpatho-Russian People's Society
Central Council of American Women of Croatian Descent, also known

as Central Council of Ameriean Croatian'Women, National Coun-
cil of Croatian'Women

Central Japanese Association (Biekoku Chuo Nipponjin Kai)
Central Japanese Association of Southern California
Central Organization of the German-Ameriean National Alliance

(Deutsche-Amerikanisehe Einheitsfront)
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Cervantes Fraternal Society
China Welfare Appeal, fnc.
Chopin Cultural Center
Citizens Committee to Free EarI Browder
Citizens Emergency Defense Conference
Citizens Committee for Hamy Bridges
Citizens Committee of the Upper West Side (New York City)
Citizens Protective League
C'ivil Liberties Sponsorirrg Committee of Pittsburgh
Civil Rights Congress and its affiliated organizations, including:

Civil Itights Congress for Texas
Veterans Against Discrimination of Civil Rights Congress of New
York

Columbians
Comite Coordinator Pro Republica Espanola
Comite Pro Derechos Civiles

(See Puerto Rican Comite Pro Libertades Civiles)
Committee to Abolish Discrimination in Maryland

(See Congress Against Discrimination;
Maryland Congress Against Discrimination;
Provisional Committee to Abolish Discrimination in the
State of Maryland)

Committee to Aid the F ighting South
Committee for Constitutional and Political Freedom
Committee to Defend the Rights and Preedom of Pittsburgh's

Political I'risoners
Committee for the Defense of the Pittsburgh Six
Clommittee fol a Democratic Far Eastern Policy
Committee for Nationalist Action
Committee for Peace and Brotherhood Festival in Philadelphia
Committee for the Protection of the Bill of Rights
Committee to Ilphold the Bill of Rights
Committee for World Youth Friendship ancl Cultural Exchange
Committee to Defend Marie Richardson
Committee for the Negro in the Arts
Commonwealth College, I\{ena, Arkansas
Communist Party, U.S.A., its subdivisions, subsidiaries, and affiIiates
Communist Political Association, its subclivisions, subsidiaries and

affiliates, including:
Alabama People's Educational Association
Florida Press and Educational I-,league
Oklahoma I,league for Political Education
People's Educational and Press Association of Texas
Virginia Ireague for People's Education

Connecticut Committee to Aid Yictims of the Smith Act
Connecticut State Youth Conference
Congress Against Disclimination

(See Committee to Abolish Discrimination in Maryland)
Congress of Arnerican Revolutionary Writers
Congress of American Women
Congress of the Unemployed
Courrcil on African Affairs
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Council of Greek Americans
Council for Jobs, Relief and Housing
Council for Pan-American Democracy
Croatian Benevolent Fraternity
Dai Nippon Butoku Kai (Military Virtue Society of Japan or

Military Art Society of Japan)
Daniels Defense Committee
Daily -Worker 

Press Club
Dante Alighieri Society (between 1935 antl 1940)
Dennis Defense Committee
Detroit Youth Assembly
East Bay Peace Committee
Elsinore Progressive League
Emergency Conference to Save Spanish Refugees (founding botly

of the North American Spanish Aid Committee)
Everybody's Committee to Outlaw -War

Families of the Baltimore Smith Act Victims
Families of the Smith Act Victims
Federation of Italian War \reterans in the U.S.A. Inc. (Associazione

Nazionale Combattenti ltaliani, Federazione degli Stati Uniti
d'Ameriea)

Finnish-Ameriean Mutual Aid Society
Florida Press and Educational League (Sce Communist Political

Association)
tr'reedom Stage, Inc.
Frederick Douglass Educational Center
Friends of the New Germany (Freunde des Neuen Deutschlantls)
Friends of the Soviet Union
Garibaldi American Fraternal Society
George Washington Carver School, New York City
German-American Bund (Amerikadeutscher Volksbuncl)
German-American Republican League
German-American Vocational League

(Deutsche-Amerikanische Berufsgemeinschaft)
Guardian Club
Harlem 'Irade Union Council
Hawaii Civil I-:iberties Committee
Heimusha I(ai, also known as Nokubei Heieki Gimusha Kai, Zaibel

Nihonjin, Heiyaku Gimusha Kai, and Zaibei Heimusha Kai (Jap-
anese Residing in Ameriea Military Conscripts Association)

Hellenic-American Brotherhood
Hinode Kai (Imperial Japanese Reservists)
Hinomaru I(ai (Rising Sun Flag Society-a group of Japanese War

Veterans)
Ilokubei Zaigo Shoke Dan (North American Reserve Officers Asso-

ciation)
Hollywood Writers Mobilization for Defense
Hungarian-American Council for Democracy
Hungarian Brotherhood"
Idaho Pension Union
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Independent Party
(Seattle, Washington)
(See Independent People's Party)

Indepeudent People's Party
(See Independent Party)

Industrial Workers of the World
International Labor Defense
fnternational Workers Order, its subdivisiorrs, subsidiaries and

affiIiates
Japanese Association of America
Japanese Overseas Central Societ,r. (I(aigai Dobo Chuo Kai)
Japanese Overseas Convention, Tokyo, Japan, 1940
.Iapanese Protective Association (Recruiting Organization)
Jefferson School of Social Science, Nerv York City
Jewish Culture Society
Jewish People's Committee
Jewish People's Fraternal Order
Jikyoku Iinkai (The Committee for the Crisis)
Johnson-Forest Group

(See Johnsonites)
Johnsonites

(See Johnson-l'orest Group)
Joint Anti-Fascist Refugee Committee
Joint Council of Progressive Italian-Americans, Inc.
Joseph Weydemeyer School of Social Scienee, St. L,ouis, Missouri
I(ibei Seinen Kai (Association of U.S. Citizens of Japanese Aneestry

who have returned to America after studying in Japau)
Kuights of the White Camellia
Ku Klux KIan
Kyffhaeuser, also knorvn as K.yff6u.rser League (Kyffhaeuser Bund)

Kyffhaeuser Fellorvship (Kyffhaeuser Kameradschaft)
Kyffhaeuser War Relief (Kyffhaeuser Kriegshilfswerk)
Labor Council for Negro Rights
Labor Research Association, Inc.
Labor Youth League
L,eague for Common Sense
I-reague of American -Writers

Lietor Society (Italian Black Shirts)
Macedonian-American People's League
Maritime I-.labor Committee to Defend Al Lannon
Mario Morgantini Circle
I\faryland Congress Against Diserimination

(See Committee to Abolish Diserimination in Mary'land)
Michigan Council for Peace
Massaehusetts Committee for the Bill of Rights
Massachusetts l\[inute 'Women for Peaee (not connected rvith the

Minute Women of the U,S.A., Inc.)
Maurice Braverman Defense Committee
Michigan Civil Rights Federation
Michigan School of Social Science
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Nanka Teikoku Gruryudau (hnperial l\Iilitar'.v l'riends Group or
Southern California War Yeterans)

National Associatiou of n'Iexican Americans (also knor,'n as Associa-
cion Nacional Mexico Americana)

National Blue Star lVlothers of America (not to be confused with the
Blue Star tr{others of America orgauized in February 1942)

National Committee for the Defense of Political Prisoners
National Committee for Freedom of the Press
National Committee to Win Amnesty for Smith Act Victims
National Committee to Win the Peace
National Conference on American Policy in China and the Far East

(a Conference callecl by the Committce for a Democratic Far
Easteru Policy)

National Couircil of Arnerieans of Croatian Descent
National Council of American-Soviet Friendship
National tr'ederation for Constitutional Liberties
National Labor Couference for Peace
National Negro Colgress
National Negro Labor Council
Nationalist Action League
Nationalist Palty of Puerto Rieo
Nature Friends of Arnerica (since 1935)
Negro Labor Yictory Comrnittee
New Comrrrittee for Publications
Nichibei I{og;,o I(aisha (The Great Fujii Theatre)
North Amerieau Committee to Aid Spanish Democracy
North American Spanish Aid Committee
Northrvest Japanese Assoeiation
North Philadelphia Forum
Ohio School of Social Sciences
Oklahoma Committee to Defend Political Prisoners
Oklahoma League for I'olitical Educatiou (See Communist Political

Association)
Original Southern Klans, Incorporated
Pacific Northr,vest Irabor School, Seattle, Washington
Palo Alto Peace Ciub
Partido del Pueblo of Panama (operating in the Canal Zone)
Peace Information Cerrter
Peace Movement of Ethiopia
People's Drama, Inc.
People's Educational Associatiorr (Incorporated under name l/os

Angeles ltrducational Associatiorr, Irrc.), also knorvn as Pc'ople's
Educational Center, People's Urriversity, People's School

I'eople's Educational and Press Association of 'l'exas (See Conrmunist
Politicai Associatiou)

People's Institute of Applied Religion
People's Prograrns

( Seattle, \\'ashiugtorr )
People's Raclio Founcltrtiori, Inc.
People's ltights Party
Philadelphia Labor Cornrnittee for Neglo Rights
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Philadelphia School of Social Science and Art
Photo League (New York City)
Pittsburgh Arts Club
Political Prisoners' Welfare Committee
Polonia Society of the IWO
Provisional Committee on Latin American Affairs
Provisional Committee of Citizcns for Peace, Southwest Area
Provisional Committee to Abolish Discrimination in the State of

Maryland
(See Committee to Abolish Discrimination in Maryland)

Progressive German-Americans, also known as Progressive German-
Americans of Chieago

Proletarian Party of America
Protestant War Yeterans of the United States, Inc.
Puerto Il,ican Comite Pro Libertades Civiles, (CLC)

(See Comite Pro Derechos Civiles)
Puertorriquenos Unidos (Puerto Ricans United)
Quad City Committee for Peacc
Queensbridge Teuants League
Revolutionary Workers League
Itomanian-American Fraternal Society
Russian American Society, Inc.
Sakura Kai (Patriotic Society, or Cherry Association-composed of

veterans of Russo-Japanese War)
Samuel Adams School, Boston, Xlassachusetts
Santa Barbara Peace Forum
Schappes Defense Committee
Schneiderman-Darcy Defcnse Committee
School of Jewish Studies, New York City
Seattle I-.,abor School, Seattle, Washington
Serbian-American tr'raternal Society
Serbiau Vidovdan Council
Shinto Temples (limited to State Shinto abolished in 1945)
Silver Shirt Legion of America
Slavie Council of Southern California
Siovak Workers Society
Slovenian-American National Council
Socialist Workers Party, including American Committee for Euro-

pean Workers' Relief
Sokoku Kai (tr'atherland Society)
Southerrr Negro Youth Congress
Suiko Sha (Reserve Oflicers Association, Los Angeles)
Syracuse \Yornen for Peace
Tom Paiue School of Social Science, Philadelphia, Pennsylvania
Tom Paine Sehool of Westchester, New York
'Irade Union Committee for Peace

(See Trade Unionists for Peace)
Trade Ilnionists for Peace

(See Tracle LTnion Committec for Peace)
Tri-State Negro Trade Union Council
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llhrainian-American !'raternal Union
Union of American Croatians
United Ameriean Spanish Aid Committee
United Committec of South S1avic Americans
United Committee of Jervish Soeieties and l-,andsmanschaft Federa-

tions, also known as Coordination Committee of Jewish Lands-
manschaften arrd Fraternal Organizations

United Committee of Soutli Slavic Americans
United Defense Council of Southern California
United I-Iarlem Tenants and Consumers Organization
United l,tay Day Committee
United Negro and Allied Yeterans of America
Union of Neu'York Yeterans
\reterans of the Abraham Irincoln Brigade
Veterans Against Discrimiuation of Civil Rights Congress of Nerv

York (See Civil Rights Congress)
Voice of Freedom Comrnittee
Walt Whitrnan School of Social Science, Neltark, New Jersey
Washington Rookshop Association
Washington Committee to Defend. the BiI[ of Rights
Washington Ctimrnittee for Dcmocratic Action
Washingtorr Commonrvealth Federatiorr
Washington Pension Union
\\risconsiu Conference on Social Legislatiori
JArorkers Alliance (since April 1936)
Yicidisher I(ultur l'arband
Young Oommuuist League
Yugoslav-American Cooperativc Ilome, Inc.
Yugoslav Seamen's CIub, Inc.
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Section 3

EQUAL EMPTOYMENT OPPORIUNIW

This section is abstracted from the HHITA Policies and, Proceil,ures
for Equal EmTtloyment Opportrunity in governmerrt employment, as
established under the authority of Executive Order 10925 of March 6,
1961, and the regulations of the President's Committee on Equal Em-
ployment Opportunity. It promulgates the policies and procedures
rvhich are to govern employment activities in the Regional Offices.

POUCY

It is the policy of the Housiug ancl I{ornc Finance Agency to assnle
that equal opportunity in employment, consistent with applicable law
and Federal employment regulations, shall be affordetl to all qualified
persons. No agency official shall discrirninate against any employee or
applicant for employment because of race, color, creed or national
origin. In addition, a positive program shall be pursued to broaden
employment opportunities for members of minority groups and to
utilize fully the skills and talents of all citizens.

CONTINUING REVIEW OF EMPTOYMENT POTICY

The Regional Administrator shall review employment policies and
practiees within his region to insure consistency with the spirit and
the letter of the ltrxecutive 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 re-
cruiting programs for positions at all levels of employment positive
efforts shall be made to recruit minority group candidates.

INIORMAT DISCUSSION AND SETTLEIIAENT

The presentation of grievances alleging discriminatory employment
practices, for the purpose of informal settlement, shall be actively en-
couraged to the end that the spirit of the Executive Order shall be
preserved by voluntary Agency action. Nothing in this regulation shall
be construed. to prohibit a supervisor, or the Deputy Employment Policy
Offrcer, before the filing of a cornplaint pursuant to the provisions
herein, from discussing grievances of this nature with an employee or
an applicant for employment. Ifor'vever, all such ernployees or appli-
cants for employment shall be aclvised of the existence of these formal
cornplaint procedures and irr no instance shall sueh an employee or
applicant for employment be diseouraged frotn pursuing such fornral
procedures.
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EMPI.OYMENT POlICY OFFICER

The Deputy Housing and llome Finance Administrator is the Em-
ployment Policy Officer for the Housing and Home Finance Agency,
and as sueh has been delegated full operating responsibility under the
supervision of the Administrator, for carrying out the employment
policies and. procedures expressed in the Executive Order, the regula-
tions of the President's Committee and the provisions herein.

The Employment Policy Of6cer advises the Administrator rvith re-
spect to the preparation of polieies, procedures, rules, regulations,
reports and other matters dealing rvith the exelusion and prohibition of
discrimination under the Executive Ordcr. IIe also appraises thc per-
sonnel operations of HHFA at regular intervals to assure continuing
eonformity to the poliey expressed in the Exeeutive Ortler and recom-
mencls to the Administrator such actiorl as may be required.

I'he Employment Policy Officer is rcsponsible for the processing of
all complaints of alleged discrimination in porsonnel matters 'r,vithin
IIHFA and makes recommendations 1,o appropriate administrativc
officials for such corrective measurcs as ltrl rnay dcern necessary.

Thc Employment Policy Officer consults with the Presidcnl;'s ()orn-
mittee or its staff eoncerning methods, tcehniques, policies, proeedures
and regulations for making cffcctive tJre nondiscrirninatory employment
policy and in seeking guidance and adviee with respect to proposcd
disposition or resolution of eomplaints.

Thc Employment Policy Offieer keeps a eomplete file on each eom-
plaint proeessed in HHFA.

DEPUIY EMPIOYMENT POI.ICY OFFICERS

Each Itegional Administrator ancl the I)ircctor, Northwest ()pera-
tions, has been designated as Deputy Employment Policy Offieer within
his respective jurisdietion.

WHO II/IAY FIIE A COMPI.AINT

-Any aggrieved employec or applicant for ernployment who believes
lre has been diseriminated against because of race, color, ereed or na-
tional origin, may file a written signed eomplaint. The complaint must
be filed, in quadruplicate, within 90 days from the date of the alleged
discrimination unless sueh time is extended by thc Employment Policy
Officer, a Deputy Employment Poliey Officer, or the Executive Yice
Chairman of the President's Committee, for goocl cause shon,rr. The
complaint may be submitted by an authorized representative of the
aggrieved individual. Eaeh complaint shall:

(1) Specify whether the alleged tliscrimination is based on race,
color, ereed or national origin.

(2) Disclose the specific aetion or personnel matter about rvhieh
eomplaint is matle.
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(3) Itlentify the position involved, its grade, and the unit or omce
in which ]ocated.

(4) Identify the official responsible for the action, if known.
(5) Give the date of the action.
(6) Contain all factual inforrnation rvhich the complainant may have

to support the allegation of discrimination.
(7) Set forth the relief to rvhich the conplainatrt feels he is entitletl.

COMPTAINT PROCEDURES

It is preferred that Form EEO-F-2, Compl,aint Form, be used to file
a complaint. Ilowever, a written complaint which is not on Form
EEO-F-2 is aceeptable if it eontains the appropriate information.

Complaints may be filed with tlre Deputy Employment Policy Officer,
the Employrnent I'oliey Offieer, or the Presidtrnt's Ciommittee.

Cornplaints filccl with tlre Employrnclrt 1'tilicy Officcr, or referred to
hirn by the Exeeutive Yiee Clrairmatt, may bc proeessetl by him but
ordinarily will be referred to the Regional Oflice or other unit in whieh
l,he eomplainant is ernployetl ot' socks crttploytttctrl, i'ol appt'oJrriillc
aetion.

Complaints filcd with the Prcsitlctrt's Crimmittce may, pursttatrt l,o
its regulation, be refemed to thc Employment Po'licy Officer for con-
sideration, or may be processed by the Executive Vice Chairman. Tho
latter may also assume jurisdiction of any case pentling before HHFA
rvhere he eonsiders it necessary or appropriate in order to achieve the
purposes set forth in the Executive Order.

A eopy of all complaints filed rvith HHFA shall forthu,ith be trans-
mitted to the Executive Viee Chairman by the offieer u,itJrn4rom it is
filed. Where complaints are filed witJr a Dcputy Employment Policy
Officer, he shall also forthwith transmit a copy of the complaint to the
Employment Policy Offieer. When the eomplainant is an employee of,
or seeks employment rvith, the Urban Renewal Branch or the Community
Faeilities Branch of the Regional Office, the Deputy Employment Policy
Officer shall also transmit a copy of the complaint to the appropriate
Deputy Commissioner of URA or CFr\.

An incomplete complaint shall bc returned to the complainant for
completion with a written notice of the speeific reasons for returning it.

ACTION BY IHE HHFA

Upon the receipt of a complaint which rneets the standards of this
procedure, the Deputy Employment Policy Officer processing the eom-
plaint, or someone designated by him, shall undertake immediately to
investigate the issues presented, and shall develop a complete case
record, including an adequate transeript or agreed summary of any
hearing.

Whenever necessary or appropriate for a full development of the
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case, the investigation shall include an appraisal of employment prac-
tices in the organizational segment or unit in which the alleged dis-
crimination occurred.

NEGOTIATION AND SETTTEMENT

After completion of the investigation, the Deputy Employment
Policy Offrcer processing the complaint shail make an effort to dispose
of the matter informally. All information developed by Agency inves-
tigation and pertinent to the complaint shall be made available to the
complainant in the form of a written statement except to the extent that
the Executive Vice Chairman determines that any investigative report
or portions thereof shall not be disclosed for reasons of national
security.

Jf a settlernent of the complaint is rregotiaterl by a Deputy Ernploy-
nrent Policy Officer he shall rvithin 10 days file a report with the Ern-
ploymerrt I?olicy Officcr containing the informatiorr requir'<,d it Rr:porl
lo tlte I'rcsidcnt's Contnt,ittec (this Section, page 7).

If the complainant is an enrployec of, or seeks ernployment u,ith, tlrr,
Ilrban Renewal Branch or the Community Facilities Branch of the R,e-
gional Ofifice, the Deputy Employment Policy Officer shall also transmit
a copy of the report to the appropriate Deputy Commissioner of IIRA
or CFA. The report of a successful negotiation shall contain the signecl
concuruence of the complainant.

If the informal negotiations do not result in a settlement, the com-
plainant shall be informed in writing of his right to a hearing. In
connection u,ith this notice he shall be supplied rvith a statement of
the reason for the Agency action in denying his complaint. ff the com-
plainant desires a hearing, he must submit a I'ritten request for sarne
l,ithin 10 days after receipt of the written notification of his right to
a hearing.

HEARING

A heariug shall be hekl at the rvritten request of the complaitraut in
rlny case not disposed of by informal means. Hearings shall also be held
where the Deputy Employment Policy Officer processing the complaint
believes that additional proceedings are necessary in order to clarify
the issues. The hearing shall be held by the Deputy Employment Policy
Officer processing the complaint or someone designated 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 adrrance of the clate
selected..

At such hearing, the HHFA shall procluce any witnesses uncler its
juriscliction, upon a sho'wing satisfactory to the hearing officer of rea-
sonable necessity therefor, and the rights of confrontation and of cross-
cxamination (insofar as may be necessary for a development of the
facts) shall be preserved. The Agency shall develop all facts to re-
solve the issues. Any requests for the attendance of necessary witnesses
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shall be made in rvriting 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 findings and recommended conclusions
upon the basis of the record before him.

DISMISSAI OF COMPTAINTS

Where a complainant fails to appear at a hearing without good cause
shown, or fails r,r,ithin 60 days to furnish requested information or to
otheru,ise pursue his complaint, or s.here the complainant requests a
s'ithdrau-al of his complaint in rvriting, the case may be closed, r,rith ap-
propriate rrritten notice to the complairrtrnt. A case may be processed
to cornpletiorl e\ren though a complainant has requestr:d rvithdrarval.
If a cornplaint is dismisscrl by a Deputy Employment Policy Offrcer, or
rvithclra'w,n by rvlitten request of tlre cornplainant, thc Doputy Ernploy-
nrent Policy Officer shall rvithin 10 days filc a report rvilJr tJre Employ-
nrerrt Policy Officer containing tlte infornratiort reqrrire<l it Rcports lo
thc Prttsitlutt's Contnti.llr:r: (tlris Section, page 7). If the conrplainant is
an ernployr:e of, or seeks cmployment rvith, the llrban Renewal Branch
or the Conrmunity Facilities Branch of the Regional Office, the Deputy
Dmployrnent Policy Officcr shall also transniit a copy of this rcport to
the appropriate Deputy Commissioner of IIRA or CFA.

FINDINGS AND RECOIITIITilENDAIIONS

fn all cases, except where a complaint has been settled by negotiation,
findings and. recommenclations shall be prepared by the Deputy Em-
ploymcnt Policy Officcr processing the eomplaint. Copies of such fincl-
ings arrrl rocomrncnclations shall be immediately forrvartled to the Em-
ltloynrort Policy Officrrr. If the complainant is an employt,e of, or seeks
employurent n,itlr, tlte Iirbarr Reuel'al l]r'attclt or tlrr' ('orrrrnrrrity ]-acili-
ties Rrarr<;h of the Regional Office, the Deputy Enrployment Policy
Officer slrall also transmit a copy of the findings and recommendations
to the appropriate Deputy Commissioner of URA or CIIA.

The Aclministrator or the Employment Policy Officer rnay refer a
case to the Executive Vice Chairman for study ancl recommenclations
prior to any decision. The findings and recommendations of the Ern-
ployrnent Policy- Officerrvill accompauy such referral.

FINAT DECISION AND NOTIFICAIION

The Eruployment Po)icy Officer rvill rnalitr tl-re fina,I tlecision in the
disposition of all cases r'lrere a settlement has not been negotiated pur-
stlant to provisious Lereirrbt'fore set forth, except in those instances in
rvhich he has conducted the investigation and made the findings and
recommendations, in u'ltich case the Administrator rvill make the final
clecision. Where the Arlministrator ot the Employment Policy Officer
has referred the case to the Executive \rice Chairman for review and
advisory opinion, such final clecision may be made only after receipt of
the recrommendations of the Executive \rice Chairman. Further, such
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final decisions will be reconsidered ryhenever reconsideration is recom-
mended or ordered by the Executive Vice Chairman.

The complainant rvill reeeive s'ritten notice of the fiual decision on
his complaint and will also be advised in such written notification of
his right to secure a review by the Executive Yice Chairman if the
decision is adverse in whole or in part.

Where the complainant is an employee of, or seeks employment with,
the Urban Renewal Branch or the Community Facilities Branch of the
Regional Office, a copy of the final decision will be furnished to the
appropriate Deputy Commissioner of URA or CFA.

PNOCESSING OF COMP1AINTS AND TIIAE TIMITATION

Within 30 days from the receipt by HHFA of a complaint, which
meets the standards of this procedure, or within such additional time
as may be allowcd by the Executive Vice Chairman for good cause
shown, the HIIFA rvill process the complaint and the Employment
Policy Officer will submit to the Executive Vice Chairman a report on
disposition of the complaint. Where a hearing is held the report on
rlisposition of the complaint will be submitted to the Executive \rice
(.lJrairman within 60 days after the receipt thereof.

REVIEW

Pursuant t<l 1,[rc Regu]ations of t,he Prcsitlent's Cornmittee on llt1ual
Itr rnployment ()pportunity :

( I ) The Executive Vice Clhairman will accept for review aIIy case
r:urrring within the purview of Part II, of Executive Order 10925, Non-
rliscrimination in Governrnent Employment, upon the written request
of the complainant made to the Employment Policy Officer. Such re-
quest must be made by the complainant within 30 days of the date of
the final decision by the Administrator or the Employment Policy
Officer, unless the Executive Vice Chairman shall rvaive such time
limitation upon goocl cause shown.

(2) The Executive Vice Chairman may also review any case reported
to him after final disposition by the HHFA and may remand the ease
to HHFA for reconsideration.

(3) In connection rvith his revierv, the Executive Vice Chairman
r)ray secure such additional information, hold such hearings, make such
findings and issue such recomrnendations and orders, as may be neces-
sary or appropriate.

PROCESSING OF COMP1AINTS BY EXECUTIVE VICE CHAIRMAN

The Executive Yice Chairman pursuant to the Committee's regula-
tions may process complaints ffled with him or over which he has
assumed jurisdiction. When the Executive Vice Chairman processes
complaints filer1 rvith him or over rvhich he assumes jurisdiction, he
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may conduct such investigations, hold such hearings, make such flnd-
ings, and issue such recommendations and orders as may be necessary
or appropriate.

RIGHI IO COUNSEI

Parties to any of the aforementionetl proceedings shall have the right
to be aceompanied, represented, and advised by counsel, or by any
other qualified representative.

REPORI TO THE PRESIDENT'S CO'IAM'ITEE

The Ernployment Policy Officer will submit to the Executive Vice
Chairman a report of the ffnal disposition of each eomplaint processed
by HHFA. The report will contain the following:

(1) A copy of the complete ease reeord, if requested by the Execu-
tive Yice Chairman.

(2) A summary of the complete case record, including:
(a) The name and adtlress of the complainant.
(b) The date on which the complaint was filed with or referred

to HHFA and, where the complaint was filed .with HHFA,
the name and title of the officer with whom it was ffled.

(c) A summary of the complaint indieating the specific type
or types of discrimination alleged.

(d) A summary of the results of any appraisal of employmerrt
practices and the signifiea,rrt farrts rlisclosed by tlre investi-
gation and any hearings.

(o) A statement describing tlisposition of the complaint. If the
complaint was withdrarvn, tlie reason for rvithdrawal should
be includetl.

(f ) The date of disposition of the complaint.

DISTRIBUTION OF FORI\As

A copy of. the HHFA Policies anil Procedurcs on Equal Emplogment
Opportu,nity shall be (a) distributed to each employee in the Regional
Office, and (b) included in Employee Information Kits for the orienta-
tion of new employees.

On all employee bulletin boarcls, including those usetl to announce
Fetleral Examinations and job opportunities in the Regional Offices,
shall be posted.: (a) a copy of the HEFA Policies and, Proced,ures on
Eqtcal, Employment Opportun,ity, and. (b) a copy of the poster an-
nouncing the HHFA Policies and, Procedures on Equal Employment
Opportunitg, including the names and addresses of the Executive Yice
Chairman of the President's Committee, the Employment Policy
Officer, and the Deputy Employment Policy Officer for the region (or
Northwest Operations, as the case may be). In offices geographically
separated from the Regional Oflice, the Regional Administrator, or the
l/3/62 pose 7
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Director, Northwest Operations, as the case may be, shall be shorvn as
the nearest Deputy Employment Policy Officer with rvhom a complaint
may be filed.

REQUISITIONING AND STOCKING OF FORIIAS

A supply of (a) Form EEO-F-2, Compla,ittt Form, (b) copies of the
HHf A Policias antl, Proced,ures on Equal Employment Opportunity,
and (c) the poster announcing the IIHPA Policies and, Proceilures on
Equal Employment Opportu,nity, shall be stocked in each Regional
Office, and furnished to its ffeld ofiices as well as to other OA offices
within the regional boundaries, including compliance, audit, and
VHMCP offices.

Supplies of (a), (b) and (c) above shall be requisitioned through
the usual aclministrative clrannels.

PENDING CASES

These procedures shall also
Orcler 10590, as amenderl, ancl

apply to cases pending under Executive
the regulations prorrul gated thereunder.
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Section 4

E'IIPIOYEE GRIEVANCES

The following policies and proeeclures for the consideration and ad-
justment of dissatisfactions and. differences arising in the working rela-
tionships between an employee and his supervisor, or between employees,
or from other causes of employee dissatisfaction, reflect the provisions
of Executive Order 10988 antl the Civil Service Commission's Stand-
ards; they shall be used in consideration and adjustment of grievances
of covered. employees (see COVERAGE, below) of the HHFA Regional
Offices (hereafter referred to as Agency).

DEFINI?IONS

Informal, Grieuance-The point at which a matter becomes an informal
grievanee occurs when an employee's feelings of dissatisfaction with
working conditions or relationships beyontl his eontrol are expressed,
on the employee's own initiative, to his supervisor, personnally and/or
by a representative of the employee's own ehoosing, orally and/or in
writing.
Pormal Grieuance-The point at which a matter becomes a formal griev-
ance oecurs when it:

1. Cannot be resolved informally at the level of the supervisor, and
2. Is not covered by other HHFA programs for reconsideration, and

3. Is presented in writing on the employee's own initiative, by him
or by a representative of the employee's own choosing, to a higher
administrative level for reconsideration.

COVERAGE

Employocr ond Orievoncor Covered

The provisions of this Section apply to all employees, and to all types
of grievances except in the circumstances described under Encl,usions.

Exclurions

The procedures in this Section are not to be used to review

1. Questions of policy.
2. Allegations of discrimination prohibited by the Agency policy on

Equal Employment Opportunity, (whieh shall be processed in
accordance with the procedures described in Section 2-1-3) ;
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3. Adverse actions-Discharge, separation for more than 30 days,
furlough without pay, and reductions in rank or compensetion
(see Section 2-1-72); for those actions which are taken at the elec-
tion of the Agency after a classification decision by the Ageucy or
the Civil Service Commission, see Section 2-2-3;

4. Decisions of the Civil Service Commission and actions taken pur-
suant to specifie instructions of the Civil Service Commission;

5. Position elassification appeals, see Seetion 2-2-3;

6. Termination of employment during probatiouary or trial period,
or termination of a temporary appointment;

7. Actions taken under Agency security procedures and Executive
Order 10450. (See Section 2-1,-2);

8. Reduction-in-forceactions;

9. Agency initiation of retirement for tlisability;
10. Performance ratings and actions resulting from unsatisfactory

ratings. (See Section 2-5-1) ; antt

11. Acceptable level of competence determination in connection with
normal within-grade salary increases. (See Section 2-4-5).

POUCY

The basic purpose in adjusting an employee's grievance on either an
informal or formal basis is to retain, restore, or improve his status as a
productive member of the work force. It is intended that grievances be
settled informally, promptly, fairly, and satisfactorily at the immediate
supervisor's level whenever possible and that in eaeh case efforts of
supervisors and. others concerned be direeted toward that objective.

Supervisors at all levels have a positive responsibility to identify and
take corrective aetion on situations and eonditions whieh may lead. to
discontent and dissatisfaction on the part of their subordinate em-
ployees, thus avoiding the need for an aggrieved employee to take the
initiative in sueh matters.

Au employee has the right to present questions and eomplaints to his
supervisor, and the supervisor has the obligation to act promptly upon
them, seeking the advice and assistance of others when necessary.

As described in sueeeeding paragraphs in this Section, if the imme-
diate supervisor is unable to settle an employee grievance informally,
the employee will be free to present his case-for consideration and ffnal
decision-to an official sufficiently high in the Agency organizatiou to
insure that the viewpoints and policies of top Agency management are
reflected in the decision (see Grieuance Beaiew Ofi,cer Designations,
below). At each decision level, the employee shall receive full, impartial
consideration.
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PROCEDURES

Gonrrol

lnitiotion by Employocr

Grievance actions, whether at the informal or formal level, must be
initiated by the employees themselves, either singly or jointly; they
may not be initiated by employee organizations. However, an employee
organization will be permitted to present a grievance on behalf of an
employeel or group of employees when requested to do so by the
employee.

Timing

Grievance actions may be initiated at any time. However, grievauce
actions that seek reconsideration of specific management decisions or
actions should be initiated as soon as practicable following such deci-
sions or actions.

Fncdom of Porliciponlr

Aggrieved employees, their representatives and witnesses, and the
Ageney's representatives and witnesses, will be free from restraint,
iaterference, eoercion, discrimination, and reprisal, in conneetion with
the presentation of grievances.

Employocs' Represcnlotiver; Witnesses

In connection with the presentation of a grievance, employees, either
individually or as a group, have the right to be accompanied, repre-
sented, and advised by one or more representatiyes of their own choice
(including, at the employees' request only, representatives of employee
organizations), and to call witnesses.l

Oftciol fimo

Except in the case of representatives and witnesses who are not em-
ployees, reasonable official time will be allowed to prepare and present
grievances by aggrieved employees, their representatives and witnesses,
and the Agency's representatives and witnesses.

Gcncrol Rcrpontibiliries of Supervisors ond Higher Aurhority

Eaeh supervisor or other higher authority to whom a grievance is
presented for consideration, and for adjustment or rendering of a deci-
sion otherwise, shall:

1. Fully and impartially consider all the facts of the grievance;

2. Take into consideration the employee's viewpoint, the viewpoints
l Throughout the remginder of this Section, reference to "employee" in the singular form

is iatonded to include more thEn one employee in cases where o grievance is initiateil jointly
by a group of employees; reference to "representative" or "witness" in the singular fom is
intended to pelmit the use of mors thsn one representatiye or more than one lyitness by the
€mploya€ and/or tho Agency.
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of others eoncerned, and the interest of the Ageney. (Such con-
sideration may include, as necessary, pertinent commulication
with any or all persons concerned, as well as with appropriate
higher authority or any other appropriate Ageney offieers) ;
Atljust the grievance or render a deeision otherwise as soon as
practicable. fn ease of an unavoidably extended delay in effecting
an adjustment or reaching a decision otherwise, he is expected to
periodically furnish information as to the estimated. date of eom-
pletion of his responsibilities in the matter to the employee and
to others concerned.

Consuhation wirh Regionol Director of Administrotion

At any point in the proeedure prior to the final decision on an em-
ployee's grievance, the employee or others concerned may diseuss the
grievance informally with the Regional Director of Administration in
an effort to arrive at a satisfaetory adjustment.

lnitiol Action (lnformol Grievonce level)

When an employee feels the need to make a grievance known to
higher authority, he is urged. to take up the matter initially, and infor-
mally, with his immediate supervisor.

The supervisor shall observe the instructions outliued under General
Responsibilities of Superuisors and, Higher Authority, and shall make
every effort to settle the matter iuformally.

Subsequent Action (Formol Grievonce level)

Grievonce Review Officer Designolions

When a grievance cannot be resolvecl at the supervisory level and a
further review is sought by the employee, he may submit his grievance,
in the manner described under Empl,ogee's Written Presentation,
directly to the appropriate grievance review officer designated below:

Grievanee Review
Officer:

Employees reporting ilirectly to the
Administrator, the Deputy Administrator,
or the Regional Administrator
Employees reporting d,irectly to
a Regional Director (or Regional Counsel)

Other Regional Office employees

Administrator

Regional Administrator

Appropriate Regional
Director (or Regional
Counsel)

Employee's Writlen Prosenlolion

The grievance must be submitted in writing, with copies to the Re-
gional Director of Administration (except when the Administrator is
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the grievance review offieer), and to the Director of Personnel. Each
written request for review of a grievance must contain :

1. The employee's name, grade, title, and duty station;
2. The name and address of the employee's representative, if any;
3. A clear, specific, detailed statement of the issue or cause of action

and the pertinent facts as they exist in the opinion of the em-
ployee;

4. Any evidence available in support of the grievance;

5. A clear statement of the remedial aetion or relief sought;

6. A statement of reasons why the employee believes that the remedial
action or relief sought should be granted ;

7. A summary of the disposition of the grievance at the informal
level; and

8. A statement as to whether the employee wishes to tahe advantage
of the opportunity to make a personal presentation to a hearing
officer to be selectetl by the employee from a panel of at least 3
employees designated by the grievance review officer on an ad, hoc
basis. nailure to request a personal presentotion before a hearing
officer will be cons,idered a waiuer of such personal presentation.
Personal presentations will be afford.ed except when impractical
by reason of unusual Iocation or other extraordinary circum-
stances.

Exclusivc Employee Orgonizotion Porlicipotion

In a unit in which an employee organization has been granted exclu-
sive recognition, that organization shall be promptly notified in writ-
ing of its right to have someone present at discussions between em-
ployees and management in the course of grievance proceedings that
have passed the stage of informal discussion, making clear that this
right to be present will not be permitted to impair the right of the
employee to handle his own grievance, in his own way, if he wishes,
and to choose his own representative. Such notification shall be the
responsibility of the Regional Director of Administration, except when
the Administrator is the grievanee review officer, in which case sueh
notiffcation shall be the responsibility of the Director of Personnel.

Included with the notification will be a eopy of the employee's written
request for review of his grievanee, as well as a copy of these procedures.
Copies of the notification shall be furnished the grievance review offrcer,
the employee, and the employee's and Agency's representatives, and the
Director of Personnel.

Selection of ileoring Oftcer

As soon as practieable after receipt of an employee's request for a
personal presentation in connection with his formal grievance, the
grievance review officer shall designate, on an ad, hoc basis, a panel of
6/8/55 Pogc 5
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at least 3 employees, each of whom would be qualified and available to
serve as hearing officer if selected as such by the employee requesting
the personal presentation. In order to assure a fair, objective review of
matters presented to a hearing officer in whose competence and objec-
tivity the employee ean have confidence, the ail hoc panel must not
include any person who has participated in the formulation of the deci-
sion or aetion on which the grievance is based, or who has previously
decided the case on an informal basis.

The grievanee review officer shall notify the employee in writing of
the designation of the ail hoc panel and of the employee's responsibility
to indicate his seleetion in a written reply to the grievance review
officer.

Copies of the notification of the designation of the ad, hoc panel,
and. of the employee's selection, shall be furnished by the grievance
review officer to the employee's and Agency's representatives, the B,e-
gional Director of Administration (exeept when the Administrator is
the grievance review offrcer), the Director of Personuel, the selected.
hearing officer, and-in the circumstances described under E*cl,usiue
Emplogee Organization Participatinn-to the employee organization
concerned.

The grievance review officer shall promptly furnish the hearing offieer
all available files and information that are pertinent to the case, includ-
ing the provisions of this Section.

Heoring Officer Responribilities

Generol

The hearing officer has responsibility for:
L. Making arrangements on a timely basis for the purpose of afrord-

ing the employee the opportunity to make a personal presentation
to him;

2. Conducting the personal presentation so as to bring out pertinent
facts including the production of pertineut recortls;

3. Recording the proceedings of the personal presentation; and

4. Preparation and submission to the grievance review officer and
others concerned, of a written report of his findings of faet.

The foregoing responsibilities are amplified as follows:

Arrongcmenlr for the Perronol Presenlstion

The hearing officer shall keep in touch with the employee, and the
employee's and Agency's representatives, and-in the circumstances de-
scribed under Erclusiue Employee Organization Participation-with
the employee organization concerned, regarding all phases of the presen-
tation, and assure that all parties are informed of arrangements and
developments with respect to the presentation.
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Prior to, and during the course of the conduct of the presentation,
the hearing officer may request, and as a result be furnished, appropriate
guidance and assistance by the employee and the employee's and.
Ageney's representatives in order to insure an effective presentation.

The hearing officer should set a reasonable period of time for the
selection of witnesses, conduct of the presentation, and completion and
submission of the record of the presentation and the report of the hear-
ing officer.

The presentation shall be held whenever practieable near the em-
ployee's locality of work, as determined by the hearing officer.

A conference preeeding the presentation should take plaee, during
which the employee, the employee's and Ageney's representatives, and
the hearing offieer should strive to reach agreement on the issues to be
raised. during the presentation, and the role of each prospective par-
ticipant should be clarified for the benefit of all concerned.

The employee, and the employee's and Agency's representatives, will
inform the hearing officer and each oth6r of the number and identify of
representatives expected to be present during the presentation.

Selection of Wihcsccs

fn considering requests for rvitnesses from the ernployee and the
employee's and. Agency's representatives, and in considering calling
any additional witnesses he may wish to hear, the hearing offieer shall
assure that witnesses include only those who have or are likely to have
a relevant bearing on part or all of the presentation; that all requests
are considered; and that witnesses are available prior to the start of the
presentation.

fnsofar as administratively praeticable and when requested by the
hearing officer after eonsideration of requests from the employee and
the employee's and Agency's representatives, employees of the Agency
will be made available to the hearing officer as witnesses. When the
Agency determines that it is impracticable to comply with the request
of the hearing offieer, the hearing officer shall promptly notify the
parties concerned to that effect, and the Agency's reasous for the decli-
nation will be included in the report of the hearing omcer. Depositions
by witnesses may be accepted by the hearing officer.

Employees of the Ageney made available as witnesses shall be eonsid-
ered to be in duty status during the period of their service at the
presentation.

Conduct of lhe Presentation

If the hearing officer determines that a verbatim transcript of the
hearing is necessary, he is responsible for making advance arrange-
ments for such facilities. In the absence of a verbatim transcript, the
hearing officer shall accurately summarize all relevant testimony given
at the presentation, obtain written concurrence in the summary by the
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parties concerned, and incorporate the summary in the record of the
presentation.

In general, personal presentations by employees to the hearing officer
should be as informal as practicable, within an atmosphere that encour-
ages all participants to express themselves freely and without a feeling
of being overwhelmed or intimidated.

In the event of the unexpected absence of persons scheduled to be
present at the presentation, or whenever in the opinion of the hearing
officer it appears appropriate, the hearing officer may recess, reconvene,
or terminate the presentation. Requests for stays in the presentation
will be granted. by the hearing officer only on presentation of good and
sufficient reasons for postponement of the presentation, or for recess
during the course of the presentation. Whenever a presentation is re-
convened, it will be eonsidered as part of the same presentation, unless
in the opinion of the hearing officer the presentation should be ean-
celled and a new presentation initiated.

Inasmuch as the employee requests the presentation, his presentation
or that of his representative shall precede the Ageney's presentation.

The presentation shall be conductecl so as to bring out pertinent facts,
ineluding the production of pertinent records.

The rules of evidence need not be followed, but evidence should be
pertinent to the issues.

There will be no requirement that documents be sworn in order to be
accepted as evitlence I however, the hearing officer should make a de-
termination that the documents are authentic and pertinent. In ease of
a d.isagreement with the hearing officer on the admissibility of evidence,
the dissenting participant or participants may submit views on the
matter for inclusion in the record of the presentation.

The employee or his representative and the Agency representative
each shall have the right to cross-examination.

While discussion "off-the-record" will be permitted at the d.iseretion
of the hearing officer, the official summary or transcript wiII indicate,
for clariffcation purposes, the nature of any ''off-the-record.' ' discussion.

'Witnesses shall be present in the presentation room only during their
testimony, unless the employee, the employee's and Agency's representa-
tives, and the hearing offieer agree to the presence of all or speeific wit-
nesses during periods in which they are not testifying. Representatives,
whether or not also serving as witnesses, are entitled to be present in
the presentation room during the entire course of the presentation.
Persons other than those referred to herein wiII not be admitted to the
presentation room unless the employee, the employee's and Ageney's
representatives, and the hearing officer agree to the admission of specific
persons or groups of persons.

AII participants, in presenting their testimony, shall be assured free-
dom from restraint, interference, coercion, discrimination, and reprisal.
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Rocord of the Prerenlolion

The hearing officer shall provide a written summary or transcript of
the presentation, including all pertinent documents submitted to him
for his consid.eration.

The summary or transcript shall be signed by the parties concerned,
with such exceptions as they submit in writing.

The hearing officer shall furnish copies of the summary or transcript,
including any exceptions, to the employee, the employee's and Agency's
representatives, the grievance review officer, and-in the eircumstances
describ ed under E r clu siu e E mpl o g e e O r g aniz at ion P ar t icip at io n -to the
employee organization concerned.

Repoil of rhe Heoring Officer

The hearing officer shall report in writing his findings of fact to the
grievance review offieer. The report shall be accompanied by a statement
supporting the hearing officer's reasons for includ.ing or not including
in his report testimony where the credibility of witnesses has been a
determining factor. Copies of the hearing officer's report shall be fur-
nished the employee, the employee's and Agency's representatives, and

-in the circumstances described under Erclusiue Emplogee Organiza-
tion P articipation-the employee organization concerned.

The hearing officer shall return, with his report to the grievance re-
view officer, all pertinent fiIes originally made available to him.

Grievonce Review Oficer Action

The grievance review officer shall observe the instructions outlined
under General Eesponsibilities of Superaisors and, Eigher Authoritg,
and shall consider the entire record, and secure such additional informa-
tion as he feels necessary, including, at his initiative, or in response to
requests, discussions with any or all parties concerned, in arriving at
his decision.

The decision of the grievance review officer shall be in writing and
addressed to the employee. Copies of the decision shall be furnished the
employee's and Agency's representatives, the Regional Director of Atl-
ministration (except when the Admiuistrator is the grievance review
officer), the Director of Personnel, and-in the circumstances described
under E a clus,ia e E mplog e e O r g anization P art icipation-the employee
organization concerned.

Employee Grievonce File

'When action on an employee's formal grievance has been com-
pleted, the grievance review officer shall forward all pertinent grievance
documents to the Regional Director of Administration, except when
the Administrator is the grievance review officer, in which case the
Director of Personnel shall be the recipient.

6/8/65 Poge 9



2-11 Employcr Grievoncrl

The recipient shall establish and maintain custody of a ffle which
shall include copies of :

1. The written complaint of the employee;

2. Reasons for not granting a presentation when one was requested
by the employee but not granted;

3. Reasons for impraeticality of availability of any Agency employees
to the hearing officer as witnesses;

4. Written summary or transcript of the presentation;
5. Report of the hearing officer;
6. Documentary evidence considered in resolving the grievance;

7. Employee's request or other evidence sufficient to warrant termi-
nation of the grievance prior to final decision ; and

8. The grievance review officer's decision.

SUBSEQUENI NESORI IO ADVISORY ARBTIRATION

An agreement with an employee organization that is recognized as the
exclusive representative in a unit may also provide for the advisory
arbitration of grievances subject to the requirements of Executive Order
10988 and Ageney policy. Resort to arbitration requires the consent of
both the employee and the employee organization eoneerned. Arbitra-
tion can extend only to the interpretation or application of the agree-
ment or Agency policy, and any recommendations resulting from such
arbitration must be advisory only, and subject to approval by the
Administrator.

The Director of Personnel, in representing the Agency in its relation-
ships with employee organizations, shall coordinate the Agency's re-
sponsibilities with respect to any advisory arbitration resulting from a
ffnal decision of a grievance review officer.
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Seclion 5

PERSONNET RECORDS IN THE REGIONAT OFFICES

Basic personnel records kept in the Regional Office will be as follows:

(l) Seruice Control -File consisting of Seruice Record, Card,s, SF.7,
and. Position Identification Strips, SF 7d, for employees ap-
pointed by the Regional Office combined with
Employee Recorcl -FIiJe, consisting of Position ld,entification Strip,
SF 7d, and Employee Recoril Card,, Optinal Form 4b, for em-
ployees appointed by Central Office.

(2) Position Description File, for aII positions.

(3) Ofr,cial Personnel Polder, for employees appointed by Regional
Office, or
Regional Emplogee File, for employees appointed by Central
Of6ce.

(4) Chronological File of Notifi,cation of Personnel Action for em-
ployees appointed by Regional Office.

(5) Applicant Supply File.

IHE SERVICE CONTROT FILE

The Service Control File and the Employee Record File should be
combined in one visible poeket type record. The record is made up of
the Position ld,entification Strip for each established position together
with the Employee Record, Card for employees in positions for which
the Central Of6ce retains appointing authority or the Seroice Record,
Card, for employees in positions for which the Region has been delegated
appointing authority.

Divider cards shall be used to identify established organizational
Ievels. I-.like organizaLion entities may be headed by cards of one color,
another a second color, etc.

The combined file should be used as a control for pending personnel
actions. Three by five cards or paper slips can be inserted in the appro-
priate visible fiIe pocket shou,ing the usual necessary control informa-
tion such as the Bequest f or Personnel Action, SF 52 control number,
employee or applicant name, nature of action, date forwardetl, etc. The
insert can be placed vertically in the proper Position ldentifi,cation Strip
for all actions not requiring the establishment of a new position or placed
horizontally so that it covers the position information part of the blank
Position ldentifi,cation Strip when a position is to be established.
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Poririon ldentificorion Strip

A Position ld,entifi,cation Strip, Standard Form 7d, shall be pre-
pared for each allocated position showing the position title, number,
service, and grade. Usual abbreviations should be used for position
titles to permit insertion in the space provided. ( See Exhibits A and B. )

The strips shall be fiIetl in the following manner:
(1) By organizational unit (branch or field station)
(2) Within each organization unit by:

(a) Classification service
(b) Grade-from highest to lowest.

The filing order of the Standard Forms 7d will, of course, determine
the order of filing the Employee Record Cards. Position ld,entification
Strips should be removed from the file and destroyed when positions
are canceled.

Blank Position ld,entification Strips may be used to indicate the
ceiling available for the establishment of positions. By using colored
strips, established positions for which there is no bud.get approval may
be distinguished from vacant budgeted established positions.

Service Record Cqrd

The Seroice Record, Card,, Standard Form 7, Exhibit A, is the card
file maintained by the Agency office having appointing authority. It
should be prepared initially on the typervriter from the SF 50, Notifica-
tion of Personnel Action, and other personnel documents. The card
must be kept current by pen-and-ink entries. Follow-up dates and
other non-permanent entries should be entered in pencil.

Employee Record Cqrd

The Employee Record Card, Optional Form 4b, Exhibit B, is intended
for use as a basis for initiating personnel actions, recording training and
qualifications, and noting commend.ation and many other personnel items
which make up the personnel job of the operating official. The Employee
Recoril Card, is maintained on aII employees for which the Central Office
retains appointing authority.

The card should be prepared initially in RegionaL Offices from SF 50
and data obtained at the time of entrance on duty. Subsequent entries
should be handwritten in ink from the employee's or payroll copy of
SF 50; Pagroll Change Slip, SF 1126; and Notices of Perforru,ance Bat-
ing,Form H-117. The card is filed by inserting it in the appropriate
P o sition I d, ent ificat ion S t r ip pocket.

Employee Racord, Card,s for transferred employees should be trans-
mitted to the other office. \Yhen an employee leaves the Agency, the
card may be destroyed.

POSIIION DESCRIPTION FITE

Two files of position descriptions should be maintained-an active file
and a file of caneeled job sheets.

The active position description file should contain:
(1) The signed, ribbon copies (Optional Forrn 8) of all job sheets

classified in the Regional Office.
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(2) The signed duplicates (Office Copies-Optional Form 8) of all
Regional Office job sheets classifietl in the Central Office.

(3) Such extra carbon copies of position descriptions as are main-
tained for use in processing personnel actions. The carbon
copies may be filed directly behind the original Optional Form 8.

The job sheets in the active file must be arranged by organization
units; and within each organizalion unit, by grade, from highest to
lowest.

When a position becomes obsolete beeause of organization, program,
or other change or is supersedetl by a new position, the position descrip-
tion should be withdrawn from the active file, and noted as to the month
and year in which it is withdrawn. One copy only of the Optional Form
8 should then be placed in the canceled position file.

The copies in the canceled file must be arranged by classifieation
series; and within each series by grade, from highest to lowest. The
canceled file may be disposed of in accorclanee with the established
procedures for the disposal of Federal personnel reeords.

The Division of Personnel should be notified of the eancellation of
each position at the time it is withdrawn from the active fiIe.

REGIONAI. E'IAPIOYEE FI1E

The Itegional Employee File is maintained on all employees in posi-
tions for which the Central Office retains appointing authority. Original
incoming correspondenee relating to a Regional employee and. copies of
any outgoing correspondence which is not addressed to the Central
Offiee, shall be forwarded promptly to the Central Offiee Division of
Personnel for inclusion in the employee's Official Personnel Folder.

Although the establishment of a duplicate Official Personnel Folder
is specifleally precluded by regulations and OA policy, it is uecessary
that a temporary folder for each B,egional employee be established.
There is, for instance, a definite need for a more detailed qualifieation
reeord than the Employee Record, Card, pro-tides, and there must be an
alphabetieally arranged filing system for keeping copies of memoran-
dums and other correspondenee affecting the employee.

The Regional Employee File should contain:
(1) A reasonably current Application for Enplogment, SF 57.
(2) Copies of eorrespondence relating to the employee.
This fiIe should not contain copies of documents and other materials

to be kept in the Offrcial Personnel Folder. No attempt should be made
to have this ffle reflect the employee's cunent status and thereby dupli-
cate the Employee Record File.

For new employees, a current SF 57 and copies of appointment cor-
respondence will constitute the initial file. Employees should be given
an opportunity to keep their SF 57's eurrent by submission of SF 58,
E rperi.ence and, Quali,fication Sheet.

The right side of the folder should be reserved. for the SF 57 and such
other qualifications information as individual training and education
records. The left side of the folder should contain all copies of corre-
spondence affecting the employee, filed chronologically.
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The Regional Employee File will be maiutained alphabetically, an{
shall be kipt in the- same area with the Official Personnel Folders of
employees iu positions for which the Region has approving authority.
ttre fotaer contents will be destroyed whenever the employee leaves the
Office of the Administrator.

OFFICIAI PERSONNET FOLDER

Locotion of Ofiiciql Penonnel Folder

An Official Personnel Folder for each employee of the Agency wiII be
maintained by the office responsible for journalizing personnel actions
affeeting him. Such offices are responsible for requesting folders of
employees transferred to positions for which they journalize personnel
actions, forwarding folders on proper request, and controlling all folders
in their custody.

Requesting Ofiiciol Personne! Folderr
-Whenever 

an agency hires a person who is serving or who has servecl
in the executive branch of the Federal Government, the employing
agency must request the Official Personnel Folder covering his prior
service in aecordance with instructions given in Chapter R-l of the
Federal Personnel Manual which are summarized below:

Appoint ees C urr entlg ? ederally E mploy ed,-Fold ers of appointees
curently employed in the Federal Government are requested by
sending the releasing agency a copy of the SF 50 recording the
action and indieating the efrective date. The SF 50 shoultl show
the bureau or office and the location in which the employee formerly
worked, and also indicate the exact address and designation of the
personnel office in the employing agency to which the folder should
be sent.
normer Fed,eral, Em,ployees-If a former Fecleral employee has been
separated one year or more, request the folder from the Federal
Reeords Center, St. Louis 3, Missouri, using SF 727, Bequest f or
Personnel Folder, in duplicate and sending both copies to the
B,ecords Center.
If a former Federal employee has been separated less than one year,
submit the request to the last employing agency, using the SF 50
as described above for currently employed persons.
Def ense Department Employees-Personnel folders of former De-
fense Department employees who have been separated less than 30
days should be requested from the appropriate employing agency.
Personnel folders of former Defense Department employees who
have been separated 30 days or more should be requested from the
Federal Records Center, St. I-:ouis, Missouri.
Constituent Agency Employees-The personnel folders of em-
ployees transferring from one ageney to another within the Hous-
ing and Ilome Finance Agency should be transferred by the same
procedures followed in dealing with outside agencies.

Consolidotion ond Stondordizotion of Contenls of Fotders

Folders which are transferred to and reeeived from other agencies,
folders which are transferred between organizations of this Agency, and
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new folders which are established shall be made to conform to Civil
Service requirements and provisions of this Section with respect to
type, content, and arrangement.

CONFIDENIIAI FIlE

Moteriot ro be filed in o Conftdenliol File

Papers which, in most cases, have no immed.iate relation to the em-
ployee's suitability for employment, work performanee or service record,
but which (a) contain substantiated information concerning personal
affairs of the employee of sufficient importance or gravity to wamant
retention antl (b) in the best interest of the employee should not be
available for inspection by anyone not officially concerned with their
content, shall be fiIed in a confidential file under the name of the em-
ployee to whom they pertain. Personal debt correspondence falls into
this category. Official action documents containing derogatory infor-
mation such as letters of charges must, however, be filed in the Official
Personnel tr'older.

l/lqinlenonce of Conftdenriql File

The confidential file of an employee shall be maintained at the same
location as his Official Personnel Folder, in an alphabetical name flle
separate and apart from his Official Personnel Folder. Confidential
files should be kept in locked cabinets.

DEIERIIAINING DISPOSIIION OF MAIERIAI

It is difficult to make any hard and fast rules for determining what
material should go into the Offieial Personnel Folder, what should go
into the confidential file, and what should not be filed at all. fn many
eases, it is more a matter of judgment on the part of the person making
the determination than anything else. When material, other than refer-
ence checks, contains information unfavorable to any employee, if it is
possible and seems feasible to do so, the information should be discussed
with the employee to give him an opportunity to put on record any state-
ment he wishes to make about it. Following is a partial list of various
kinds of personnel material which are received and the disposition which
should be made of them. Using this list and the criteria above as a
guide, the d.etermination of what disposition should be made of other
kinds of papers received in the personnel office should present no great
problem. The listing is meant only to indieate the disposition of the
material and there is no intention of indicating the administrative dis-
position of the matter. For purpose of elarifieation and ease of refer-
ence some of the reeords listed in the table in R-1 of the Federal Person-
nel Manual are included. in this list.

Moteriol Disposition

(1) All letters of reference and re- Temporary side-Official
sponses to inquiries.l Personnel Folder

(2) All records of personal contacts Temporary side-Official
with personal references and/or Personnel Folder
former employers.l

-" 

E,o"pt those that are part. ol o Civil Servlco Examination, which. must be fflett on the
Derrtanent side: note Blso that the "Ilotice of ffnal result of character investigation'r is listeal
in the table for filing on tho permanent side of the folder.
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Moteriql

(3) AII recorals of qualification and
character investigations.l

(4) Civil Service examination papers
(including application to which
attached, and conf.d.ential ques-
tionnaires.)

(5) All outside correspondence and
communications concerning the
employee 

-.enclorsemelts, 
criti-

cisms, inquiries, and replies.
Exeept

Correspondenee and. communica-
tions eoncerning the employee
which contain information of a
strictly personal nature as for
instance, the domestic affairs of
the employee-information which
has no bearing on the employee's
suitability for employment or
effect on his service record.

(6) Official letters of commendation

Pcrronncl Rcrirrde.in thc Rcgionol Oficu-

Dirposition

Temporary side-Offigial
Personnel Folder
Permanent sitl+-Official
Personnel Folder

Temporary side-Official
Personnel Folder

Confidential File, if deemed
of importance enough to be
kept at all-otherwise dispose
of

7
8
I

or reprimand. (All such letters
transferred from other agencies
will be eonsidered "official" and
filed in aecordance with page
R-1-36 of the Federal Personnel
Manual.)
Anonymous letters.
All personal debt correspondence.
All records of interviews contain-
ing information of a strictly per-
sonal nature coneerning the em-
ployee.

Permanent side-Official
Personnel Folder

(10) SF 52's or letters or memoran-
dums recommending and stating
reasons for disciplinary action,
suspension, or removal,

If officially approved by the ap-
pointing authority or someone
specifically designated to act for
him.

If not officially approved..
(11) SF 1126d, Payroll Change Slip

for action that has been effected
where iustructions require reten-
tion.

(12) A11 papers relating to grievances.

Do not file, dispose of
Confidential file
Dispose of as soon as they
have served their purpose

Permanent side-Official
Personnel Folder

Confidential File
Permanent side-Official
Personnel Folder

Confidential File

I Except those that sre part of a Civit Servico Exanination, which must be fflotl on the
perm&nent Bide; not€ also that the "Notice of flnal result of character investigation" ie list€d
itr the tabl€ for filing on the petmanent gide of the folder.
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liloteriol

(13) Deferment and draft correspond-
ence.

(14) Police records.
(15) I""retters transmitting official doeu-

ments.
(16) Other internal correspondence

about employees, sueh as wires
or letters stating EOD dates,
about leave, offers of positions,
setting of salary, eligibility for
periodie step increases, eligibility
for promotion, concurrence of
supervisor with proposed person-
nel a.ction, and discussion of
qualifications for a given posi-
tion.

2-t.5

Disposition

Temporary side-Official
Personnel Folder
Confidentie"l File
Dispose of ; no official value

Temporary side-Official
Personnel Folder

INSPECTION OF PERSONNE1 FII.ES

Officers who have custody of personnel folders are responsible for
taking sueh measures and issuing such instruetions as may be neces-
sary to insure their security and privacy, including the development
and maintenanee, where necessary, of lists of persons authorized to use
personnel folders on a charge-out basis.

lnrpaction of Oftciol Personnel Folders by Oftciolr

Official Personnel Folders may be made available on a eharge-out
basis to offieials of the Ageney who have responsibility for initiating or
approving personnel actions, or who have responsibility for preparation
or certiffeation of payrolls. Officials of the Civil Service Commission,
the General Accounting Offiee, the Federal Bureau of Investigation, or
other executive agencies who have neetl for information in an em-
ployee's Official Personnel Folder, may be permittetl to inspect the
folder in the office where it is loeatetl. An exeeption to this latter rule
may be made for IIIIFA constituents, to which employee files may, if
appropriate, be forwarded from the Regional Offiee.

The OA Divisions of Audit and Compliance shall also have access
to employees Official Personnel Folder whenever such access is directly
eonnected with and neeessarlr to an audit, investigation, or other di-
visional responsibility. 'Whenever a substantial number of ffles are
to be used, the ffle will be inspeetetl in the Office in which the ffles
are ]oeated.

lnspcction of Oficiol Personnel Foldars by Employces

Free and complete aecess to one's own personnel folder is not a mat-
ter of right. Ilou'ever, an employee may be permitted to inspect his
own folder if the person in charge of the personnel office or a higher
offieial determines that he has reasonable need for doing so.

He shall be permitted to inspeet his own folder only in the presenee
of a responsible tluly designated administrative offieer. Before any

ll/30/59 Poge 7



2-l-5 Personnel Recordr in rhe Regionol Offiocr

employee is givcn his folder to inspect, the person who witnesses the
iuspection will examine the folder and remove from it any papers, such
as pre-emplo;rment reference checks, secured with the understanding
that their contents rvould be considered confidential. No employee
shall be permitted to take any material out of his folder, but he may be
permitted to make copies of any papers he is shown.

lnspection of Confidentiol Files

In general, the person in charge of the personnel office or someone
specifically designated by him at a loeation where personnel files are
located, should be the only one rvho has access to confidential fiIes. Em-
ployees may not be permitted to see their eonfidential files. Officials of
other ageneies who are permitted to inspect them shall do so in the
office where they are located. fn those cases where the use of confi-
dential material is requirecl in the Agency, but outsitle of the immediate
offiee where the ffles are kept, delivery should be made by the person
who has charge of it or by an administrative superior. 'When this is
not practicable, the material may be sent to an appropriate offieial of
the Agency in a separate sealed envelope, with the notation that it may
not be forwarded to another person without prior clearance with the
person responsible for its permanent custotly. The envelope should
earry the instructions "to be openetl by addressee only."

Reque* for lnformotion on Employeer-Non-Federal lnquiries

Telephonc Requesls

The Ageney will not normally furnish telephonic information eon-
cerning an employee beyond eonfirming his employment and giving his
title. Salary information shall not be given on the telephone, except,
that in the case of credit check requests, eonfirmation of salary in-
formation that the employee has already given on his applieation for
eredit can be given.

When a telephone inquiry for atlditional information is requested,
the requester should be tokl the extent of the information that will be
furnished on the telephone and that a reply will be made to legitimate
requests for additional information if they are macle in writing.

Wriilen Rcquorts

The Regional Office will comply with written requests for information
beyond that normally furnishecl on a telephone request under the fol-
lowing conditions:

(1) The request must give a iegitimate reason for needing the in-
formation.

(2) The information requested. are matters of record. fnformation
will not be given coneerning a personnel aetion request which
has not yet had final administrative approval.

Generally a copy of the Regional reply will be furnished to the em-
ployee unless the inquiry also alleges malfeasance in offices, improper
employee conduct or indicates other tlerogatory information which
requires a seeurity investigation or other administrative action.
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REQUESTS FOR INFORIIIAIION ON FORMER E'IAPTOYEES

- 
Although requests for specific information concerning work history

of former employees whose fold.ers have been transferred are to be sent
to the office or agency to which the folder was transferred, supervisors
and others may answer requests for their personal evaluations of a for
mer employee's qualifications or performance of which they have per-
sonal knowledge. Unofficial folders or other records shall not be main-
tained for the purpose of anstvering such inquiries. The Federal
Records Center in St. Louis will make direct replies to inquiries re-
ceived by it from l'ederal agencies. HIIFA policy is to send to the
Center for reply all inquiries regarding former employees whose Official
Personnel Folders have been transferred to the Center. Ilowever, in-
quiries may be answered by the Agency if a significant reply can be
made easily from information on the inactive Service Record Card.

Inactive personnel folders in the custody of the Federal Records
Center may be requested by officials with delegated appointing author-
ity or the offices rvhieh process personnel actions for them. Upon em-
ployment of a former Federal employee the personnel office should
request his inactive records from the Records Center unless his employ-
ment history indicates employment so recent that his records would
still be in the custody of his last previous employing agency.

CHRONOTOGTCAT HIE

Instructions for maintaining the chronological file of Notifications
of Personnel Actions are included in Section 2-1-9.

IN,ANSFER OF PERSONNET FOLDERS

General instructions on procedures to be followed in transferring
personnel folders are outlined in Federal Personnel Manual Chapter
R-1. The following information, on records of employees appointed by
the Regional Office, supplements these instructions.

Tronsfers Belween Regiont or Between Regions ond Centrol Office

Official Personnel Folders of employees moved within the Agency
are not to be purged. Transfer both sides of the folder.

Promotions or Demotions Above or Below G5-12

The personnel folder of an employee transferred to the Central Office
or promoted from GS-12 to a higher grade must be forwarded to the
Central Office. In case of a promotion request to GS-13, the Official
Personnel tr'older must accompany the SF 52 to the Central Office for
clearance. Both the permanent and the temporary sides of the folder,
along with the SF 71or the employee, should be transferred.

The folder and SF 7 of any employee transferred from the Central
Offiee at GS-12 or below or of any field office employee reduced in grade
to GS-12 or below will be forwarded from the Central Offiee to the
appropriate Regional Office'

official Folders of Housing Interns, student Assistants and student
Trainees are maintained in the central office regardless of grade.

4/14/51 pogc 9



2.1-5 Personnel Recordr in the Rogionol Officcr

Tronsferr Oulride the Agency or to Conitituent Agency

Whenever another agency requests the folder of an HHFA employee
who is transferring, only the material filed on the permanent side of
the folder should be transferred. Enter on the Seraice Record, Card,,
SF 7, the name and location of the agency to which the folder is being
transferred and the d.ate of the transfer.

Seporotions Other Thsn Tronsfers

The personnel folder of any employee leaving the Federal service
should be held in the Regional Offtce for one year before sending it to
the Federal Record.s Center.

Notificqrion of Security Officer on Tronsfers ond Seporotions

Whenever an HHFA employee leaves the Agency for any reason, the
OA Security Officer must be notified. A form memorandum whieh
should be forwarded in duplicate, is used for this purpose. This form
should be reproduced locally (see Exhibit C).

Before the personnel folder of an employee may be transferred to
another Agency, a reply must be received from the Security Office indi-
cating that there is no investigation file or that the investigation file of
the employee has been forwarded to the Civil Service Commission. A
copy of this reply must be placed on the permanent side of the folder.

APPTICANI SUPPTY

In filling competitive positions for which there are no adequate civil
service registers of eligibles and. no qualified former employees on the
Reemployment Priority List, seleetions for temporary appointment
shall be mad.e, when authorized by the Civil Service Commission, from
the applicant supply maintained in the Regional Office in accordance
with Section 3 of Chapter X-1, FPM. Selections shall be made from the
applicant supply in accordance with the priorities prescribed. in Chap-
ter X-1, FPM.

Bosic Procedure ond Records

Recruiting List

ARacruiting List (Exhibit D), shall be established and kept current.
It shall contain titles of positions at all grade levels for which applicants
are being accepted and for which there are no adequate civil service
registers of eligibles. It shall not be limited to positions at grade levels
for which the Regional Administrator has appointing authority. The
list shall show both the opening date for acceptanee of applications for
each position and the closing date, which is the date a selection is made
for a particular position. Recruiting lists shall be maintained in a
binder during the period between Civil Service Commission inspections.
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Roting of Applicarions

An Application for Fed,eral Em,ploymenf, Standard Form 57, for a
position on the Recruiting List, shall be processed into the applieant
supply as follows:

(1) The applicant shall show on SF-5? the title of the position or
positions for whieh application is made.

(2) Each SF-57 shall be fiIed in an Applicant Folder, which shall be
fiIed alphabetically by name.

(3) The date of receipt of the application and the priority group of
the applicant shall be inserted in ink in the box stamped on
the upper right-hand corner of the Applicant Polder, (see Ex-
hibit E).

(4) A determination as to applicant's qualiffcations shall be made
within five working days of receipt of the SF-57, and the date
the determination is made shall be inserted in ink on the Appli-
cant Fold,er on the line marked "Coded."

(5) Applicant Coile Card, Form H-133 (Exhibit F) shall be com-
pleted for each application accepted for the applicant supply. If
the applicant is applying for more than one position, Form
H-133A shall be completed for each secondary qualiflcation.
Applicant Code Cards shall be filed by occupational area and
further subdivided by grade and priority group.

(6) If any qualification standards, other than those specified in Civil
Service Commission Handbook X-118, are used in determining
an applicant's qualifications, they shall be identified under " Re-
marks" on the reverse side of the Applicant Code Card,.

Selections from the Applicont Supply

When selections are made from the applicant supply, a Certificate
for Temporarg Appoi,ntm,ent, Form I{-833, (Exhibit G) shall be com-
pleted, in duplicate, showing the order in which the applicants were
considered. One copy of the certificate shall be filed in the official per-
sonnel folder of the applicant selected and the other copy shall be filed
with the Recruiting l-,list. The Applicant Cod,e Card, of the applicant
selected shall be d.estroyed.
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EXHIBIT B

f.a. crrrr, snnrrca cor{trlssros EMPLOYEE RECORD CARD

Sub6tetteuy continuoB creiltable Eerylca b€916 ?-22-5?
hobatloDary IPrlod begtE ?-22-5?
CovereA by FeCf.I

r! fiGtffi ilTtx6

ilaeige, PouI I€o (S!. )
30rsite Rep. (ced' ) $-229

PostTtoil tDEt{TtflcaTt0I sTRtP
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EXHIBIT C

2-t-5

OF"ICE MD.,IORANDUI'I

!O:

trROX:

SUB'EA:

I€ster P. CoDilo!, S€culty Ot?lcer

Dlrector, AdDlul3tratlve tlalag@lt, BegloD _
Sel)mtloo ot (DoE 

-)

lte elDlolEe rca obwe 9u sel,@ted lm the EousLDB aDal 8oa
FlBDce Agetrcy, o!

Rea6oo

DlEctor, AdalDl,stlatl,ve I'b$g4ut

ri**r**ir*ttr**I+i*r***rrlr**+tl*liilrtl

TO:

FXON!

SUBJBCT:

Dhector, AdEhtetrattve l.laEg@Dt, RegloD _

,rBter P. CoDaloo, Seculty offlcer

trorudllg of Iuve8tlgatloD ReIErts to Clyll Seryr.ce C@L38loB

In accortlaDce yLtl1 CtaDter l-2, Feilcral Per8ouel !.laeal, thc
follovlDg dl8lp8ltloD bs boe! Dade of the lDve6tlSattoa flle
lor the abovc red @ployea:

Dn
No lBvestlgatloD tlLe

lte laveett8atloq fl1e of tie @lloyec @al above
hs been toruileil to:

U. S. C1vlI SewLce C@loeloD
Inveatl8atloE D1vt81oB
llsbtDgtoD 25, D. C.

P1ea8c Dlace a copy ot thls rctlce h tbe @plolrcer! Offlclal
Persorcl, Foliler.

&rytty Olflcer

8/te/58
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EXHIBIT D

HOUSINC AND EOME FINANCE ACB{SI
OTFICE OF TBE AIMINISTBATON

RECRIIITINO IJSE

F0n

APPITCAIM SUPPLY FII,E

Posttlon Tttle
Serle6
and. Craae

OpeolEA
bte

Clo6irg
bte Rmarks

I nve 6t lgator

Audltor

Secretarl

Clty PlaBer

Engtneer

cs-r8u-12

G9-510-11

cS.318-l+

3/15/6

3/zr/e

311/6

L/L5/6 Jobs Jone8 seLecteil
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EXHIBIT F

APPLICAIIT C00€ ClRo mrcrry cn@: []r []u []rrr FU, (r{rl

G9l1@ SqSrrESS e

fa.. 6 Fi.. Eco..

EL.il[]
Utl

I leos
[ ]*,
f-lsro
i 1",,
llotz

[]

P.'rc!!.l ld!t!. f] zor rr.lS

!.13 cou.r. & r.ior. f] rero z.$

5. l5
s-t5

69900 rltx. E sflT.

Stdr. Cl.r. 6 ldt.

5,13

'Ei

E1

*r0 0a. 10x., cL. a oF.sRv.

[-lsos
I lE63

[ ],*
M3
[ ]rou o

I lroro

Prop. 6 Stoct Co!.

&m0 [$at0Eous occuPrTril
turor. & Ed. s.ri.. f] oro
u'h. Pl.uius [] oro

lt02 s.tr
ll3o tI.15
1t5l 5.ts
tt6o s.15
1165 5.13
ltTt !t5
It72 S.lS

tllo 3.13
tt20 s.13

,.15
7.15
5.9
2-'

s- t5

Co!.-hd. tu6ly.t
G.n. Er!c!..

'iPr. 6 1.....h9
i.otty lcq.6Di.F.

5.ts

2-l

ClvIt Elgr.

2.5
s.15
s. t5

l8t0 ?-ls
l81t 7.15

F500 trcl. MEt
e,. r""...cr, croi".[ ]sor
^ccr. L-lslo
ludr!o!. [ ]sror
Ac.oulrrle r.ch. ll"t
vou.h.! Ero. I lsro
rro.. Lv.6 kyr.rt []t.
Bude.r ^er!. [ ]sso

GS800 EiC[EtilrC

5-!5
7. !5

C.!. Cl- & ld!I!.

X@d*..nt &dll.t.
kn69.r.ot T.ch.lclo!
&oL, &d. Op.t.

[] sot
fl roz

I l3os
[] 3rz

ll tz
Il soil,.
[] ssr

1530

l53l
ls33

s-t5
t.9
1.6

20ol
zo20

2040

2090

7-t2
3.9
3.5
3.t2

l0r
110

ttt
tl3

5.ls
s. l5
5. l5
s.ts

[]sv l]w
I lEv Llrew

..dd-
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EXHIBII F (Poge 2)

Idr 8on-!r...ot b6tlo!-Xlrh. Soq a-(t...)
(Ci,rt asi.r4

,ob tt.r.r6c.

lcc?t6l. b6tlo!.:
[ ] roy,t.'. r" u.s.

f] r"oroeto" oory

f] ott. '..r'r.troo.

[] r- uer*a

[] ua r...
t] xrd rir@lrc

f ] rctr rot
t] so!t! Ecil

[] r.'o r..t
f ] urtr cotrcr

[] r.rt a.t

ffi.
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EXHIBIT G

wt
(16!)

HOUSINC AND HOIIE FINAME AGENCY
orPIcl ot Tlr rDrrrrsrtrlol

CERTIFICATIOII FOR TEIIPORTRY APPOIITTHEIIT

0ATt of cERttftclrE sa 12 rurBar

TllLE, StRtES, Ar0 6RlDa

sffi ffEIICIBE:

f] e rcrrrtc;

[] nrrrr ria
f] 

^Prllc.it 
Fll.r

[] Ghr &.!ci..
[] bDlor.. rrb.
f] Co!.tl!{!t &!!ct€.

rAiE OF ELIGIBLE

crvlL
SEiV ICE
sTAT!5

ACI I 0i
TAXEN 1

OAIE OF
SELECTIOT

NEHAiXS
lInrl.d. l..tttt..tior, .1... .prltc.Ll..

,.. d..i.iin. tro. ctt.. ol ,.t..ri.nt

(;mI

MII

GAtrP III

Jt{^ (rot r'.ll.bl.); D (Bclttld)r N fio! $l.cr.d)r s (sl.ct.d)

@B G MIFIqTId:
(jm ! - blili.d Ft.o!. .!tltl.d to lGDolrt Dr.ter.sc. rlo l.t . c@r..ll. ..rrl+co!uct.d dl.-

.bltltr o, l0 tst c.ra o, mra. (Xot .EDlicrDl. to. Drot [to!.I .il rcl.lrittc p.itio!. tu!
rr&r 6t ril rtorc.)

m II - All orhr qr.ltli.d Fr.o!..!till.a to lGFlll .!il ,lr+Dollt Dr€t.r.ro.
CmoP III - tll otkt qr.ltll.d .!rltc.!t..

lsSu€0 slGxlruia 0F stLtclt16 oFfrcrlL OAIE
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Seclion 6

PROCESSING PERSONNET ACTIONS

Personnel actions requested by Regional Offices require the approval
of the Administrator or his d.esignees in the Central Office. Before
approval is granted, such requests are reviewed. by the Personnel
Branch for conforrnance with Civil Service Commission regulations
and OA personnel policy. In atltlition, the Personnel Bianch is
responsible for seeing that all neeessary elearances have been obtainetl.

No commitments or fiaal ofers regarding employment or other per-
sonnel actions shall be made until notiee of approval has been received
from the Personnel Branch. 'Without this approval no employee shall
encourage any candidate to take any aetion on the assumption that he
has been offered or promised employment with the OA. It is
recognized that field ofucials are responsible for the seleetion of em-
ployees, and that this function involves interviews and other discus-
sions with candidates. All such diseussions, however, shall be eon-
ducted within the restrictions of this paragrap[.

INIITATING NEOUESIS FOR PERSONNEI ACflON

Perconnel aetion requests shall be submitted on Standard Form 52,
Reqwst for Personnel Actian. Actions involving details or trans-
fers of personnel which eut across Regional lines shall be initiatetl
by the Begion requesting the employee.

Standard tr'orm 52 shall be prepared in triplicate. The..original
and one copy shall be routed to the Personnel Branch through .the
Director, Division of Field Coordination. The remaining copy shall
be retained in the files of the originating ofrce until oficial aetion
has been taken. 'When a justffication memorantltim is necessary, the
originaL and. one copy witl accompany Standarcl X'orm 52 to the
Central Office.

Instructione for the initiation of personnel actions not covered
in this Section should be obtainetl on & case basis from the Personnel
Braneh. Incomplete or incorrectly preparetl Stantlartl Form 62's
may have to be returned to the initiating ofrce for correction before
processrng.

Tli,llNO Or SUBftrlSStONs

Requests for personnel aetions should be submitted as far in atl-
vance of the desired efrective date as possible in ortler that the Per-
sonnel Branch may have sufrcient time for clearances and processing.
It is particularly important that requests requiring the establishment
of, and recruitment for, new positions be submitted sufrciently in
advance of the desired effective date to allow for the alloeation of

nt{
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the position,
applieants.

lNsnuclrol{s }On mEpARtNC S|ANDARD FOnr s2

Nono

?rcrclng Poronml Actlolrr.

necessary clearances and consideration of all qualified

O
I

IShow full legal name. This should be the same name and initial
that appear on present perronnel records or will be used for such
records. If the future incumbent is unhown, pl,ace "Yacancy,, in
this item. In the case of a name change requeit,-show the uew name.

Drr. ot ! tt
Use nxmerals, for example; "l-27-12." If there is any reason

to question t-he date of birth shown on the application fom, documen-
tation should be submitted-

loquerr l{urD r
Number in eonsecutive order prefred by the region number. tr'or

example, the 73rd request from Region YI would be: YI-73. A new
nrrmber will be assigned each time an aetion ic requestrcd even though
tho pcitiou han been iavolved in a previous aetion. A separate
Standard Eorm 52 is, for instance, required every time a position
is ff[ed. A Stantlartt tr'orm 52 oice eancelled, may not & reac-
llvated under the original number. X'or vacancy actioirs, however, the
Standard tr'orm 52 will be returned to the Region after budget and
olassifieation appmvals iu order that the eandidate's name may be
addetl. when he is recrniteil, and the request returned to complete
proeecsing. If the request wss only to establish a position, of eourse,
the action is cotrsidered eompleted upon allocation (without budget
approval) and a new Standard Form 52 is necearary to ffll the positiou.

Drr rf -iqr*
Use numerals, for exa,uple "3-L-52."

Jlqtu!. o, Aolor bgs..f.d
Use separate spaees for the terrns to be used in requesting aotiong

which afrect persons (Part A) and positions (Part B). 'Where a re-
quested action would affect both, both boxes should be used. The
terms to be used are listed below.

Ac-.-af,.

This group of tems describes actions which irerease the number
of per'sons on the OA paymll. A complete and cument Applinatiort
for Federal, Employmanl, Standard Form 57, shall aocompany each
request for an aceession action. (See also "Documentation of Stand-
ard Form 52," below.)

Appointm,ent-Used for all aceession aetions exeept those described
immediately below.

Temporarg Limiteil Appointmant, N TE-Dags-An appointment
of limitecl time duration in order to accomplish a given task.

Pcgr 2 vtnll2
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granted
military

Equests rhould be accompanied by a memorardum of justifortion.

Beeraptaynent-An appoiutment basetl on the retu::a of an employee
who las certain prior. existing rights. Use for employment oI a
Oivil Serviee Commission annuitant; the return after military
servieo other than by military furlough, retum after transfer
to another agency granted with reemployment rights; or em-
ployureut of forner X'ederal employees on Reappointment Ee-
serre listc.

Pcaio.r Ctng-
Irorlrrfar-4, change of headquartem or pwt of ihf,y within the O.A.

Use only in eombination with other terrns, for example, promotion
and transfer, rtassignment and. transfer, or change to lower grade
and transfer. (Not to be confusetl with appointment by traasfer.)

Bwxigrrrrsat*A ehamge of position witlin the O.d not iorvolving
a ehange in grade.

Promotinn-A, change of position within the OA to anothon poeition
of a higher grede.

Gkonpe to Louer Grd,e-A" change of position within the OA to an-
other position of lower grade or lower minimum salary.

tt7 Chongr

L'eaae Without fu,y-A temporary non-pay status and absence from
duty. A Standard X'orm 52 and justification memorandum are
rcquired whenever LWOP is 22 working tlays or mone. C"rtral
Offiee epproval is not required for L'WOP which will total less
than 22 working days during the leave ycar.

?urltugh.Mil,i,tnr11-A non-pay status and absence from duty
upon the entranee of a permanent employee into the
cervic.

Betun, to Duty-A relu1n to duty and p?y .status from leave_ without
pay, srupension, furlough, military furlough, or other furlough.
(Submit for approval before the employee returns to tluty.) If
eurplof,ee has been separated do not use this term-

othr Acrionr

Datail-An assignment to duties and reeponsibilities differtnt from
those offieiall-v recorded in the em"ployeols position ileceription
or in a different organizational unit. Approval of details, inelud-
ing details pending transfer, lasting or scheduled for thirty
days or more must be requested on a Standard Form 52 supportetl
by a justification memorand.um.

Beitnbu,rsable or Nowreimbursable Lwn-A paid or unpaid tletail
of an.eurployee from another agency. The Standard Form 52
should be made out to show the name of the prnpored candi-
date, t,he rmploying &geney (in the "Xtrom" sitle of Itm 10)
antl a detailetl aeeount of the OA organization to whie,h he is to

Uilg ?.orr t
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be.'hssiirnett'' (Item 10 "To" side). The '-'Bernarksll;itert- will
always indicate whether or not travel will be involved. A memo-
a;;A;*.;aju.iffi."1i* showing the need for, and propbsed tlura-
tion of, the assignment must aecompany the request.' Another
mgmorandum is required to terminate a detail before the closing
date.

Form 52.

ofa A justification' (uirbcl giving
project.

'i 'irpororlonl

an estimate of the time requiied 'to complete the

A personnel action which results in the loss of an employee. Use
this term for all aetions of this type except those more speciflcally.de-
fined below.

Beparatiun, (Military Serai,ca)-A separation used when an employee
hol{ing a temporary or indefinite appointment leaves fof mililary
sennce.

Separation (Abonil,onment of Posttion)-A separation by an em-
ployee's quitting his post of duty or by his failure to report
for duty. Full details must be given in an attaehed memorandum.
This form of separation is not used if emplol,ee is removed lrith
a. statement of eharges.

:.

Separatian (Infficien^cy)-A separation for unsatisfactory iperform-

ancq of duties. Full tletails, giting ineidents, must bg giveu in au
attatheil memorandum. (.See also 2-5-1, "Performaice nating
Pian.")

Separation (Disahili,tll)-A separation of an employee whose rrental
or physieal eondition renders him incapable of performing his
duties and who is ineligible for tlisability retiremint or refuses

: .'to 
selebt sueh'rbtirement after being requested:to.do so by thb

, : dgcncy. A medieal eertifieate is required. (See "'Sick I-,eave,"' 2-7-4.)

Rem,oual-A separation on eharges of miseonduet or delinquency. The
Standard Form 52 must be aecompanied with a full and tletailed
statement of eharges. (The actual letter of charges will be pre-

':. pared by the Fbrsonnel Branch.) . ' l

Eesignati.on-A separation at the employee's request. The employee
should eomplete the "Resignation" item on the baek of the
Standard Form 52 or if a letter of resignation is submitted it
should aeeompany the Standard Form 52.

Pqn { ot'll7sl
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on official
action or otherwise. Show new name under

the name

memorandum from
acedmpany thb $tdntlaril
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Beifuci*m dn Force-A request to separate or furlough one or more
employees because of a need to reduce staff. If more than one em-
ployee is to be affeeted, the request should be made by memoran-
tlum giving: (1) the reason for the reduction; (2) the name of
the omployees affected; and (3) the position titles, numbers and.
grades. A Standard F orm 52 will be used when only one position
is afiected and will contain aII the information required above.
Reduction in force letters and offers of reassignment will be
prrpared in the Central Offiee.

fretirem.ent-A separation of an employee who will receive Civil
Serviee retirement benefits because of retirement for age, dis-
ability, or because of optional retirement.

Death-A separation as a result of death. Show time and date of
death as show:l on tleath certifieate under "I!,emarks" on the
Standard Form 52.

?orillon Actlom

Establislt-A request to set up a nely position eonsisting of duties and
rrcsponsibilities differing in some respects from existing alloeated
positions. This term should be used in connection with the terms,
appointment, reassignment, promotion, or change to lower grade,
unless it is not intended that the position be fflletl immediately.
Butlget elearance is not neeessar-v on requests to establish-but
not fill a position.

Vice-A rcquest to use an unencumbered position
rent and aceurati with- respeet to duties and
organizational loeation. :

Iilenticol, Additinnal (i,a.)-A request to establish a position which
i.s identical in duties and responsibilities to a current allocated
position within the same immetliate organization unit..

Suroeg-A request to review a position in conjunction with a eon-
eurrent elassificatiou review of all positions in an existing or-
ganization unit.

?rcpoccd Efrrcrtve Doro

. Use numerals, for examplel "\0-21-52."
CMI Srrvlcr Aufholry

For use of Personnel Branch except where blanket authority is
used for an appointment.

For lterns 8,9,70, 71, and, 12 fill i,n both "Xtr*o" dn.d, "To"
blocks if two OA positions are afected'; if on araess'ion actian m

. if inla ane OA positbn is intsolaed, use ffhe 
('To" bloch al,one; if

a separat'i.om action, use the " Fornt" blocle al,one.

Enter the official title as shown on Staqdard Form 75, Posi,tion
Descriptton for established positions. The .orgariization title may be

ll2l* ?ogr 5

which is fully cur-
responsibilities and



&orpn in pareuthesee. fhe OA posibton mttmher shdt be sltzutE.'*i'
pare*the*ai below the titl,e. For unestsblished pmitionrl entsr the
suggssted poition title.

toadc+ Grdr ord Sdrry

Enter serviee, classifieatim series and grade for all aetionc. Enter
the salary if a change is recomrtended.

. .t...
Orgonirotioml Dr:ignotionr

, - lq{icate !!e rgglon, braneh and, if appr.opriate, the, secti.o.g, it
whieh the position is locatetl.

Hrodquorlrrr ' :

, thow,the aetual srpervising field offiee loeatioa and !,'Poat,tf
Duty" if the position is locatsd away from its headquar*e6, .'l

Fcld or Drpcrrmontcl

Check fieltl. '::' )"'l:- '''

,rl4 ir-rt=rrr l-

lcmorkr

Explain any of tho other items needing further elarifcation.
Wherever the explanation is lengthy or complex, a repa,r&to but at-
teched memoraudurn is to be used. Always indieate the natute of
all other papers attached to Standard Form 52 in this spa@.

Roquttcd By

For signature of Regional Representative or' his designee.

For Addirionsl lnformotion Coll -

Optional use. l

nlqt 6r Approcd ly 
.

For signature of Direetor, Division of Fieltl Coordination.
.Do not fiI.l in ilents "Veterans Preferetuce" tltrouglt, "Clnat$tww'l

Rcrignotion

Inelude here a signed resignation statement
volved. unless a letter of resignation covering the
by this item is received and attached.

Scporotlon Dota ,,i :

Enter employee's forwarding address. This item may tre com-
pleted by person having separated or by the Adrninistrative Offioer.

DOCrrtEXIAflOit Of SrAt{D rD FOIXI 52

In addition to th€ doeumentation required in the foregoidg part
of this Seetion, som€ requests for personnel aeti<rn require speeial tloe-
nmentation before they can be approvefl.

Rcfcrcncc ond Rccord Chcckr

by the employee in-
infonnatioir rrqulretl

tclr 6 aiJtn

Rgqgarts for appointment cannot be processed rvithout ernplo)-
ment information about eandidates who have had prior goverrimerrt
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elpod.mce and either writteu rdfuB to refererce hquirhs or wlitten
repotc on veftal rtfenenec inquiries for aXl cmdidates:, The folhry-
ing OA. forms have, therefore, beeu prrvided for the purpose of ggth-
ering and submittiug the necessary data: l

(1) Fonn II-100, Iarterlhb Recoril;

(2) Form II-1O6, Telnplwrw Beferxnm Chachiaa Form;
(g) Form H-119, Appticant's flmgilogrunnt Beoord Che& Form;
(4) Forrn H-127, Wrttfun Ref erence Inquirg for Louter enil In

, ' au rererence ,;X#:il:YLJJ#T; rorrowing spoeinc
questiors:

(1) Do you have any reason to tloubt the canditlate's loyalty
to the United States? (For persons presently or prcviody

, oqployed by the Federal .Government, inforrnation regarding
formal loyalty elearanee rvill be included on the Fo:m trI-119.)

(2) Does the eandidate have personality or charaeter traits whieh
are eonsidered undesirable in a Government employee?

Ii[hen adverse referenee information has been reeeived and the
Regional Office is still interestetl in appointing a eandidate, a memo-
randum justifying the appointment must also be attrc.hed-

Vlhenever a candidate has prior Federal service, Form H-119 will
be used to r"eeord the requirred seryiee reeord information from his
last Federal employer. The information must come from o,fficial sourcos
and nod f,rorn the applicant or fmrn information furnilshed by him.

Whenever the candidate for appointment does not have Civil Service
eompetitive status, one of the following types af Civil Swict authoi,
ties is neeessary to appoint him. (See Employment, Part 2, Chapter 3.)

(1)-Special authority fol the partieular position to be.filleil, umrally
.granted b.y the apprnpriate Civil $eryice Region by an approved
Standard Form 39, Request for Certifwation. The forrn letter
should be attaehed to the Standard Form 52.

(2) For eaudidates who have been separated by reduction in force
for less than 90 days, the reduetion in foree letter constitutes an
authmity to appoint. The notiee should aceompany the SF-52.

(3) A blanket authority for a class and grade of position previously
issued b-v the apprnopriate Civil Service Region. If this au-
thority is used, the number and date of the Circular letter
must be citeil on the Standard Form 52 under "C.S. or other
Legal Authority. "

(4) A certiffcate of eligibles. The 'certiffcate with any necessary- doeumentation of failure to reply or declination must accompany
thc Standard Form 52.

$elr ?op 7
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If the request is for the appointment of a non status cantliilqte
under a speeiffc or general recruiting authority, the following state-

" I certify thnt this office has na apptbations fw empl'oynwnt
from qualifioil, caniliilntes ,in a higher emplognnent ord,er."

If this eertifeation eannot be rhade, submit the Standard Forms 57
of all competing candidates and a memorand.um of explanation to the
Personnel 

-Brnch in the Central Office.

Working Pcpon
'Whenever workirig paperc are required for under-age penons by

State or municipal law, stich papers shall aeeompany Standartl X'orm
52. The papers will be returned. to the Regional Office with the
Notifination of Personnel, Action, Standard Form 50.

Trod
Travel instruetions contained. in 4-2 of this Yolume require that a

f,'orm II-25, Trauel Oriler-Reqwst and, Auth,orizatiofl,, accompany
the Standard Form 52 whenever a transfer of official station is re-
quested.

A ju^stification memorandum is required unless the transfer is clearly
for the benefit of the Government. See Section 2-3-3 of this Yolume.

Rcduclion tn Fcrcr furlough
' Immetliately after an employee who is scheduled for reduction in
force furlough leaves aetive duty, submit a memorandum giving the
number of hours of his aceumulated annual leave and the exact date
and tirne of his last day in annual leave status. The Notifi,cation of
Personnel Actian, Standard Form 50, can not be eompleted until this
information is received.

DOCUilETTATTON oF ENTRAIEE ox. DUTY

Docum.ntr Aiwoyr Rrqulrcd
'When an employee enters on duty, regardless of the type or duration

of his appointment, the following docurlrents must b€, or have been,
comploted:

(l) Appointment Affiad,uifs, Standard X'orm 61,

. (2) Emptogee Withhotding Eremptiin Certificate, W-4,
(3) Statement of Prim Fed,eral and, Milt;tary Serub,e, Standard

Form 144, and
(4) Certifi,cote of Priaute anil, Financtal Interestg Form II-130.
'With the exeeption of the Form 'W-4, all the forms 61s to be for-

warded to the Ptrsonnel Branch in Washington; the Form E-130 in
a sealed envelope as provided for in Section 2-5-3 of this Yolume.
Before forwarding the Appointment Affiil,autifs, check to be ertain
that the name of the appointee in the body of the oath is the same
as his signaturc.

Po.p9 8 ilslst



Froctdne ?rrrontrl'Aolonr 2.1i.6:

The tax withholtling form, W-4, is forwarded torthe puyroll offioe'
whieh will pay the appointre.

Phyricol Exominotion

Any appointee who is required to have a physical examination (see

M1-4, "Federal Personnel Manual"), shall be furnished with the Car-
tifinate of Med,ir,al Erarnimti,om, Standard Form ?8. The first serven

items of .the Standard Form 78 shall be eompleted for the appointee and
the, Form should be plaeed in an ur-rsealed envelope addressed to the
Regional Administrative Offieer. When the Standard Form 78 has
been returnetl by the examining ph;,sician to the Regioual Ofrce it
shall be transmitted to the Personnel Braneh in the Centrql Office. If
the physieal examination reveals signiffeant defeets, a 'memoran-
dum recommending the action to be taken' shall aeeompany the
Standard Form 78. It is desirable that the Standard Form ?8 ,be

forwarded with the other appointment paperc. Ilowever, because
of delays often experienced in obtaining medical appointments, it may
be forwarded at a later date.

Sociol Srcudty

If the appointee rvill be eovered b;, the Social Security system rather
than the Civil Service Retirement system, the person responsible for
administerins the oath of offiee should request to see'the appointee's
Soeial Security Card and be eertain that the name and nurhber
on the eard and the Form W-4 agree exaetly. There must also be agree-
ment between the narne as given on the Soeial Seeurity Card and
that shown on the Standard Form 61. If it is desirable to ehange
the name on the Soeial Seeurity records, the appointee should be
requested to eomplete Empln.tyee's Request for Ch,ernqe in Records,
Form OAAN-7003 and return it to the nearest offiee of the Soeial Se-
eurit]' Administration. If the eard has been lost the nerv employee
should eomplete Application for Soctal Seawitgl Acaount Number,
Form SS-5. If Form SS-5 has not been already so stamped, type 'rNotify
Emlrloyer" in the right hand margin spaee marked "Do Not'Write in
this Spaee " before forwarding to the nearest offiee of the Soeial Seeurity
Administration.

VcilCcotion of V.taion. Slotus

If the appointee is a vetcran, an individual authorized to administer
the oath of office must eompare the data given by the appointee in
answer to question 37 of the Standard Form 57 eoncerning his mili-
ta,r}, *"*i*e rvith his discharge or other eertifieates. Sinee the
Standard Form 57 will have already been forwardetl to the Central
Offiee P.ersonnel Braneh. the eertifieation regarding this question
usually made on Standard X'orm 57 will be made in memorandum
form to be forwardetl with the Standard Form 61. The eertiffcate
should say "The information eontained in Question 37, John E. Doe's
Standard Form 57
eharge certifica,te on

has been verified bv comparison with the dis-
195-." If it is neeessary to

make correetions to the appointees answer to question 37, the wording
of the memorandum should be appropriately ehanged.

tlglsa PoUn t
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Regional Representatives are respofffble for securing th9 forms
requiietl to iniliate investigations under the personrrel security pro-
grim on applieants, appointees, and employees. (See Seetion 2-7'2
of this Yslume.)

SilAOIDARO s:C|,IIIY FONME

ttegional Offiees will be eoneerned with the following forrns which
oo'ver nationai ageney eheckS and written inquiries for employees e:rter-
ing non-oenshive pmitions and full field investigations for employeee
entering sensitive positions.

Standartl Form 85, Security lw;estigatinn Data for Non-Sonsitiue
Position

Standard X'orn 86, SecaritA Inuestigation Dato for Sensitiae
Position

Standard Form 87, Fingerprint Chart

Standard Form 57, Aytplicabion for Federal Ernplogrnent

tnvorllgollon loquircrncntr

tlor-terrilivr Podticnr

All accessions to non-sensitive'positions require the minimum inves-
tigation of a national a,gency eheek, including a eheek of the fingerprint
files df the FBI, written inquiries to appropriate local law enforcement
ageneies, former employers and supervisors, referenees and sehool and
eolloges attended by the individual exeept-

(1) Aecessions by transfer from another position in the Office of
the Administrator,

provitled
mlrumum

(3) Aecessions by the reappointment of former X'ederal employeeg
within one year of their last Federal employrnent, provided that
the individual eoncemed has alreatly hatl the minimum inves-
tigation required,,l.

fn eases when a national agency eheek is required., the Regional
Offee shall s€eure Standard Form 85, in quadruplicate, from the
employee. The original and 2 eopies of Sta.ndard Form 85, together
with Standard Form 87, an exact copy of the original Standa.rd Form
57 rpon whieh the appointment was made,2 and any telephonic or
written referenee eheeks, shall be forwarded. to the Regional Offioe
of the eivil Sen'iee Commission for the area immediately after the

-

r Clea,re,nce uniler Part Vf of Executive Ortlor No. 9835 or a preappointment
loyalty cleck does not meet the minimum investigation requiroment of ItO L0450.

'fi,tte original Btaatlartl Form is not ovailable, a current Etandartl Form 57
should be secureal froo the emplq)rcs for this purlose.

Pop,.lo af,iln

(2) Accsssions by transfer from another Federal agency,
that the individual eoneemed has already hail the
investigation required,l or
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reftrenm .eheeks subnitted lvith the propoced personuel..odioo have
bcmr rcturneal by the Personnel Braneh for'this purpos€: One copy
of Staudard Form 85 shall bo, forrrardeil to the Psrtonnel, Seeurfty
Officeq through the Director od Pelsornel.

The person to whom the irxestigation report is to be sr*mitktl
shaUbo indicated, uuder itep 18 of StandarclI',orm 85, as follows!

Per*onnel Security Officer
Offiee of the Administrator, EEFA
Normandy Building
1626 K Street, N.'W.
Washington 25, D. C.

Scnritirr Podtionr

All accessions to sensitive
;.

including reassignmerts to srdr
positions within the Office of the
approval of the Personnel Security Officer.
shall be suhnitteal througt the Diieetor
Directc of Pereonnel.

The Personnel Security Ofrcer, upon receipt .ot the iuvertigrtion
rc1rcrt, will make the necessary seeurity evaluation antl ffntling.. Wlen
the Personnel Security Officer makgs a favorable finding, he will so
atlrise the Director of Personnel by memorandum and will send, to hi.r4,
for the employee's official personnel folder, the Standard X'orm 57 sub-
mitted with the case and any reference ehec}s matle by the Ofice of
the,4"dministrator. Upon receipt of this Eorrq the duplicate Standard
X*orm 57 which had been submitted at the time of appointrirenj will.be
returned for the Regional employee file. An information copy. of the
Personnel Security Officer's memorandum will be furnished the Be-
gional Office.

require the prior
fm srch apirrdvdl
Coordination' and

'' Upon receipt':of a request for the approval of an ariiignment.,to a
sensitive'position, the Perionnel Seeurity Offieer will atlvise the Ee-
gional Office whether the assignment can be made immediately or
whether a full fieltl iavestig:ation is required. In some instanaes, even
though a full field investigation report is available, atlditional ffeld
invcstigation or a national apncy eheck may be needetl. In these e*ses,
the Regional Office will be given specific instructions.

If a full field investigation is required, the Regional Office shall
secune Standard Xbrm 86, in quadrupiieate, from the employee. The
original and 2 copies of Standard Form 86, together with Standard
X'orm 87, shall be forwarded promptly to the Regional Offiee of the
Civil Service Commission for the area. One copy of Standard tr'orm
86 shall be forwardetl to the Personnel Security Offieer.

The Pexonnel Seeurity Offieer, upon reeeipt of the investigation
report, will make the necessary seeurity evaluation and finding. 'When

the Personnel Security Offieer makes a favorable finding, he will so
advise the Director of Personnel and the Regional Representative by
memorandum

$slu t"' lt
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fn unusual cases, it may be in the interests of the service to assign
au individual to a position designated as sensitive prior to completion
of -a. full field investigation. In such cases, upon the joint reeom-
mendation of the Regional Representative, the Director, Divisiori of
Field Coordination, and the Director of Personnel, the Personnel Seeu-
rity Officer may recommend to the Administrator that such assignment
be authorized pending completion of a full field investigation.r When
it is known that the individual has not rr'ad at least a national agency
check, a national agency check shall be initiated simultaneously, follow-
ing the procedure outlined in the subsection entitletl "Non-Sensitive
Positions", above. In no case, however shall an individual be actually
assigned to a sensitive position until specffic approval for such assign-
ment is received from the Personnel Security Officer.

: Prr Diom, lntfmi$rnl, tomporory, or Sooronol Employocr

The Civil Serviee Commission has relieved the Office of the Arlminir-
trator of the requirrment of submitting forms to the Civil Serviee
Qommission for investigation in cases of appointments limited to thrqe
mohths or less in non-sensitive positions. When sueh an appointment
is ploposed the Regional Office-shall submit written reference checks,
inqluding specific statements as to the indivitlual's loyalty and suit-
ability for Federal employment to the Director of Personnel, who will
process the action through the Personnel Security Officer. (See Docu-
mentation of Standard tr'orm 52, above)

All other cases in which a waiver is proposed shall be handled.on a
case basis by the Personnel Security Offieer and thd Dircetor of
Personnel

1 lSrcudty lnv6tlgotiom .tn{c:

investigative files and for carrying out the procedures outlined in
F ederal Personnel Manual I-2-5 with respect to the establishment and
maintenanrie of the Civil Service Commission's security investigations
index.

.The Direetor of Personnel is responsible for advising the Personnel
Seeurity Officer of all separations so that investigative files held by the
Office of the Atlministrator ean be promptly forwartled to the Civil
Service Commission.

1 See Section 2-1-2, aubsection entitletl "Proceduret',

'?ooorR
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Section 9

NOTIFICATION OF PERSONNET ACTION

This Section supplements Federal Personnel Manual Chapter R1, on
the preparation of the personnel journal, and Standard Form 50, Notifu
cation of Personnel Action (July 1957 etlition). It should be used in
conneetion with Federal Personnel Manual Chapter Rl, and other in-
structions of the Civil Service Commission, such as Civil Service Re-
gional Circulars, for reporting personnel actions.

'When an employee is reassigned to a position having the same series,
grade, and title and located in the same organization unit as his former
position, it is not necessary to execute a Standard Form 50. Rather,
a memorandum may be written to inform the employee (see Exhibit
A). Copies of the memorandum shall be placed in the employee's
Official Personnel Folder and transmitted to the Division of Personnel
for noting on Central Office records.

NOTIFICATION OF PERSONNEL ACTION

The following instructions are given to assist in using the tables in
Chapter Rl, Federal Personnel Manual. These instructions are in
addition to those given in the Federal Personnel Manual, and not
instead of them; the exaet terminology as shown in the Federal Per-
sonnel Manual should always be used.

Item I Nams-Enter the last name first, in capital letters. Maiden
name may be entered instead of middle name. After the
name, enter Mr., Miss, or Mrs. One given name and initial
may be shown. If the employee has no mitltlle or maid.en
name, show NMN under Middle, if he has initials only,
show the initial(s), followed by " (No given name)."

2 Date of Birth-Use figures, such as L0-77-27.

3 Identification-See Preparation of Journal Sehedules, below.

5 Nature of Actiou-In stating limitation on temporary ap-
pointments, state as 7, 2, 3 months, ete., instead of 30, 60,
90 days, etc.

6 Effective Date-See Effective Date, below.

7 Civil Service or Other Legal Authority-Show as indicated
in the Chapter R1 tables. If necessary, use ftem 19, Re-
marks, for extension of authority entry.
"From" and "To" columns-fn journalizing changes, the
Agency will adopt the permission granted in Chapter R1
of the Federal Personnel Manual. If any of Items 8 through
11 are different, fill in the "From" column eompletely aud
fiII in the items that are difrerent in the " To " column. If
a1l of the items numbered. 8 through 11 are the same, eom-
plete the ttTo " column only.

Pcge I5/t8/59
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Item 8 Position Title and Number-The person responsible for
classification will check the titles on Standard Form 52 to
see that they agree with the official classification sheets.
The "customary or offfce" title may be atlded, but the first
title shown must be that shown on the official classification
document. The position number will also be shown.

Item 9 Series, Grade and Salary-Enter the schedule and series
and the grade of the position, for example, GS-201-11.
Enter the base salary on a per annum full-time basis, i.e.,
as " 6390.00 per annum. " If the employee is given a regu-
lar part-time appointment on a per annum basis, it is desir-
able to state also the amount he would receive in a year on
the part-time basis, after salary item, for the payroll record.
If employee is to be employed. only intermittently, state the
per diem rate and add " When Actually Employed.. " Where
salary is on a per diem basis, give the daily rate. Any
allowance for subsistence should. also be enteretl in this
column.

Item 70 Name and l-.location of Office by which Employed-(l) The
ffrst organization below the Region, with further break-
downs shown below as appropriate; branch, section, sub-
section, unit or sub-unit. Use only authorized organiza-
tion designations. (2) The location of the Regional Office
(city and State).

Item 11 Duty Station-Enter the city and State if the employee
works in a different city than that shown in Item 10.

Item 12 Apportioned Position-Do not use. This applies only to
Departmental service positions.

Item 73 Veterans Preferenee-Check the appropriate box to show
the type of preference established in accordance with Fed-
eral Personnel Manual.

Item 14 Tenure Group-Fill in for appointments, conversions, pro-
motions, changes to lower grade, reassignments, and. sepa-
rations. For example, insert ttlf " for an action under
which the employee will serve with career conditional tenure.
Subgroup should not be shown.

Item 15 Position Occupied is in the Competitive or Excepted Serv-
vice-Mark (X) the box before Competitive Service if the
position occupied by the employee is in the competitive serv-
vice. Mark (X) the box before Excepted Service if the
position occupied by the employee is outside the competi-
tive serviee.

Item 16 Appropriation-Do not use.

Item 17 PayroII Deductions-Required for appointment, conversion
and separation actions. Mark (X) the "CSR," box if de-
ductions are made for Retirement. Mark (X) the "FICA"
box if Social Security deductions are withheld. Mark (X)
tho "FEGLI" box, if deductions are withheld for Group
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I-.rife fnsurance. An entry should be made to show why
deductions are not withheld, for example, "-Waived," "Ex-
clud.ed. "

Item 18 Date of Appointment Affidavits-In accessions, the date of
the oath of offce shall be entered on all copies of the journal
prior to distribution.

Item 19 Remarks--Show one or more of the following, as applicable:
(1) Probationary period completed.
(2) It probation begins on the date of the action, mark

(X) Item 19a and enter the effective date of the action.
(3) If prior service is counted toward. probation, mark (X)

Item 19a ancl enter the date probation commenced.
(4) For Career-Conditional appointment (or conversion

to), mark (X) Item 19b and enter the date service
counting toward. career tenure began.

(5) For Career Appointment (or conversion to), mark (X)
Item 19b and enter the dates covering the period of
service that represents compliance with the service re-
quirement.
See the Federal Personnel Manual Chapter R1 and
Standard Remarks below for frequently used remarks
required.

Item 20 Employing Department or Agency-Type in "Housing
and Ifome Finance Agency, Region X. "

Item 21 Office Maintaining Official Personnel tr'older (if different
than Item 10 above).-Do not use.

Item 22

Item 23

Delsils

The Civil Service Commission requires that details for over 30 days
be reported. Standard Form 50 will be used to report aII details and
will be maintained as a permanent record in the Official Personnel
Folder. (See Details, Section 2-4-6.)

In journalizing details the nature of action will be shown as: Detail;
Ilxtension of Detail; or Termination of Detail.

When the detail is to a position of the same title, grade and series,
filI in the "From" column completely and fill in the items that are
different in the ((To" column.

When the detail is to a position with a different title, grade or series,
complete both columns but omit the salary of the higher grade on the
"To" side.

5/18/59 Page 3

Signature (or other authentication) and Title-The Manual
or facsimile signature and title of the offfcer designated. to
be responsible for correctness of journals, not necessarily
the appointing authority, shall be given in ltem 22. (See
Preparation of Journal Schetlules.)

Date-tr'ill in in all cases. This should be the same as the
date of the schedule on the faeing sheet. (See Preparation
of Journal Schedules.)
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"Il,emarks": You wiII retain your present grade, official tit1e, and
salary.

If the detail is to an understudy position which has been processed
in aecord.ance with promotion plan, show under ''Iiemarks' ' : Employee
selected for understudy position by promotion plan procedures.

EFFECIIVE DAIES

The basic rule in conneetion with effective dates is that a personnel
action may not be made effective retroactively, that is the effective date
of the action may not be earlier than the date of approval shown in
Item 23 of Standard Form 50. The date shown in Item 23 is the date
on which the appointing authority takes administrative action by sign-
ing of the journal cover sheet. The "effective date" of the action is
the date on which the employee actually or officially enters upon the
new assignment effeeted as a result of the administrative action taken
by the appointing authority. The rule against retroactive effective
dates is subject to the following exceptions:

(1) Longevity step increase actions;
(2) Separation actions;
(3) I-:eave without pay and military furlough actions;
(4) Return to duty and return from military furlough actions;
(5) Suspension actions-State the effective date so that the period

for which the suspension is made will be absolutely clear, for
example "l-12-57 for 1 day only"; "1-72-57 for indefinite pe-
riod."; "7-12-57 to 1-16-57 inclusive."

(6) Actions taken under special Civil Service Commission authori-
ties under which the Commission has authorized a retroactive

. change in the type of appointment, in lieu of or, supersede the
original appointment.

Efiective Dot6. of New Appointments

Original appointments and transfers from other agencies, as well as
intra-agency transfers involving change of official station, become effec-
tive upon entrance on duty of the individual. Since the date of en-
trance on duty is not usually known at the time of journal action, such
actions are journalized without an effective date. After the employee
enters on duty, the effective date and date of oath is stamped on all
copies of the journal.

In order to be certain that there is no break in service for new em-
ployees transferring to the Agency, it is necessary to ascertain the date
the losing agensy will drop the employee from the rolls. The employee
is then entered on duty the next day, even if it is a non-work day.

Seporotions

Transfers to other agencies are made effective at tt close of business "
on the last day before the employee enters on duty in the other agency.
Do not journalize until the entranee on duty date in the other agency
is definitely shown by a copy of the journal. Other separations, includ-
ing resignations, are usually made effective at the exact time when the
employee completes aetive dut.v. Example, "6-13-57-3:30 p.m." or
"6-13-57 c.o.b."
Poge 4 5/18/59



Notificotion of Personnel Action 2-t-9

The date of death on the journal may be based on the best evidence
available when the journal is prepared, which may be a death certifi-
cate, certificate of attending physician, letters from 2 relatives of the
deceased, newspaper clippings, or other evidence. If stated date of
death is not based on official documents, it will be necessary to obtain
official evidence before transmitting claim for final salary pa;,rnent.

STANDARD REIAARKS

Remarks are added to the journal when necessary to amplify or ex-
plain the other iuformation given in the Notification of Personnel
Action. The following frequently used remarks are taken largely from
the Federal Personnel Manual Chapter Rl charts:

(1) Appointments at salary above the base of the grade or promo-
tions to a grade_ previously hel4 should _show why employee _is
receiving more than the base of the grade or a step within the
grade from which promoted. "Previously employed. at GS-
(grade), (salary)."

(2) All promotion actions are made in accordance with a promotiou
plan, for example, " Promotion in accordance with Phn f, as
amended."
On all promotion actions made und.er specific exceptions: "Em-
ployee promoted to position or grade from which demoted by
Reduction in Force"; "Employee promoted to position or grade
from which demoted by position classification action"; "Em-
ployee promoted as a result of upgrading of position through
position classification action" I or "Promotion from understudl'
position. Employee selected for understudy position by pro-
motion plan procedures. "

(3) Name Changer "By court order"l t'Marriage"l or t'At request
of employee. "

(4) Change to lower grade: "This action is taken with the consent
of the employee and is in no way a refleetion on (his or her)
ability or performance. "

(5) Actions placing employees on regularly scheduled part-time
basis to work-hours per week.

AM to-PM
Tuesday-- "

Wednesday- "
,,
,,

,t

,,
,,
,,Fritlay-_-

,r_
,,

,,
,,

(6) Actions involving change of headquarters or duty station wherr
travel and transportation of household goods are involved. The
transfer of (employee) is in the interest of the Government and
not primarily for his convenience or benefit or at his request.
Reimbursement of his travel expenses on transfer, including
travel expenses for his immediate family, and transportation of
household goods and personal effects is authorized" in accordance
with the provisions of Public Law 600, approved August 2,1946,
as amended and Executive Order 9805, as amended.

S/tO/59 pagc 5
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IHE PREPARATION OF JOURNAL SCHEDUIES

Instead of the appointing officer signing the individual copies of the
Standard Form 50, Notifi,cation of Personnel Action, several completed
forms or journals can be placed behind a facing sheet (see Exhibit B)
and a number of actions can be approved at the same time by the sig-
nature on the facing sheet. A new schedule number is assigned for each
group of journals approved oIr the same day. The facing sheets should
be reproduced locally.

The date of the schedule and the Standard Form 50 tlate (Item 23)
must be the same and, as indicated above under Efrective Date, the
date of the journal will generally be prior to the effective date. Show
the schedule number followed by the journal number; for instance the
second journal of the first schedule in a day would be "1-2"; the
third journal, tt1-3," etc.

The employee charged with the journalization of personnel actions
should have a regularly seheduled time to distribute journals during
each workweek. The schedule should take into eonsideration the need
for having the approved. journal in the payroll operations. The distri-
bution given to each Standard Form 50 is as follows:

(1) Employee Copy-For aII actions, deliver to employee through
his supervisor.

(2) Payroll Copy-AII actions.
(3) Civil Service Commission Copy-See Page R1-7 of the Fed.eral

Personnel Manual for types of actions that require a Civil Serv-
ice Commission copy.

(4) Personnel Folder Copy-File in personnel folder.
(5) Chronological File Copy-See Standard Form 50 Chronological

File below.
(6) Extra Single Copy-Forrvard to OA Division of Personnel.

For types of actions not requiring a Civil Service Commission
copy, for'lvard the CSC copy instead of making an extra copy.

In addition to these copies, an extra single copy must be added for
aII accession actions in whieh the employee's Official Personnel Folder
is held by a Federal Agency other than the Federal Reeords Center.
(See Section 2-1-5, Personnel Records in the Regional Office.)

STANDARD FORM 50 CHRONO1OGICAT FI1E

The Chronological FiIe copies are filed behind their appropriate
schedule facing sheet, preferably in a pressboard file with Acco fasten-
ers. No less than one month journals nor more than one ealendar year
shall be fiIed in one folder.
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EXHIBIT A

Ofin Memorandana UNITED STATES GOVERNMENT

ro (Supewtsor) oAtB:

lloM DlrcctorrAdEldstBtive!,laDa8@at,

sulrffi: tmslttal of ry)loyeerE Copy of Po6lt1oa Descrlptloa tro. _

Attacheal i6 the &ployee's copy of the oevly a:locatetl posttloo
of (Ttt1e, 6er1e6 a[d graile)
fot

I elIL eppreclate lt lf you slIL glve the eEploN.ee tb,l6 Job Bbeet
anll oelaiu that he vlIL rct recelve B Stsadaral For:l! ,0 slEe o[e
la oot requlreil to be prcce8Eed oo posltloos vhlcb lavolve m
chalge 10 tltle, gBde, serles or orgul.atloD.

AttacXoent
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EXHIBIT B

EorEtI, Aro EtG IllArcE roEcr

8Et0r x
St. Lfl!., lll.aotl,t

scb.d!& l} I
ADru r8, 8ttr

Tbe IErIoDBI rctlou llste0 oo tb! attlcbeil 3Drats, IESat

I tlqolgE]. luLslv.,
aF hlraby aDDrovrll.

8ec@oilecs lDlFovrd:

RaI6AT7ifiIEi;EEF--

3/18/59



Administrotive Proctice Hondbook-Field Scrvice

Port 2. Personnel Administrstion
Chopter l. Genero!

Section I O

E'iAPI.OYEE COIIAPENSATION FOR ON.THE-JOB INJURIES

The Federal Employees' Compensation Act, provides for medical
care and compensation for employees who suffer injuries or death in
the performance of their duties.

This Section describes the procedures for securing medical treatment
and reporting injuries. The rules and regulations and other published
materials of the Bureau of Employees' Compensation provide addi-
tional information.

The existence of benefits under this Act does not relieve employees
and supervisors of taking reasonable precautions to prevent accid.ents.
No benefit may be paid if an injury or death is caused by willful mis-
conduct of the employee or intention to bring about the injury or death
of himself or another, or if intoxication of the injured employee is the.
proximate cause of the injury or death.

ARRANGING FOR IREAIiAENT FOR INJURIES

Responsibiliry of Supervisors

In case of injury while on the job, the employee's immediate super-
visor is responsible for provid.ing for medical or first aid treatment.
Two rules must be observed to assure the employee of full benefits under
the Act:

(1) If the injured employee is in need. of first aid or medical treat-
ment he must be referred. to a Government medical facility or to
a designated physician,l or, where neither is available, to a duly
qualified private physician in the locality.

(2) Form CA-16 or CA-17, Request for Treatment, must be used. to
secure treatment at a Government medical facility or from a
designated physician. A brief memorandum, addressed to a
private physician and signed by the employee's superior, is suffi-
cient to request treatment when a designated facility is not avail-
able. The memorandum should request that the biII be sent to
the fieltl office of the Bureau of Employment Compensation (see
Exhibit A).

2.1-t0

1 The Atlministrative Branch, shall, as occasion requires, distribute current lists of Unitetl
States hospitals atrd outpatient clinics oDd designated physicians in the Region, to tr'iold Offices
antl employees whose duties require them to travel, including employees of the Audit Division,
Compliance Division, and Yoluntary I{ome Mortgage Credit Program.

4/14/5t Poge I
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'Within 
48 hours after the accid.ent the supervisor shall also:

(1) Complete Form CA-2, Offfcial Supervisor's Report of Injury, in
duplicate, and see that Form CA-1, Notice of Injury, is com-
pleted by the injured employee or someone for him. These forms
shall be eompleted even in case of minor injury where no medical
treatment is necessary. Failure to do so may result in denial of
the employee's claim if the injury requires subsequent treatment.

(2) Report the injury to the Director, Administrative Branch.
In each case, the above forms shall be completed in duplicate, and,

with the exception of the original copy of CA-16 and CA-17, all copies
shall be sent to the Director, Administrative Branch for forwarding to
the fieltl office of the Bureau of Employees Compensation (see Ex-
hibit A). A carbon copy of each form ancl memorandum shall be filetl
in the employee's personnel folder.

Employees lniured ln Officiql Trqvel Stotus Awoy From Duty Post

When an employee is injured while he is in official travel status away
from his headquarters, he shall:

(1) Obtain first aid or initial medical attention from a United States
Medical Officer or designated physician or, if neither is immedi-
ately available, from a duly qualified private physician.

(2) Secure the names and statements of witnesses, if possible.

(3) Contact his supervisor as soon as possible for appropriate au-
thorization for medical treatment. The employee may not sign
an authorization for his own treatment.

Employees Who Refuse Medicol Attention

If an injured employee does not avail himself of needed. medical
attention, the supervisor shall notify the Director, Ad.ministrative
Branch, who shall immediately advise the employee, in writing, of the
possibility of loss of compensation benefits if subsequent complieations
develop from the injury.

COIIAPENSAIION

Compensation pa;'ments based on the employee's salary are made for
partial or total disability when accidents oecuring at work result in a
Ioss of pay. In case of total disability, these payments are at the rate
of 66$ percent of the employee's salary or wage loss if he has no de-
pendents; or at the rate of 75 percent if he has one or more dependents.

Whenever loss of salary is involved, the employee's supervisor shall
insure the completion of Form CA-4, Claim' for Compensation on
Account of Injury, in duplicate, and shall forward it to the Director,
Administrative Branch.

Pose 2 4/14/61
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USE OF ]EAVE BY EIIAPTOYEES IN TNJURY CAIES

If the injured employee's tlisability does not extend beyond the day
on which the injury was received, no charge against leave shall be made.
Any absence thereafter which results from the injury may at the discre-
tion of the employee be charged to (1) sick or annual leave, in lieu of
eompensation, or (2) leave without pay in order to claim compensation.
Before making a decision, the ernployee should, be fully informed as to
the disadvantages or advantages of each course of action. Extended
leave without pay, in excess of 22 working days, shall be granted. in
accord.ance with procedures in Section 2-7-6.

INJURIES CAUSED BY THIRD PARTY

The Bureau of Employees'Compensation shall be informed. promptly
of accidents involving third parties in ord.er that proper action may be
taken. It is usually sufficient if this notification is sent to the Bureau
along with Form CA-2.

Special attorneys represent the Bureau and beneficiaries throughout
the United States in the prosecution and settlement of the third party
claims to whom attorneys, employees and other beneficiaries are referred
whenever injury or death occurs urder circumstances involving a third
party.

Employees and other beneficiaries and witnesses should refrain from
giving statements or in any way discussing claims against third parties,
particularly with the third party concerned, their representatives, or
their insurance carriers, unless advised by the Bureau. They should
refuse all offers of settlement and refrain from aecepting any money
whatever from the responsible third parties unless ad.vised by the
Bureau of Employees' Compensation or by Federal counsel.

The Bureau may require, i:0. cases of third party injuries, that the
employee assign to the Government his right of action against such per-
son, or to prosecute action against the third party. If damages are
recovered in excess of beneffts paitl by the Bureau of Employees' Com-
pensation, the excess is retained. by the employee.

4/14/61 Pcge 3
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EXHIBIT A

BUREAU OF ENAPTOYEES' COMPENSATION DISTRICT OFFICES

2.t-to

1. Department of I-,abor
Bureau of Employees' Compensation Office
321 W. 44th Street
New York 36, New York

Nerv York
New Jersey

2. Department of Labor
Bureau of Employees' Compensation Of6ce
18 Oliver Street
First Floor
Boston 10, Massachusetts

Connecticut
Maine
Rhode Island

Pennsylvania
Delaware

Massachusetts
New Hampshire
Vermont

3. Department of l-.labor
Bureau of Employees' Compensation Office
Fitlelity Federal Savings and l-,loan Association Building
411 'West Adams Street
Jacksonville 2, Florida

Florida
Georgia
South Carolina

4. Department of Labor
Bureau of Employees' Compensation Office
114 North Rocheblave Street
New Orleans 19, Louisiana

Alabama Mississippi
Arkansas Texas
I-,louisiana

5. Department of Labor
Bureau of Employees' Compensation Office
33 Public Square
Public Square Building
Cleveland 13, Ohio

Indiana Ohio
Kentucky Tennessee
Michigan West Virginia

7/2/52 Poge I
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6. Department of Labor
Bureau of Employees' Compensation Office
14 East Jackson Boulevard
Chicago 4, Illinois

Illinois
Iowa
Kansas
Minnesota
Wisconsin

7. Department of Labor
Bureau of Employees' Compensation Office
630 Sansome Street
San Francisco 11, California

California
Utah
Arizona

8. Department of Labor
Bureau of Employees' Compensation Office
Smith Tower Building, Room 2008
506 Second Avenue
Seattle 4, Washington

Alaska
Idaho
Montana

Employec Compensotion for On-fhe-Job lniuricr

Missouri
Nebraska
North Dakota
South Dakota
Oklahoma

Colorad.o
Nevada

Oregon
Washington
Wyoming

Reports from offices in states not listed are sent to: Bureau of Em-
ployees' Compensation, U.S. Department of I-labor, 'Washington, D.C.

Poge 2 7/2/52
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Section I I

EMPTOYEE.MANAGEIIAENT COOPERATION

This Section proyides proeedures and guidelines to be followed in
carrying out the HHFA employee-management cooperation policy es-
tablished July 1, 1962, and subsequently published in Volume II, Section
3-2-8. These procedures and guidelines supplement the HHFA policy,
and shall govern management representatives, employees, and employee
organizations representing or seeking to represent EHFA employees.

CONFI.ICIS OF INTEREST

The duties of certain categories of employees are incompatible with
holding office in, or representing, an employee organization. These cate-
gories are specified in the HHFA policy in Volume II, Section 3-2-8. In
addition, there may be instances when it will be necessary for manage-
ment to notify specific individual employees not included in the re-
stricted categories that, in view of their particular official assignments,
their participation in the leadership of an employee organization would
conflict with their responsibilities to the Agency.

Similarly, employees in the restricted categories who believe that in
their particular assignments no conflict of interest would exist if they
were to participate in the management of or act as a representative of
an employee organization, may request, through supervisory channels, a
decision on their individual cases.

RECOGNTTION OF EfiIPLOYEE ORGANIZAIIONS

The HHFA policy provides that, upon meeting the requirements
of Executive Order 10988, employee organizations requesting reeogni-
tion shall be accorded informal, formal, or exclusive recognition, as
appropriate.

Coordination with Centrol Ofiice

When an employee organization requests recognition from the Re-
gional Offfce, the Regional Administrator 1 shall keep the Division of
Personnel informed through written summaries of developments.

The employee-management cooperation program places emphasis on
d.iseussion, cousultation, and negotiation, as appropriate, at the local
Ievel, and sueh relations between the Regional Office and a reeognized

I As used heleaft€r in this Section, the term "Regional Administrstor" includes his ilesigreos,

5/8/64 Poge I
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employee organization, with respect to local policy matters is encour-
aged.. Ilowever, activity involving development or modification of poli-
cies, regulations, or procedures which would immediateiy or potentially
require or otherwise merit consideration at the natioual level shall be
brought to the attention of the Division of Personnel, and shall includ.e,
as necessary, participation, advice, and,/or final determination by ap-
propriate Central Office officials. In this connection, it is especially im-
portant that developments rvith respect to the foilowing matters be
brought to the attention of the Division of Personnel for consideration
and determination as to appropriate action by the Administrator.l

(1) Information that an employee organization requesting or ac-
corded. recognition by the Agency is allegedly or actually so
subject to corrupt influences or influences opposed. to basic
democratic principles that recognition would be inconsistent with
the objectives of Executive Order 10988;

(2) Alleged or actual non-compliance with the Standards of Conduct
for Employee Organizations on the part of an employee organiza-
tion requesting or accorded. recoguition by the Agency;

(3) Complaints of violations of those prohibited agency management
or employee organization practices described in Section 3.2 of the
Code of Fair Labor Practices which (a) involve an immediate
or potential strike, work stoppage, slowdown, or related picketing
engaged in as a substitute for auy such strike, work stoppage, or
slowdown agaiust the Government of the United States; or (b)
have not been informally atljusted and as a result entail the
services of a hearing officer or panel of such officers; or (c) merit
consideration for uniform Agency-wide disposition and,/or
Agency-wide interest;

(4) Immediate or potential need for employment of an arbitrator,
or approval of an arbitrator's advisory decision or recommend.a-
tion pursuant to Sections 8(b) and 11 of Executive Order 10988;

(5) Bequests by employee organizations for recognition at the
national level;

(6) Development of any basic or initial agreement rvith an employee
organization as the exclusive representative of employees in a
unit; and

(7) Cause for actual or potential inapplicability of any section of
Xlxecutive Order 10988 (except Section 14) pursuant to Section
16 of the Order.

Aurhority to Deql with Employee Orgonizotionr

The Administrative Division shall, with afffrmative willingness, cany
out the management responsibilities of the Regional Atlministrator in
regard to relationships with employee organizations, including respoud-
ing to requests for recognition, the according of such recognition, and
consultation and negotiation, as appropriate.

l As useal hsr€ofte! in this Sectiou, the term "Atlministretor" incluiles his ilesigaees.
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Rcquirementr for Recognition

An employee organization seeking recognition from the Regional
Office, must furnish:

(1) A roster of its officers and representatives;
(2) A copy of its constitution and by-laws;
(3) A written statement adopting or subscribing to staudards pur-

suant to the (a) Standards of Conduct for Employee Organi-
zations; and.

(4) A written statement of its objectives.

Additional requirements are specified belorv under the headings
"Informal Recognition," ttFormal Recognition," and "Exclusive
Recognition. "

lnformql Recognition

Iuformal recognition shall be accorded an employee organization
which makes a showing that it represents member employees for whom
it desires recognition, and which does not qualify for formal or ex-
clusive recognition, without regard to whether any other employee or-
ganization has been accorded formal or exclusive recognition. An em-
ployee organization requesting informal recognition shall submit in
writing the information required above, under the heading "Require-
ments for Recognition. "

Formol Recognition

An employee organization requesting formal recognition shall submit
in writing the following information, in addition to that required above,
under the heading "Requirements for Recognition":

(1) A specific definition of the proposed unit in which the employee
organization desires to be recognized; and

(2) Evitlenee that the employee organization has a substantial and
stable membership of not less than 10 percent of the employees in
the unit. An employee organization may request an advance de-
termination of the speeific type of evid.ence needed in its ease.
The Agency may, at its option, verify the percentage of member-
ship with an audit by an independent person or organization.

An employee organizatior may not be accorded formal recognition as
the representative of its members in a unit when any other employee
organization is qualifietl for exclusive recognition as the representative
of employees in the unit.

Exclusive Recognition

A', employee organization requesting exelusive recognition shall sub-
mit in writing the information required above, under the heading
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"Formal Recognition," and in addition, furnish evidence that a ma-
jority of the eligible employees 1 in the proposed unit are members of
the employee organization, or have indieated by their written authoriza-
tion (e.g., by signing designation cards or a petition) that they desire
to be represented by the employee organization.

Election Conditions

When an employee organization claiming majority support does not
lnve adequate evidence of majority status, but can provide satisfactory
evidence that 30 percent or more of the eligible employees in an ap-
propriate unit are members of the employee organization or have indi-
cated by their written authorization their desire to be represented by the
employee organization, an election in which all eligible employees in
that unit have the right to participate shall be held at the request of the
employee organization seeking exclusive recognition.

Election Procedures

When an eleetion is to be held, all other employee organizations claim-
ing exclusive recognition, or requesting or accorded formal or informal
recognition with respect to any of the employees in the unit involved,
shall be notified by the Administrative Division of the proposed election.
Notification must be in sufficient time to enable such organizations to
participate in the election.

Procedures for the conduct of elections shall be established by mutual
agreement between the Administrative Division and the employee or-
ganization or organizations seeking exclusive recognition; however, sueh
procedures shall:

(1) (a) Conform to the provisions of the Federal Personnel Manual,
particularly with respect to the requirement that in ord.er to
be accorded exclusive recognition, an ernployee organization
must be chosen by a majority of those eligible employees voting
in a representatfue election; (b) take into consideration the
provisions of the Labor Department's "Proced.ural Guide for
Majority Status Determinations" I and

(2) Include appropriate provisions (a) enabling professional em-
ployees to speciflcally indicate whether they desire inclusion
in or exclusion from the proposed unit. (No unit may be estab-
Iished for purposes of exclusive reeognition which ineludes both
professional and nonprofessional employees unless a majority
of such professional employees vote for inclusion in sueh unit) ;
and (b) eliminating from the ballot count those ineligible for
inclusion in the proposed uuit (See Volume II, Section 3-2-8,
under the subheading "Membership in Employee Unit with
Exclusive Recognition. " )

Unit Determinqtion

Units for formal or exclusive recognition purposes shall be deter-
mined in accordance with the provisions of Executive Order 10988, the
F ederal Personnel Manual, and Section 3-2-8 of Volume II.

.Th" t*- "elisible employees" includes all omployees except the cetegories of employees
listed iu Volume 11, Section 3-2-8, under the subheading "Membership iu Employee Unit vith
ExclusiYe Recignition."

Poge 4 5/8/54



Adminirtrotlvr Pructicc t{ondbook-}icld Scryicc
Port 2. Poronnol Adminidrotion
Ghoprcr l. Gcncrol

2-t-12

Section l2

EIAPI.OYEE APPEALS OF ADVERSE DECISIONS

PURPOSE

The following policies and procedures for use irl employee appeals of
ad.verse actions reflect the provisions of Executive Order 10987 and the
Civil Service Commission's regulations ; they shall be used in appeals
by eovered employees (see COYERAGE, below) of HHFA Regional
Office (hereafter referred to as Agency).

COVERAGE

Employcct Covcrcd

The provisions of this Section apply to any career, career-conditional,
overseas limited, indeffnite, or term employee in a position in the com-
petitive serviee who is not serving a probationary or trial period; and
any employee having competitive status and. occupying a position in
Schedule B untler a non-temporary appointment.

Employccr Not Covercd

The provisions of this Seetion do not apply to a reemployed annuitant,
an employee oecupying a position in the competitive service under a
temporary appointment, an employee whose appointment is required
by the Congress to be confirmed by or made with the adviee and consent
of the U.S. Senate, an employee currently serving a probationary or trial
period, an employee in a position outside the competitive service other
than provided under Employees Cooered,, or an employee serving unaler
a term appointment upon expiration of his term appointment.

Adverre Actionr Coverad

The adverse actions covered are discharge, suspension for more than
30 days, furlough without pay, and reduction in rank or compensation
(inclutling such a reduction taken at the election of the Agency after a
classification decision by the Agency or the Civil Service Commission.)

Resignations, optional retirements, and requested reduetions in rank
or compensation are also considered adverse actions when employees
charge that such actious were secured by duress, intimidation, or decep-
tion.
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Adverse Actions Not Covered

The provisions of this Section shall not apply to decisions of the
Civil Service Commission, aetions taken pursuant to speciflc instructions
from the Commission, reduction-in-force actions, or actions taken under
Public Law 733 (81st Congress), antl any other similar statute which
authorizes an Ageney to take suspension or separation action without
regard to Section 6 of the Act of August 24, 79t2, as amended, or the
provisions of any other law.

Allegorions of Discrimination

If, during the course of an appeal, an employee alleges that the ad-
verse decision was based in whole or in part on discrimination because of
race, creed, color, or national origin, the review of that allegation shall be
made under the provisions of Section 2-1-3.

Other issues raised. by the appeal will be adjudicated under the pro-
visions of this Section, and a decision against the employee shall not be
matle until a determination has been made on the issue of discrimination.
However, a decision in favor of the employee may be made without
waiting for settlement of the issue of d.iscrimination.

HEARINO

Notice of Proposed Adverse Aclion; Contenls

When a notice of proposed" adverse action is issued to an
covered by this Section, such notice, in add,ition to information
bg perti,nent Ciuil Seraice regulations, shall inform him that:

1. The procedures in this Section will be matle available to him;
2. In addition to his right to reply personally and in writing to the

notice of proposed adverse aetion, he has a right to and may re-
quest a full and fair hearing on the proposed aclverse action, per-
sonally, or through or accompanietl by any employee or nonem-
ployee selected by him as his representative;l (An opportunity
for a hearing, or a request for a hearing, maX be denied only when
the Administrator determines a hearing to be impracticable by
reason of unusual location or other extraordinary circumstances.)

3. This will be his only opportunity for a hearing in the Agency in
connection with the proposed adverse action or action pursuant
thereto;

4. The employee's request for a hearing must be in writing addressed
to and received by the officer issuing the notice of proposed. adverse
action within 10 ealendar days following the employee's receipt of
the notice and should specify the name and ad.dress of the em-
ployee's representative, if any;

employee
required,

1 Throughout the remainder of this Section, reference to "representative" or "ritness" in
the singular form is iutendeil to permit the use of more th&n ou€ reBresentative or more than
on€ witn€ss by tho employee and/or the Agency.
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I"revels of Adverse Action Initiation/Deeision, and Appeal RevieflDeeision

The following table identifies the officers responsible for: (1) adverse action initiatiou/tlecision, and (2) appeal re-
view/decision for the various groups of employees:

Employee
Notice of Proposed Adverse Action
from, Employee Reply (if any) to,
and Notice of Ad.verse Deeision from:

Employees reporting tlireetly
to the Administrator or the
Deputy Administrator

Regional Office Employees
at GS-13 and above; Regional
Office employees reporting
directly to the Regional
Administrator; AII Region
VII employees

Regional Office employees at
GS-1/12, assigned to Regional
Offices I throughYl

Administrator Administrator

Assistant Administrator
(Administration)

Regional Administrator

!
o(o
o
t

t{

19

Director of Personnel

Regional Director of
Administration
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5. A requested hearing will take place before a hearing officer antl, in
order to insure fairness, impartiality, aud objectivity,the hearing
officer will be selected by the employee from a panel of at least 3
employees designated by the Administrator on an ail hoc basis:.

6. 'Witnessesl who have direct knowleclge of circumstances and fae-
tors bearing on the ease may be called by him and the Ageney to
testify at the hearing;

7. One or more Agency officials will represent the Agency at the
hearing;

8. ihe hearing record and findings will be

(a) maile available to the employee and his representative, and

(b) given full and fair consideration prior to an Agency decision,
and in the event that such decision eannot be made prior to
any speeific effective data stipulated in the notice of proposed
adverse action, the employee will receive a written amendment
to the notice, extending the effective date beyond the date a
decision is rendered.; and

9. fn a case where the adverse action against him consists of his re-
duction in rank or eompensation stemming from a elassification
deeision of the Agency or of the Civil Service Commission, he has
a separate right of appeal, under Title V of the Classifieation Aet
of 1949, as amended, either to the Agency first and then to the
Commission, or directly to the Commission. In order to preserve
any retroactive benefits in the event of a favorable decision on a
elassifieation appeal: (a) the initial appeal must be fiIed with the
Commission or the Agency within 30 calendar days of the em-
ployee's receipt of downgrading or loss of compensation, and (b)
any further appeal from the Ageney's decision must be filed with
the Commission within 30 calendar days after the appeal decision
is reeeived or within 30 calenclar days after the effective date of
atlverse action, whichever is later.

Adminirtrotor's Derignotion of Ad Hoc Ponel

Upon timely receipt of an employee's request for a hearing, the officer
issuing the notice of proposed adverse aetion will request (with a copy
to the employee and the employee's and. Agency's representative) the
Administrator to designate, on an ail hoc basis, a panel of at least 3
employees, each of whom would be qualified and available to serve as
hearing officer if selected as such by the employee requesting the hearing.
Therefore, the ail, hoc panel must not include anyone responsible for
reviewing or acting on the pertinent proposal or decision to take adverse
action, or for reviewing or acting on the report of the hearing officer.

I Throughout th6 remaitrder of tIiB Section, reference to "representative" or "witness" in
the singuler form is intended to p€rmit the use of moro than one rspresentotive or more than
one witness by tho employee and/or the Agency.
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Enployce'r Selection of Heoring Oficer from Ad Hoc Ponel

The officer issuing the notice of proposed. adverse aetion will promptly
forward the names of the panel to the employee (with a copy to the
employee's and Agency's representatives) notifying the employee that:

1. The requested hearing will take place;

2. The employee should select the hearing officer of his choice from
the panel designated by the Administrator;

3. The employee's selection must be made known to the officer issuing
the notice of proposed adverse action within 3 work-days following
receipt by the employee of the notice listing the panel;

4. The selected hearing officer rvill be in touch with the employee,
and the employee's and Ageney's representatives, regarding all
phases of the hearing, including arrangements for witnesses, and
time, place, and conduct of the hearing.

Heoring Ofiicer Norified of Selection

On receipt of the employee's selection of a hearing officer, the officer
issuing the notice of proposed adverse action will notify the hearing
officer (with a copy to the employee, and the employee's and Agency's
representatives) that :

1. He has been selected as hearing officer by the employee from a
panel of names designated by the Administrator;

2. The procedures in this Section rvill be made available to him;
3. The Agency will promptly make available to him all pertinent

files and information;
4. He is responsible for carrying out the instructions of this Section

as they pertain to hearing officers, and is delegated authority to
administer oaths or affirmations in connection with the hearing in
accordance with 5 USC 16a.

Hcoring Ofiicer Rerpon:ibilities

The hearing officer shall observe the following instructions regarding
arrangements for the hearing, selection of witnesses, conduct of the
hearing, record. of the hearing, and report of the hearing officer:

Arrongemenlr for the Heoring

The hearing officer shall keep in touch with the employee, and the
employee's and Agency's representatives, regarding all phases of the
hearing, and assure that all parties are informed of arrangements and
developments with respect to the hearing.

Prior to, and during the course of the conduct of the hearing, the
hearing officer may request, and as a result be furnished, appropriate
guidance and assistance by the employee and. the employee's and
Agency's representatiyes in order to insure au effective hearing.
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The hearing officer should set a reasonable period of time for the selec-
tion of witnesses, conduct of the hearing, and completion and submission
of the record of the hearing and the repmt of the hearing officer.

The hearing shall be held. whenever practicable near the employee's
locality of work, as determinetl by the hearing officer.

A pre-hearing conference should take place, during which the em-
ployee, the employee's and Agency's representatives, and the hearing
officer should strive to reach agreement on the issues to be raised during
the hearing, and the role of each prospeetive participant should be clari-
fied for the benefft of all concerned.

The employee, and the employee's and Agency's representatives, will
inform the hearing officer and each other of the number and identity of
representatives expected. to be present during the hearing.

Selection of Witnes:es

In considering requests for witnesses from the employee, and the em-
ployee's and Agency's representatives, and in considering ealling any
additional witnesses he may wish to hear, the hearing officer shall assure
that witnesses include ouly those who have or are likely to have a rele-
vant bearing on part or all of the hearing; that all requests are con-
sidered; and that witnesses are available-and informed that their testi-
mony will be under oath or affirmation-prior to the start of the hearing.

Insofar as administratively practicable and when requested by the
hearing officer after consideration of requests from the employee, and
the employee's and Agency's representatives, employees of the Agency
will be made available to the hearing officer as witnesses. When the
Agency determines that it is impracticable to comply with the request
of the hearing officer, the hearing officer shall promptly notify the em-
ployee and the employee's representatives to that effect, and the
Agency's reasons for the declination will be included in the report of
the hearing officer ; the Agency's reasons for the deelination will also be
included in the employee's appeal ffle, should he file for and be accorded
an appeal.

Employees of the Agency made available as witnesses shall be con-
sidered to be in a duty status during the period of their service at the
hearing.

Conduct of the Heoring

If the hearing officer determines that a verbatim transcript of the
hearing is necessary, he is responsible for making advance arrangements
for such facilities. In the absenee of a verbatim transcript, the hearing
officer shall accurately summarize all relevant testimony given at the
hearing, obtain written concurrence in the summary by the parties con-
cerned, and incorporate the summary in the record of the hearing.

In the eveut of the unexpected absence of persons scheduled to be
present at the hearing, or whenever, in the opinion of the hearing officer,
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it appears appropriate, the hearing officer may recess, reconvene, or ter-
minate the hearing. Requests for stays in the hearing will be granted
by the hearing officer only on presentation of good and suffieient reasons
for postponement of the hearing, or for recess during the course of the
hearing. 'Whenever a hearing is reeonvened, it will be considered as part
of the same hearing, unless in the opinion of the hearing officer the
hearing should be cancelled and a new hearing initiated.

Testimony of witnesses shall be und.er oath or affirmation.

Whenever appropriate, the hearing offieer may atlminister the oath
or affirmation to partieipants as a group.

fnasmueh as the employee requests the hearing, his presentation or
that of his representative shall preeede the Agency's presentation.

The hearing shall be conducted so as to bring out pertinent facts in-
cluding the admission of pertinent reeords.

The rules of evidence need not be followed, but evidence should be
pertinent to the issues.

There will be no requirement that documents be sworn in order to
be accepted as evidence I however, the hearing offieer should make a
determination that the doeuments are authentic and pertinent. In
case of disagreement with the hearing officer on the admissibility of
evidence, the dissenting participant or participants may submit views
on the matter for inelusion in the record of the hearing.

The employee or his representatives and the Agency representatives
each shall have the right to cross-examination.

While discussion "off-the-record" will be permitted at the hearing
offieer's diseretion, the official transcript or summary will indicate, for
clarification purposes, the nature of any "off-the-record" discussion.

'Witnesses shall be present in the hearing room only during their
testimony, unless the employee, the employee's and Agency's representa-
tives, and the hearing officer agree to the presence of all or speeific
witnesses during periods in which they are not testifying. Representa-
tives, whether or not also serving as witnesses, are entitled to be present
in the hearing room during the entire course of the hearing. Persons
other than those referred to herein will not be admitted to the hearing
room unless the employee, the employee's and Agency's representatives,
and the hearing offieer agree to the admission of specific persons or
groups of persons.

'Witnesses, in presenting their testimony, shall be assured freedom
from restraint, interference, coercion, discrimination, or reprisal.

Rccord of the Heqring

The hearing officer shall provide a written transcript or summary of
the hearing, including aII pertinent documents submitted to him for his
consideration.
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The transeript or summary shall be signed by the parties concerned,
with such exceptions as they submit in writing.

The hearing ofrcer shall furnish copies of the transcript or summary,
including any exceptions, to the employee, the employee's and Agency's
representatives, and (through the officer issuing the notice of proposed
adverse action) the Agency official making the decision on the adverse
action.

Report of the Heoring Ofiicer

The hearing officer shall report in writing his findings of fact (through
the offi.cer issuing the notice of proposed adverse action) to the official
making the decision on the adverse action. The report shall be aecom-
panied by a statement supporting the hearing officer's reasons for in-
cluding or nor including in his report testimony where the cretlibility
of witnesses has been a determining factor. Copies of the hearing of-
ficer's report shall be furnished the employee, and the employee's and
Agency's representative.

APPEAL

Noticc of Adversc Decieion; Conlenls

An employee is entitled to appeal under the Agency appeals system
from a decision by the Agency to take adverse action against him, and
an employee's properly filed appeal will be aecepted and processed in
accordanee with the appeals system.

When a notice of decision to take adverse action is issued to an em-
ployee covered by this Seetion, such notice, in odd,ition to information
reguireil,by pert'inent Ciai\ Seruice regulations, shall inform him that:

1. He has a right to appeal in writing to the appropriate appeals
officer (see "Levels of Adverse Action Initiation/Deeision, and
Appeal Review/Decision" of this Section), and also inform him
where he may obtain information on how to pursue his appeal;

2. His appeal must set forth clearly the basis for the appeal;
3. He may file his appeal at any time after the notice of adverse

decision, but not later than 10 calendar days after the effective
date of the adverse action.l This time limit may be extended, at
the discretion of the Agency, upon a showing by the employee that
circumstanees beyond his control prevented him from filing an
appeal within the prescribed time limit, or for other reasons
deemed sufficient by the Agency;

4. If he appeals initially to the Ageney, he may in ad.ditiou, but not
concurrently, appeal to the Civil Service Commission from the
same adverse deeision. If he eleets to appeal initially to the
Agency within the time limit prescribed by the foregoing para-
graph, he will be entitled to appeal to the Commission under its

l Use of the word "omployee" in relation to &n sppeel includes termineteil employees who
have properly filed an appeal under these procedures,
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regulations only after, but not more than 10 tlays later than, his
receipt of the notice of the final Agency appeal decision. If he
elects to appeal to the Comm'ission within the same time limit
prescribed by the foregoing paragraph, he forfeits his right of
appeal to the Agency. If his appeal to the Agency is not com-
pleted within 60 days after filing, the employee may elect to
terminate the Ageucy appeal by appealing to the Commission.

A copy of the notice to the employee will be furnished the appropriate
appeals officer.

Appcolr Oficrr Rcrponribilirlor

?rcrntotion of Approl

Upon the timely written presentation of an appeal by an employee,
the appeals officer shall secure all available pertinent files and records
from the officer issuing the notice of decision to take adverse action.

The appeals officer shall assure the employee:

1. Freedom from restraint, interference, coercion, diserimination, or
reprisal;

2. The right to be aceompanied, represented, and advised by a rep-
resentative of his own choosing; and

3. A reasonable amount of official time if he is otherwise in an
active duty status.

When an employee of the Agency is designated as a representative by
an employee appealing under the Agency appeals system, the appeals
officer shall assure the representative:

1. Freedom from restraint, interferenee, coercion, discrimination or
reprisal; and

2. A reasonable amount of official time if he is otherwise in an active
duty status.

Avoidoncc of Doloy

The appeals officer shall:

1. Establish an informal "target" date for completion of the appeal
process so as to insure, whenever possible, that a decision is issued
to the employee within 60 days from the date the employee fflett his
appeal;

2. Give full, impartial, and expeditious consideration to each appeal;

3. Take steps to prevent unreasonable delay by the employee in
pursuing his appeal; and

4. Process each appeal with dispatch.
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Tcrminotion of Appcol

The appeals officer shall terminate an employee's appeal whenever
one of the following conditions develops:

1. The employee requests in writing that the appeal be terminated;
2. Failure of the employee to prosecute when he does not furnish

required information of a reasonable nature antl duly proeeed
with the advancement of his appeal. In this case, the appeals
offieer shall provide at least three work days' advanee written
notice to the employee, with a eopy to the employee's representa-
tive, giving reasons for intention to terminate the employee's
appeal. Notwithstantling the requirement for termination of an
appeal for the employee's failure to prosecute when he does not
furnish required information, the appeals officer in sueh eases
may adjudicate the appeal if the information is sufficient for that
purpose. The appeals officer will not reopen a closed appeal ex-
cept in his discretion upon a showing by the employee that cir-
eumstanees beyond his control prevented him from prosecuting the
appeal;

3. If the employee files an appeal to the Civil Service Commission
from the same adverse deeision and the Commission accepts the
appeal for adjudication; upon receipt of official informatiou to
that effect, the appeals officer will furnish written notice to the
employee, with a copy to the employee's representative, giving
reasons for terminating the employee's appeal.

Dcolh of Appcllont

In the event an employee dies after proper filing, and prior to ad-
judieation of his appeal, the appeals officer shall:

1. Process to completion and adjudicate the appeal;
2. If appropriate, initiate corrective action on such appeal; this may

include cancelling the adverse action, and amending the Agency's
reeortls to show retroactive restoration and eontinuance on the
rolls to the date of death.

Appellotc Revicw

The review of each appeal by the appeals officer shall include, but
shall not be limited to, a review of r

1. The issues of fact;
2. Compliance with the Agency and Commissiou procedural require-

ments for effeeting the adverse action.

Appellole Decirioa

The appeals officer, after considering the entire appellate record, will
make a deeision in which he may:

1. Sustain the previous decision to take adverse action; or
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2. Modify the previous decision by substitutiug a less severe action;
or

3. Reverse the previous decision.

Notlce of Appcllorc Decirion

The appeals officer shall notify the employee promptly, in writing,
with a copy to the employee's representative, and the Agency official who
made the decision on the adverse action, of :

L. The decision on the employee's appeals ; or

2. The termination of the employee's appeal ; and

3. Any appeal rights the employee may have under the Civil Service
Commission's regulatious.

Employec Appeol File

, When an employee fiIes on appeal under the Agency appeals system,
the appeals offieer shall establish a permanent employee appeal ffle,
apart from the employee's official personnel folder, containing all per-
tirfent documents relating to the appeal, including copies of the:

'1. Noti"" of proposed adverse action;
2. Employee's reply, if any;
3. Administrator's determination and reasons for not granting a

hearing when one was requested but not granted.;

4. Reasons for impracticality of availability of Agency employees
to the hearing officer as witnesses;

5. Written transcript or summary of the hearing, including any
exceptions, antl aII pertinent documents submitted to the hearing
officer for his consideration;

6. Report of the hearing officer;

7. Notice of adverse decision;

8. Employee's appeal;
9. Notice of the final Agency appeal decision.
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Section I

POSITION CTASSIFICATION AUTHORITIES
AND RESPONSIBITIIIES

This Section and the Section on Position Classification Procedures,
are issued. as guides to Regional Ofiices in their responsibility for the
administration of the position classification program. They supplement
the basic information on position classification in the Federal service
which is provided by the Fecleral Personnel Manual in Chapters A-4,
P-2, X-l an.d 2-7-23 through Z-7-335.

The primary purpose of this Section is to provide the necessary back-
ground for the operations of the position classification program in
Regional Offices.

AUIHORITY FOR IHE CTASSIFICATION OF POSITIONS

The Civil Service Commission has, by law, the overall responsibility
for the policies and operation of the Fecleral position classification plan.
The Classification Act of 1949, as amend.ed (see FPM Chapter Z-7),
authorized the Commission to give to each agency the authority for
classifying its own positions in grades from GS-1 through GS-15 in
conformity with CSC standards.

The Administrator has delegated his authority to the Assistant
Administrator (Administration), with additional delegations to the
Director of Personnel and members of the Classification Branch.
Regional Atlministrators have been delegated elassification authority
for positions under their jurisdiction in grades GS-1 through GS-?,
with the exception of positions for Housing Interns, student trainees
or student assistants; and. for establishing "i.a." positions (see Deff-
nitions, Section 2-2-2) in grades GS-8 through GS-12, pursuant to
Central Office determination.

THE POSITION CTASSIFICAIION PTAN

The Classification Act establishes and provides for the maintenance of
a system whereby Federal employees are given equal pay for sub-
stantially equal work. IJnd.er this system, positions are classiffed by
occupational categories (typist, ffle clerk, engineer, etc.) and in accoid-
ance with an 18-grade scale, the General Schedule, which divides the
kinds of work performed into levels of relative tlifficulty antl responsi-
bility. Parallel to the General Schedule is a series of pay rates for each
grade, fxed by Congress, which may be increased. or decreased from
time to time.

Positions are allocatetl to grades and series by reference to Civil
Service Commission classiffcation standards, whieh define the kintls of
work to be found at each grade level in terms of diffrculty and responsi-
bility. The rates of compensation for each position are fixed by the
grade allocation.
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RESPONSBIIIIY FOR IHE CTASSIFICATION OF POSITIONS

The responsibility for ciassifying positions is shared by the Civil
Service Commission and Agency officials.

Civil Service Commirsion

It is the responsibility of the Civil Service Commission to provid.e
position classification standards and other guides to be used by agencies.
It is also the Commission's responsibiiity to determine, through inspec-
tions and surveys, that eaeh agency is conducting its classification pro-
gram in a manner consistent with the statutory requirements and the
rules and regulations of the Commission. The Commission may take
corrective action on any particular position and may, where it finds
flagrant violations of the statutes or of its own regulations and stancl-
ard.s, rescind an agency's authority to classify positions.

Housing and Home Finonce Agency-Division of Personnel

The Office of Administration, through the Division of Personnel is
responsible to the Administrator for assuring that all field and depart-
mental positions in the Office of the Administrator, Community Facili-
ties Administration and Urban Renewal Administration, are properly
classified as to grade and series; that classification records are properly
identified and maintained in accordance with Commission regulations;
and that the position classification program of the Agency is conductetl
in the letter and spirit of the Ciassification Act. Pursuant to this re-
sponsibility, the Division of Personnel systematically reviews the job
sheets classified. in the Regional Offices and conducts periodic job
audits and classifisation surveys.

-When, in the course of reviews or surveys, positions are found. which
fall short of Civil Service Commission and Agency classification stand-
ards as to grade, or which are improperly classified as to series or title,
the Division of Personnel will inform the Regional Office in writing
of the correetive action which is required.. If the Regional Office does
not agree with the finding, the Division of Personnel should be informed
promptly of the basis for the d.isagreement. Otherwise, it is expected
that corrective action will be taken within thirty days of the notification.

It is also the responsibility of the Division of Personnel to advise the
Assistant Administrator (Administration), staff members in the Cen-
tral Office, and Regional Administrators in all matters concerning the
classifi cation program.

HHFA Regionol Ofrcer

It is the responsibility of the Regional Administrator to take final
elassification action on positions in the Regional Office in grades GS-l
through GS-7 (except housing interns). In adtlition, he is responsible
for certifying (Line 14, Optional Form 8) as to the validity of the
job description for positions in GS-8 and. above.

It is the responsibility of the Director, Administrative Branch, in
each Regional Office to insure that position descriptions are prepared
when needed to review requests for classification action from employees
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and. supervisorsl to insure the orderly and prompt processing of such
requests through the establishment of a time-control system; to review
position descriptions for clarity and aceuracy and evaluate them by
reference to Civil Service Commission classification standards; to
recommend. to the Regional Administrator the proper grade and series
for each position submitted for allocation; to insure that obsolete posi-
tions are abolished, and to notify the Division of Personnel of their
cancellation; to review the periodic issuances of Civii Service Com-
mission position classifieation standard.s and make whatever cliauges
are necessary in titles ancl series of Regional Office jobs covered by
such standard.s, and if grade adjustments are necessary to meet stand-
ards requirements, to recommend such changes to the Regional Adniin-
istrator; to announce to empJ.oyees and supervisors the issuance of
any new classification standard.s affecting their positions; to inform
employees periodically of the availability of Civil Service Cornmissiou
classificatiou standards in the Administrative Branch.; to ad.vise the
Regional Administrator, operating supervisors, and employees on aII
matters concerning the classification program including rights to
appeal classification actions to the Director of Personnel and,/or the
Commission, and the time limitations involved; to inform the Director
of Personnel as soon as notification of a Cornmission inspection is
received ; and to maintain a working relationship with the Classifica-
tion Branch in the Division of Personnel and with the Regional Of6ce
of the Civil Service Commission.

Each supervisor is required. to certify to the accuracy of incumbered.
positions each year when making performance evaluations. At this
time, if there are any questions as to the duties ancl responsibilities
assigned, they should be discussed with the ernployee. If it is inaccurate,
the job sheet should be amended or rewritten.

Each supervisor is responsible for maintaining a contimring revierv
of job sheets for the employees in his part of the organizatior.. He
should assure himself that they are kept current and that they describe
the assignment of each employee accurately and ad.equately and for-
warded through channels to the Administrative Branch for revietv.
A supervisor may sometimes help to avert the downgrading of an
employee's position as a resu-It of classification survey, new Civil Sen,iee
Commission standards, or other reason, by broadening or strengthening
his work assignment. The supervisor should make a concurrent reviel
of vacant positions, and initiate action to abolish, those job sheets which
are no longer current or useful, by notice through channels to the
Director, Administrative Branch.

If the supervisor plans to promote any of his employees or anticipates
staff expansion, he should, determine at the earliest possible time what
assignments he will make and initiate action to establish any new posi-
tions required. The early submission to the Central Office of new posi-
tion descriptions for which the Regional Office does not have delegated
classification authority will insure against needless d.elays in the recruit-
ment, appointment, or promotion of qualified. cand.id.ates.
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All requests for classification action, either from employees or super-
visors, should be in writing so that they may be assured of official
consideration in order of receipt, wherever possible; they should be
forwarded through supervisory channels to the Director, Administra-
tive Branch.

Each employ-ee should be familiar with the contents of his job sheet.
He may be called upon to rewrite it, with his supervisor's guida4ce,
when, d.ue to changes in the nature or the tlifficulty and. responsibility
of his assignment, the job sheet no longer describes his position accu-
rately.
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Section 2

POSITION CIA$5;616A'ION PROCEDURES

A vacant, elassified position must be established before an employee
can be appointed, promoted, demoted, reassigned, or transferred. Before
initiating action to fill a vacant, classified position, the supervisor is
responsible for reviewing the job sheet to determine whether it accu-
rately describes the assignment he wants the employee to perform. If !t
does not, he should take steps to insure that the necessary changes are
made to bring it up to date.

If no suitable classified position has been established, the supervisor
is responsible for drafting a current job sheet and submitting it for
allocation prior to or concurrently with the proposed. personnel action;
or, when appropriate, recommending the establishment of an identical
additional positiou. (See deffnition below.)

A new job sheet should be submitted well in advance of the date
proposed. as the effective date of a personnel action, to provide for
review and processing time.

DEFINITIONS

The several kinds of position classiffcation actions are defined. below.
They correspond to the items under "Position Classification Action"
on the Request f or Personnel Actiotr,, SF 52.

New Position.-,!\ new position action is takeu to assign an em-
ployee to a job which has been redescribed and established in his name
whether or not a change iu grade is involved. It is never used for the
assignment of a newly appointed employee; such an employee is as-
signed to the appropriate position by a vice or i.a. aetion.

Vice.-L viee action plaees an employee into an establishecl,
vacant, classiffed position.

LA.-A\L i.a. (or identical atltlitional) action is taken to .estab-
tish a position which in every respect duplicates an existing, filled
position. An i.a. position must be in the same organizational unit,
under the same supervisor and must have the same title, as the incum-
bered identical position; the duties to be performed must be identical
in every respeet to the first job. An i.a. position is automatically
abolished when it is vaeatecl.

Regarded, Position.-A position which has been changed in gratle
without a significaut change in cluties or responsibilities. A regrading
action is taken when there is a reevaluation of the position basei[ on,
for example, the issuance of new or revised. classiffcation standards, a
decision made on a classification appeal, or post-audit of the job by
the Ofiffce of the Administrator classiffcation specialists or Civil Service
Commission inspectors.
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ESTABIISH!NC A NSW POSIIION

The following steps are followed in establishing a new position

(1,) Th,e assignrnent is d,efined.-The supervisor states the assign-
ment, either in writing or orally. In outlining the ner,v position,
he must be sure that the rrork to be performed is in accordance
with the authorized funetions of his organization as shown in
official organization charts and Volume II of the Manual; and
that it does not conflict with or overlap the official assignment
of any other employee.

(2) The assignment is descr,ibed.--The Division of Personnel has
issued ch.eck list position descriptions for some types of posi-
tions. For example, Forms H-828 and H-829 may be used. in
establishing positions of Clerk-typists, Clerk Stenographers, and
Secretaries. Special instructions are available for each kind of
check list to aid in their completion. Both narrative and checli
list position descriptions are usually prepared jointly by the
employee incumbering the job aud his immecliate supervisor,
frequently with the advice of a staff member of the Admin-
istrative Branch. Typically, two or more of these individuals
work together in developing a job sheet which accurately de-
scribes the employee's assignment and meets the following
standard of adequacy, as rlefinetl by the Commission:

"A position deseription is ad.equate if it states the principal
duties, responsibilities, antl supervisory relationships of a
position sufficiently clearly aud d.efinitely to provide infor-
mation necessary for its proper classification when:

Considered. by one familiar with the oecupational fields
involved and the application of pertinent classification stand-
ards, and

Supplementetl by otherwise readily available and current
information on the organization, functions, programs and
procedures eoncerned. "

For positions that inclucle more than one kincl of work (mixed
positions) the Commission requires that an estimate of the percentage
of time speut on each different kintl of work be specified, since different
tasks may be of different grade values or may require different qualifi-
cations. They must be rveighed proportionately in terms of their
signifieance to the position as a whole before a grade and series
determination can be made respecting the job.

In drafting the position description, it should be remembered.
that a good job sheet has the following characteristics:
(a) It ,is slsa,y--It sets forth in simple, understandable lan-

guage, such as one finds in a daily newspaper, the duties and
responsibilities of the position. They are stated. in such a
way that anyone reading the job sheet will have a clear
understanding of the assignment.
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(b) 1, is brief .-Few if any positions require a description
exceeding two pages providing they are weII organized.
Statements pertaining to program, policy, funetions, or
procedures of the office need not be described. in detail in
the job sheet when this information is available else'where
in the office. However, important relationships to oth.er
positions in the organization with respect to flow of work
and lines of authority should be set forth. Major duties
should be described in sufficient detail to provide a good
understanding of the job. Minor, insignificant duties can
be covered by a brief, generalized statement.

(c) It is specific.--It avoids vague generalities and states the
facts and conditions which apply to this individual job
and distinguish it from others. It deals in nouns and verbs
more often than in adjectives. Rather than relying on
general phrases and statements, a good job description
uses illustrative examples, briefly stated, to point up sig-
nificant factors.

(d) 1, is factu,al.-It describes the duties actually performed
and the responsibility being discharged. It does not go back
into time to past activities; nor forward to projected ones,
except as they direetly affect the present assignment. The
only exception to this rule is the job sheet which must be
projected because a new organization is being established
or a new program is being implemented.

@) fhe job sheet is prepareil f or classification action.-The job sheet
is typed, and. when prepared on Optional Form 8 (see Exhibit
A), two bond and five tissue copies, single spacetl, are required.
When a check list job sheet is used, such as Forms H-828 or
H-829, four copies are prepared. This form should be filled out
according to the follorving procedure:

Item 1. Check the block after Fielcl, to show that this is a
field position.

ftem 2. Fill in the name of the city in which the Regional
Office is located, this being the official headquar-
ters for all Regionai Office positions.

ftem 3a. Follow the directions of the form if this new
position supersedes an established job.

ftem 3b. I",list here such notations as 
( ( new position, '' 't sur-

vey," ttsubject to review," "in lieu of Position
1.1o. _r, etc.
ff a new position is in lieu of a position desig-
nated as Sensitit,e, the new position is automati-
cally so designated and the job sheet should be
clearly stamped Sensitive Position.

ftem 4tt. List here the Agency position number. This is the
control number which identifies the position.
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In order to avoid eonfusion with the numbers as-
sigued by Central Office to positions for which
they have classification authority, Regional Offices
will use a numbering systern beginning with the
alphabetical symbol assigned. to their positions by
Ceutral Office und.er the present numbering sys-
tem: N-for New York, P-for Philadelphia,
A-for Atlanta, C-for Chicago, W-for Fort
Worth, F-for San Francisco, R-for Puerto
B,ico; this letter will be followed by the letter E
to indicate a Regional Offiee allocation.
For use of the Civi] Service Commission. Lreave
these spaces blank.
This line is completed in the Division of Personnel
for positions submitted. to the Central Office for
Classification. Otherwise the space is left blank.
Leave this space blank.
Type the title, service (i.e., GS for General Sehed-
ule), series, and grade approved or recommend.ed
by the Il,egional Office for the position, together
with the initials of the official approving or recom-
mending the action, normally the Regional Ad-
ministrator, and the date.
If the position is in a series for which the Civil
Service Commission has issued. elassification stantl-
ards, the title must be in conformity with the title
structure of the standards.
For further discussion of title, series and grade,
see " Th.e Position is Reviewed and Evaluated., "
below.
Type in the title and grade recommendett by the
initiating of6ce, together with the initials of the
official making the recommendation and the date
of his recommendation.
I:ist here, if desiretl, the working or organizational
title of the position-as distinguished from the
official classification title in line 8e. Commission
standards and regulations may require the use of,
for example, the official titl.e, Su,gteruisorg Ac-
countant. It may be more useful from the stand-
point of internal organization and procedures,
h.owever, to use the working litle, Begional Ac-
counting Officer. The Iatter may be used as an
organizational title in all except official Agency
payroll and personnel records and. correspondence
with the Civil Service Commission.
Type here the name of the employee only in cases
where he is actually discharging the d.uties and
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Item 11.

Item 11a.

Item 11b.

Item 11c.

Item 12

Item 13

Item 14.

,-2.2

responsibilities of the position. For example, when
an employee has assumed new or different respon-
sibilities or duties not reflected. in his job sheet and
the job is redescribed and reclassified, his name
slt.ould be shown in Item 10.

If the new position is not an outgrowth of an exist-
ing incumbered position but an essentially new
and different assignment, the word, Vacancy,
should be entered in L,ine 10. Likewise, if the new
job is a redescription of a previously established
position but is to be fiIled by a newly assigned or
newly appointed employee, it is designated in
Line 10 as VacancA.
Enter the full name of the Agency-Ilousing and
Home Finq.nce Agency.
Itrnter the designation of the Regional Office-
Region I, II, etc.
Show here the organization breakdorvn within the
Regional Office: for example, Urban Renewal,
Branch, Conr,ntunit.tl Facilities Branch, Adm,in-
istratiue Branch, ete.
If there is a further organization breakdown it
should be shown on this line.
ft is essential in completing Lines 11, 11a, b, and c
that the official orga,nization titles shown in the
most recent Manual issuances, charts, or other
organizational releases be used.
If the position is being allocated in the name of an
employee who is performing the duties describecl,
he should sign on I,,ine 12 after reading the job
sheet and discussing it, if necessary, with his
supervisor. IIis signature certifies that the job
sheet is a complete ancl accurate description of the
duties and responsibilities of his position.
The immediate supervisor makes a similar certi-
fication on this line. His certification is required
regardless of whether the position is vacant or
fiIled. Liue supervisers above this level may initial
on this line.
I'or positions classiffed in the Regional Office, the
principal staff officer under whom the position
operates signs here. By "principal stalf officer"
is meant an employee reporting to the Regional
Ad.ministrator. For positions submitted to the
Central Office for classification, the Regional Atl-
ministrator or his designee signs on Lrine 14, and
the principal staff officer under whom the posi-
tion operates may initial no Line 13.
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Item 15. This line is for the signature of the individual
making the final allocation, fn most cases, for
positions classified in the Regional Ofiice, this will
be the Regional Administrator. For positions re-
ferred to the Central Offiee for allocation, Line 15
should be left blank.

Item 16. The text of the position description may be be-
gun in this space.

(\ The position,is reuiewed and, eualuated.-Af.ter the job sheet has
been signed by the employee (if the position is occupied) and the
supervisor, it is forwarded through channels to the Director,
Administrative Branch.

It is his responsibility or the responsibility of a member of his staff
whom he designates, to review and evaluate the position, and to make a
technical classification recommendation to the llegional Administrator.
This process includes the following steps:

(a) The job sheet is first given a mechanical check to insure that it
has the requirecl signatures and that it follows official organiza-
tion designations and is in conformance with the Commission's
Standard. of Adequacy including, as necessary, the estimated
time distribution. 'When complete and proper in format, it is
ready for evaluation.

(b) The ffrst step in evaluating a position is to ascertain its relation-
ship to others in the organization with respect to flow of work
and lines of authority. If the duties, relationships, or lines of
authority are not clearly described in the job sheet, the reviewer
should discuss the position with the supervisor, and when neces-
sary, with the employee. The job sheet should then be amendecl
or clarifying information added to it.

(c) The next step is to determine the proper series allocation for the
position. In mahing this tletermination, the Handbook of Occu,-
pational Grou,ps and, Series of Classes should. be consulted. This
is the official list of occupational series issued by the Civil Serv-
ice Commission together with the identifying codes symbols.
If the position consists of several du-ties, each of which migh.t be
classified in a different series, the series allocation will depend
upon the importance of, the skill required by, and the time
devoted. to eaeh of the various kinds of work.
ff, for example, filing is the most important responsibility in the
job, and occupies most of the employee's time, other incidental
duties may be disregard.ed insofar as the series allocation is
concerned, and the job can be classified as "File Clerk." If,
however, an incidental but necessary duty requires a particular
skill (such. as typing, stenography, knowledge of a foreign lan-
guage, etc.) this skill must be recognized in the series allocation
to insure that the position will be filletl by an employee qualified
to perform all of the duties so that it might be classified as "File
Clerk (Typing)." If several tasks are approximately equal in
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terms of difficu1ty, responsibility and time, the posititn should
be classified according to the rules for classifying mixed. posi-
tions, discussed in the CSC Handbook.

Professional legal positions which require admission to the bar (posi-
tions properly classifiable in the General Attorney Series, GS-905) are
excepted from the competitive civil service by Schedule A. TIie Com-
mission has delegated to the operating agencies authority to fill such
positions by excepted appointment under Section 6.101(d) without
securing prior approval of the Commission. Consequently, special care
and judgment must be exercisecl in establishing attorney positions to
determine whether they meet the definition of the General Attorney
Series in the Hanclbook of Occu,palional GrouTt ancl Series of Classes.
If there is any doubt as to the proper series allocation, prior review
by the Division of Personnel, or prior review and certification by the
Commission are requirerl before such a position can be filled uon-
competitively under Schedule A.

(tl) Once a determination has been reached as to the proper series
for the position, classification standards should be consulted to
arrive at a grade determination.
Although the Civil Service Commission has issued lists and defi-
nitions of all approved occupational eategories, it has not issued
classification standards covering all of them. For example, there
are none for the GS-301-0 series.
If there are no published standards for the series in rvhich the
position is to be classifiecl, the grade determiuation must be matle
by reference to one or more of the most nearly applicable stand.-
ards.
Back issues of cldssification standards are not available to new
subscribers, and the Regional Office may not have available copies
of all the standards needed. for reference. It is sometimes pos-
sible to obtain or borrow copies from the Regional Office of the
Civil Service Commission or other Irederal agencies. If not,
standards may be boruowed from the Classification Branch of the
Division of Personnel.
It will be noted that at each grade level, the standards show a class
title or a number of elass titles. Civil Service Regulations re-
quire the use of titles prescribed by the standards in elassifying
positions.
'When appropriate, a descriptive organization of working title
may be usetl to supplement or clarify the class title. The only
restriction placed on the use of the organizational title is that it
must be clearly applicable to the position.
ff for any reason the proper series or gracle alloeation of a posi-
tion for which the Regional Aclministrator has classification
authority is in doubt, the job sheet may be referred to the Central
Office for review and allocation. The original and first carbon
copies should be forrvarded; the latter will be returned as the
Regional Office eopy after it is allocated.
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Questions regard.ing the interpretation of classifi cation standard.s
or of grad.e allocations may also be referred. to the Regional Office
of the Civil Service Commission and the Commission's advisory
opinion requested. regarding them.
It is the responsibility of the Director, Administrative Branch,
or of the employee designated by him, to review and evaluate
positions; to discuss with supervisors and employees the basis
on which he makes classification recommendations; to inform
them of their right to consult classification standards and to
make such standards available to them upou request.
In referring to standards, supervisors and employees must be
cautioned that a position description should not be 'written in a
manner to copy the standard.s themselves. If so written, it be-
comes meaningless as a job sheet, since it neither reflects the
specific duties of the position nor provicles a tangible basis for
its evaluation.

(5) The position is classtfied,.-Having d.etermined the proper series
and grade allocation for the position, the Director, Ad.ministra-
tive Branch, recommend.s the title, service series, and grad.e on
Line 8d of the Optional Form 8, which he initials and dates. On
check list job sheets he initials and dates in the space provid.ed.
After satisfying himself that the technical recommendation is
based on a full understanding and sound evaluation of the facts
relating to the job, the Regional Administrator then signs and
dates the job sheet on I-.rine 15 if it is a eategory rvhich he is
authorized to classify; he signs on I-,ine 14 if it is to be submitted
to the Central Office for final action.
If he disagrees rvith the recommendation on technical or factual
grounds he should classify or reconlmend the position in the
grade he deems proper regarclless of the recommendations matle
to him. Contrary to a popular misconception, however, there is
no such thing as an administrative allocation rvhieh disregards
the Civil Service Commission standard.s.
The date on u,hich the job sheet is signed on Line 15 is the official
allocation clate. An employee ma5. not be officially assigned to
the position prior to this date.

ESIABTISHING AN IA POSITION

Frequently an established position has duties and responsibilities of
such a nature that they may be performed. by more than one etnployee;
for example, such non-supervisory positions as City Planners, Field
Representatives, Attorneys, File Clerks, and malry others.

Th.e Central Office identifies all positions above grade GS-7 to which
Regional Administrators may establish "i.a.'s" by a distinctive "i.a.-
able" stamp on the face of the job sheet. Except for positions so d.is-
tinguished, any identicat additional actions above gratle GS-7 must
have the prior approval of the Division of Personnel.
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USIN|BUIION Of THE JOB SHEET

2-2-2

For positions classified in the Regional Ofifice the original, executed
copy of Optional Form 8 will be retained. in the classification fiIes. (See
Classification Records, below.) The second. copy is transmitted to the
Classification Branch, Division of Personnel, in the Central Office. For
positions classified in the Central Office, the second signed copy of the
Optional Form 8 is transmitted for Regional Offrce files.

One tissue copy of the job sheet is given to the employee, usually with
his copy of the Standard Form 50; a second is filed in his personnel
folder. The remaining tissue copies are retained in a file for use in
processing future personnel actions.

DOWNGRADING OF POSITIONS OR I,OSS OF COMPENSATION

If classification action results in a loss in grade or compensation, the
incumbent of the position affected must be notified in lvriting thirty
da;,s io ad.'i,ance of the effective date of the action by the Director of
Personnel, Regional Administrator, or Director, Admiuistrative Branch.
This written advauce notice of at least thirty days (midnight to mid-
night, not counting the day of delivery) is mandatory under Civil
Service Regulations for an employee'with veteran's preference. Ageney
personnel policy requires that the same procedure be followed in the
case of a non-veteran employee.

With the same notice the employee must be simultaneously informed.
of: (1) his right to appeal the adverse action, either to the Agency
orto the Commission; and (2) that in ord.er to preserve any retroactive
benefits in the event of a favorable decision on an appeal, (a) an initial
appeal must be filed rvith the Commission or the Agency within 30
ealendar days of receipt of rvritten notice of downgrading or loss of
cornpensation; and (b) any further appeal from the Agency's decision
must be filed rvith the Commission within 30 calenclar da-vs after the
appeal decision is received or within 30 calendar days after the effective
date of adverse action, whichever is later.

For information regarding salary retention when an incumbered
position is charged to a lower grade, see Section 2-8-6.

CLASSIFICAIION RECORDS

The Federal Personnel Manual P2-12, CSC Hantlbook 3-812 Page 22,
and Section 2-1-5 of this Volume prescribe the form and extent of
classification records.

In addition, a time control of requests for classifieation aetion shall
be maintained in the Administrative Branch, and such requests shall
be considered in order of receipt insofar as possible. All requests pend-
ing over 30 days, whether arvaiting action in the Central Office or the
Regional Office, shall be reportetl to the Regional Administrator rvith
a statement as to the reasons therefor.
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Section 3

POSITION CTASSIFICATION APPEALS PROCEDURE

There are two types of classification decisions which may be ap-
peeled:l (1) Decisions covering the series, class or grade of a posit"ion
under the Classification Act; (2) Decisions as to whether or not a
position is covered by the Classification Act.

An employee who has received a 30-tlay aalvance notice of a down-
grading or loss in compeusation resulting from a elassification action
(see Downgrading of Positions, in Section 2-2-2), may appeal the deci-
sion either to the Director of Personnel or to the Civil Service Regional
Office, whiehever he prefers. However, the Commission encourages
employees who desire to appeal a classification action to file their written
appeals first with, the Agency. Initial appeals either to the Commission
or the Director of Personnel must be fiIetl within 30 calendar days
after the receipt of the written notice of downgrading or loss of com-
pensation in order to have a favorable decision on the appeal applied
retroactively. A further appeal from the Agency's decision if taken
must be filed with the Commission within 30 calend.ar days after the
appeal d.ecision is received. or within 30 calendar days after the effective
date of adverse action, whichever is later. (See Effective Date of Salary
Change Following an Appeal Decision.)

APPEATS IO IHE DIRECTOR OF PERSONNEI.

If an employee elects to appeal a classification decision to the Agency,
he may do so by forwarcling a written statement, either through the
Regional Administrator or direct to the Director of Personnel.

The written appeal should include the following information:
(1) A certification that the position description is accurate; or, if

this is not the case, a current and accurate statement of his
assigned. duties and responsibilities.

(2) The specific reasons for the employee's opinion that the position
has been erroneously classified.

When the appeal has been prepared, it is requested that the appellpnt
forward it through official supervisory channels. Thus, the immediate
supervisor is given opportunity to review the statement of duties aud
responsibilities, and, if he agrees that it is factually eorrect, to sign the
statement. However, as stated above, if the appellant prefers, he may
forward his appeal direct to the Director of Personnel. The supervisor
neither approves nor disapproves the appeal as such, and has no author-
ity to delay its submissiou. If he disagrees with any factual statements
made, he should not sign the position description but should submit a
signed statement with the appeal, covering the points on which he
disagrees. These documents are forwarded to the Director, Atlministra-
tive Branch, for transmittal to the Director of Personnel.
--ililI'aitio., administrative decisions ae to whether or not &n employee, occupying a posl-
tion the grade of which has ben lowered as the result of classification actlon, ls entltled to
salary retention benefits, as provided in the Salary Retention Act, may also be appealed.
(See Section 2-8-6, Salary Retention.)

9/19/50 I
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The Agency has authority to correct its own decision without referral
to the Commission. Therefore, a eomplete technical reevaluation of
the points raised. in the appeal is made in the Division of Personnel.
If, as a result of this reevaluation, the Director of Personnel agrees
with the employee, corrective action will be taken immediately and the
employee and the Regional Administrator informed. in writiug of the
decision.

If the decision is unfavorable to the employee, the Director of Per-
sonnel shall so inform him and the Regional Administrator, in writing,
stating the efective date of the adverse action. The Director of Per-
sonnel makes Agency determinations with respeet to appeals of grad.es
up through GS-14. Agency decisions on appeals of grades above GS-14
are made by the Assistant Administrator (Administration).

APPEA1S IO C]VII SERVICE REGIONAT OFIICE

An emplo;,ee appeal to the Civil Service Commission's Regional Office
must be in writing and must include the follo'wing information as pre-
scribed by the Federal Personnel Manual:

(1) Appellant's name antl mailing address.
(2) Location of official headquarters.
(3) Exact location in the organization structure of the unit in which

he works.
(4) Present title, grade, and salary of his position.
(5) Requestetl title and grade or other classification action.
(6) Complete and accurate description of duties and responsibilities

performed, either on Optional Form 8, or check-list job sheet
form, prepared in accordance with the Commission's standard of
adequacy for position deseriptions on Page P-2-7 of the Federal
Personnel Manual, and also in Section 2-2-2. This descrip-
tion may be prepared by the appellant, or it may consist of
a copy of the official job description if approved. by him as a
complete and. accurate statement of his duties. Wherever pos-
sible, the employee and his supervisor should agree on the
description of duties and responsibilities performed..

(7) Reasons why he believes the position is erroneously classiffed, or
should be brought under or excluded from the Classification Act.

(8) Statement of any conditions or classiffcation standards known to
him which affect the appeal.

The Director of Personnel is required to submit an employee appeal
filed through him to the Commission within 30 calentlar days of its
receipt:

(1) When the employee has d.irectetl his appeal to the Commission
through the Director of Personnel ancl the Direetor of Personnel
does not act favorably on it, or

(2) When the Agency is not authorized to act on an employee appeal,
or

(3) 'When the Director of Personnel chooses to refer the appeal
without aetion to the Commission.

2 9/19t60
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The Director of Personnel will, when forwarding the appeal of an
employee to the Commission, furnish any relevant facts concerning the
employee's position as well as the Agency's justification for its decision.

Upon receipt of an appeal from an employee or from the Agency,
an inspector from the Civil Service Commission's Regional Office makes
the investigations and holds the discussions necessary to give him a basis
for a fair evaluation of the position. He may discuss the position lvith
the employee and his supervisor.

When a decision has been mad.e, the Commission's Regional Office
notifies the employee, and the Regional Administrator or the Central
Office, rvhichever has authority to classify the position. The Conmis-
sion's decision on the appeal is binding on all administrative ancl
certifying officers of the government.

FURTHER APPEATS

The decision of the Civil Service Commission's Regional Office rnay
be further appealed to the Commission's Central Of6ce. Such an appeal
is addressed to the Bureau of Inspections and Classification Audits,
United States Civil Service Commission, Washington 25, I). C. It nust
be filed within 7 calendar days after the Civil Service Commission's
Regional Office appeal deeision is received. A favorable clecision b"v the
Commission on the appeal will apply retroactively to the date of the
ad.verse action.
Effective Dsle of Solsry Chonge Following on Appeol Decision

Personnel actions and salary changes resulting from position classifi-
cation appeals wiII be made effective as quickly as possible but not
earlier than the date of the appeal decision, and not later than the
beginning of the fourth pay period following the date of a Central
Of6ce decision, or the date of receipt in the Regional Offrce of a Com-
mission decision.

A change brought about by a Cornrnission or an Agency classification
appeal decision is retroactive to the date of ad.r,erse action u,hen all of
the follorving cond.itions are met:

(1) The appeal d.ecision reverses, in u'hole or in part, a classification
action that led to a loss in grade or compensation;

(2) The appeal decision is based. on duties and responsibilities exist-
ing at the time of the adverse classification action, rather than
on any duties assigned later; and

(3) The initial appeal and any subsequent appeals rvere filed within
the 30-c1ay time limitations specified in this Section.l

APPEAI.S BY VEIERANS' PREFERENCE ETIGIBTES

In fiIing position classiffcation appeals, employees entitled to veterans'
preference may follow the procedures outlined. in Chapter S1 and It3
of the Federal Personnel Manual. Further information, and assistance
on veterans' appeals may be obtained from the Director, Administrative
Branch, or the Director of Personnel.

r The Commission may extenil the time Iimits speiffed in this Setion if an appellant shows
that circumstances beyond his control kept him from ffling an apDeal, or that he was not
notifietl of the time limit by the Agency,

9/19/50 3
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Section 2

EMPTOYA,IENT OF RETATIVES

This section prescribes policies governirlg the employment of relatives
\yithin the OA, CFA. IIRA, and HIII'A Regional Offices. The terrn
"employee" as used belo.r'refers to any employee of one of t}rese ele-
ments of the Agency.

PROPOSED APPOINIMENT OF CI.OSE RETAIIVES

The childrert, wives, husbancls, or palents of employees shall not he
consiclercrl for ernployment.

EI\APTOYMENI OF REI,ATIVES OTHER IHAN CTOSE RETATIVES

Whenever relatives othcr than the children, n,ives, husbands, or
parents of employees are considered for employment (and if employed,
upon arly chauge in employmeut status), the selecting olficial must
assure that the best interests of the mer:it system are served.

Ei PtOYl,lENT STAIUS FOLLOWING MARRIAGE TO AN EMPTOYEE

The marriage of an employee to another employee does rrot of itself
affect the retention of either ernployee. Horvever, to the maximum extent
consistent with the merit systern, assignment of husband and wife in
the same organization unit shall be avoided. fn no event shall duty
assignurents be peunitted whereby a supervisor-employee relationship
or other possibility of favorable treatment exists, or may ensue, between
sueh persons.

REQUESTS FOR EXCEPTIONS

Any requests for possible exceptions to this policy, as for example,
in the case of applicants or employees lvho are specially qualified in
occupational fields in u,hich a manpower shortage exists, shall be for-
t'ardecl to the Director of Personnel for consideration.

9/23/63 Poge I
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Section 3

TRANSPORTING FEDERAT EAAPTOYEES AND APPOINTEES TO
NEW DUTY STATIONS AT GOVERNMENT EXPENSE

The travel of an employee or appointee to a new tluty station and the
expense of transportation of his immediate family, and of transporta-
tion, packing, crating, temporary storage, drayage, and unpacking of
his household goods and. personal effects may be paid from Government
funds:

(1) When an employee is transferred between permanent duty sta-
tions for the convenience of the Agency.

(2) When a new appointee is transferred from another Federal
department or agency to a permanent duty station within and
for the convenience of the Agency.

(3) 'When a position to which a new appointee is to be assigned., or
to which a student trainee is to be promoted upon completion of
his college work, is i:r an occupational field in which it has been
determined by the Civil Service Commission that a manpower
shortage exists.

CHANGE OF OFTICIAI SIATION

Any change of permanent duty station is presumed. to be for the con-
venience and benefit of the Government unless the employee has re-
quested the transfer. An employee responding to an agency request for
candidates for a specific position will not be considered as having re-
quested a transfer.

TRANSIER FROM ANOIHER DEPARITIENT OR AGENCY

fn determining the eligibility of an individual recruited from auother
Federal agency for transfer at government expense, the facts must
support the conclusion that the employing agency actively sought out
the employee and seeured his acceptance of an offer of employment in
order to realize some unusual convenience or benefit to the Government.
If it appears that the employee actively sought the employment or re-
quested. the transfer, he is not eligible for transfer at Government ex-
pense. Accordiugly, where an employee is selected from the applicant
files, there is a presumption that he is not eligible for transfer expenses
in the absence of specific facts establishing that the transfer is not being
made at his request.

4/14/61 Poge I
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2-3-3 fronsporting Federol Employees qnd Appointe.s to
New Duty Slotions ol Governmenl Expenre

Other basic criteria for determining the eligibility of Government
employees for reimbursement of expenses incurred. in transfers from one
department to another are as follo'ws:

a. Expenses may not be allowed if there is a break of one or more
work days between the employee's last day of service with the
agency from which he is transferring and his first day of service
with the agency to which he is transferring.

b. Expenses may be allowed in only those cases where the transfer
is between permanent duty stations.

c. Employees are not exeluded from the benefits of the transfer ex-
pense statute by reason of holding other than permanent appoint-
ments or for lack of a competitive Civil Service status, if they are
otherwise eligible for transfer expenses.

DOCUMENTATION

In all cases of payment of transportation and travel expenses between
permanent duty stations or from another Federal department or agency
to a Regional or Field Offfce, Standard Form 52, Request for Personnel
Action, shall be sufficiently documented to support the conclusion that
the transfer is for the convenience of the Agency and not for that of
the employee.l

APPO]NIMENI OF NEW E'IAPIOYEES IN CRITICAL OCCUPATIONS

Pursuant to the provisions of PL 86-587, the Civil Service Commis-
sion has authorized the payment of travel and transportation expenses
to first duty post of new appointees and for student trainees when
promoted upon completion of their college work, to positions in the
United States for which there is determined by the Civil Service Com-
mission to be a manpower shortage. (See FPM, Chapter T-2, Appen-
dix A of Section 1.) The payment of these expenses upon promotion
of a student trainee after completion of college work is prohibited how-
ever, if such expenses were paid upon his appointment as a student
trainee.

If Regional Administrators have within their regions other types of
positions for which, in their opinion, a manpower shortage exists, re-
quests for authority to pay travel and transportation wiil be considered.
by the Director of Personnel. Such requests shall be accompanied by
the information requiretl by FPM, Chapter T-2. When national or
regional authority appears warranted, the Director of Personnel wiII
negotiate with the Commission or its regional offices in securing addi-
tional listing.

fn communicating with eligibles on certificates for positions in criti'
cal occupations, intent to pay travel and transportation expenses shall
be stated clearly, wherever pertinent, in ord.er that no eligible be placed

GI*l.o Section 4-2, New Employees Recruited from Auother tr'eileral Agency, antl Seotion 2-1-6,
Processing Personnel Action.
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2AA

at a disadvantage over any other by not having received this informa-
tion. Eligibles shall also be notified of the requirement of PI-r 86-587
subsection 7(b), that they must agree to remain in the Federal seryice
for a period. of one year in order to be entitled to receive travel antl
moving expenses.

RESPONSIBITITY FOR DEIERMINING EIIG'BIIIIY FOR PAYXIENI OF TRAVEL AND
iAOVING EXPENSES

Regional Administrators are responsible for determining eligibility
for and authorizing payment of travel and transportation expenses to
employees within their appointing authority who are transferred. be-
tween permanent duty stations within the Region for the convenience
of the Agency.

All other proposed payments of travel and transportation expenses
to new duty stations, including those in connection with transfers
across regional lines or from other Federal departments and agencies
and new appointments to positions for which the Commission has deter-
mined that a manpower shortage exists, require the prior approval of
the Director of Personnel.

If there is doubt as to whether the payment of travel and transporta-
tion expenses is authorized, the case, regardless of grade of the position
being filled, shall be referred to the Director of Personnel.

\
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Section 4

EiAPIOY'\AENI OF ANNUITANTS

In recognition of the Agency's policy for fiIling positions with the
best qualified persons available, no annuitant shall by reason of his
retired status, be barred from employment in any position for which
he is fully qualifled. In considering the employment of annuitants,
however, due weight shall be given to the long range objective of the
Agency to staff the career service with personnel qualified for
advancement.

An annuitant who has reaehed the mandatory retirement age will
not ordinarily be reemployed. Exceptions to this policy may be made
by the Director of Personnel only if it can be demonstrated that an
annuitant's qualifications are so specialized that the Agency programs
will be seriously handicapped unless he is reemployed. In the ease of
such an exception, reemployment shall usually be limited to 3 months.

An employee who has been retired. under the optional retirement
provisions of the Retirement Act shall not be reemployed for the pur-
pose of granting him Social Security coverage.

DISABIT|rY ANNUIIANTS

The Agency recognizes its special obligation to reemploy former
employees who have retired for disability and have recovered and been
restorecl to earning capaeity.

A disability annuitant, regardless of age, may be reemployed under
a temporary appointment of less than one year's duration without prior
approval of the Civil Service Commission.

A tlisability annuitant under age 60 may be reemployed in other
than a temporary appointment only with the prior approval of the
Civil Service Commission. Civil Service Commission approval is not
requiretl for the appointment of a clisability annuitant age 60 or over
to any position for which he is qualified.

ft must be determined, however, that the candidate is physically
qualified to perform the duties of the particular position for which he
is to be employed., in the same manner as for any other candidate being
considered for appointment.

FU'URE RETIREI'IENI RIGHIS

The future retirement rights and status of reemployed annuitants
depend upon a number of factors whieh are described in detail in the

3/l/62 Poge I
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Federal Personnel Manual. (See Reemployment of Retired Employees,
R-5-63.)

PROCEDURAI. REQUIRE'!/lENIS

Standard Form 52, Reqtcest for Personnel Action, shall be docu-
mented. as to supply the following information:

(7) All, annuitants: Statement regarding general background and
reasons for the recommendation.

(2) Annuitants otser age 60: Certification that the annuitant pos-
sesses special qualiffcations for the position vacancy.

(3) Annuitants to be newlg couered bg the Social Sear.ritg Act:
Certification that the appointment is for the good of the serviee
and not primarily to give the applicant Social Security coverage.

Poge 2 3/t/52
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Section 5

EXCEPIED APPOINIMENTS

This Section provides the general policy and procedures covering
excepted positions in the Office of the Administrator, the Community
Facilities Administration, the Urban Renewal Administration, and the
HHFA Regional Offices.

Excepted positions are those positions which are not subject to com-
petitive appointment procedures. They include all positions excepted
from Civil Service Act by statute and all positions excepteil from
competitive appointment procedures by Civil Service Regulation VI.
Some excepted positions may also be exeluded from coverage under the
Classification Act of 1949, as amended. Such a position is usually
called an " exempt " position. Whether or not the position is covered
by the Classiflcation Act has no bearing on it being an excepted posi-
tiou.

DETERMINING IHAI A POSITION I5 OR SHOUI,D BE EXCEPIED
'W'ith the exception of statutory positions, the Civil Service Com-

mission has authority to except positions from the competitive service
whenever it determines that it is not practicable to make appointments
to such positions through competitive examination. HHFA positions
excepted by the Civil Service Commission are in one of the following
categories:

Schedule A. Positions other than those of a confidential or policy-
determining character for which it is not praeticable to examine are
listed in Schedule A.
Sched,ule B. Positions other than those of a confidential or policy-
determining character for which it is not practicable to hold a com-
petitive examination are listed in Schedule B. Appointments to
these positions shall be subject to such noncompetitive examination
as may be prescribed by the Cbmmission.
Sch,ed,ule C. Positions of a confidential or policy-determining charac-
ter are listed in Schedule C..

Agency requests to the Civil Service Commission for the exception
of any position from the Civil Service Act must be made by the Admin-
istrator. Requests to the Administrator shall be made by memorandum
from the Regional Administrators, through the Director of Personnel.

The following are the rules for filling excepted positions:

(1) Selections for excepted vacancies must be based on fitness and
qualifications for the specific position to be filied.

(2) Only {Jnited States citizens wiII be employed" in excepted. posi-
tions. Exeeptions to this rule may be made by the Director of
Personnel when permitted by current appropriate legislation.

6/tt/58 Poge I



2-3.5 ExcePted APPointmenlr

The laws and regulations applieable to excepted positions are listetl
in Exhibit A.
IYPE9 OF EXCEPTED APPOINIMENTS

Effective July 1, 1958, appointments to excepted positions will be
made in one of the following ways with the notations indicated appear-
ing on the Notification of Personnel Action:

(l) Ercepteil Appointm,ent, NTE (d,ate). This terminology will be
used when a specific time limitation is necessary.

(2) Ercepted, Appointment-Career-Cond,itional. This terminology
will be used when it is normally expected that an employee wiII
become part of the Agency's permanent work foree. Upon com-
pletion of a three year substantially continuous Federal service,
the conditional limitation will be removed and the appointment
converted to Ercepted, Appointm,ent-Career (unless the em-
ployee occupies a military or defense transfer position).

(3) Ercepted, Appo'intment-Ind,efinite. This terminology will be
used for all other excepted appointments, including appoint-
ments in Schedule C. This type of appointment does not pro-
vide initial Civil Service Retirement Act coverage. Whenever
such coverage does not result from previous service under the
"continuity of service" formula of the Retirement Act and
where such coverage is deemed necessarg the Director of Per-
sonnel may upon specific reeommendation of a constituent or
division head, or Regional Administrator, approve the use of
Ercepted, Appointment in lieu of Eacepted, Appointment-
Ind,efi,nite.

EXCEPTED POSIIIONS TO WHICH CAREER APPOINTMENTS MA,Y BE MADE

The following Schedule A authorities are designated as appropriate
positions for either Ercepted, Appointment-Career Conditional, or
E rcept eil, Appoint ment-C ar eer :

6.101 (d) Attorneys
6.142 (a) (1) Executive Secretaries-NVMCEC

CONVERSION ACTION

The appointment journals of all employees in excepted positions
shall be amended or corrected in conformity with this Section. No
present employee shall be adversely affected. by this conversion action.
The Director of Personnel shall be responsible for establishing the
procedures for notifying affected employees and the issuance of the
corrected Notification of Personnel Action and for issuing instructions
regarding the establishment of an appropriate record if conversion
action is not taken.

Poge 2 6/tt/sg
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EXHIBIT A

APPLICABITITY OF VARIOUS IAWS AND CIVIT SERVICE REGULATIONS
TO EXCEPIED SERVICE POSITIONS

The fact that a position is in the excepted service does not in itself
except it from the application of provisions of law and regulations
that apply to Federal employees generally. For example, excepted
positions are subject to:

(L) Classification Act, unless they are covered by the exemptions
listed in Section 202 of the Classification Act or are exempted
from that act by some other statute.
Step increase regulations and general eompensation rules under
the Classification Act.

(2) Employment practices covered by Executive Order 10590 estab-
lishing a noudiscriminatory ernployment policy and providing
a procedure for handling complaints of discrimination.

(3) Group Lifa Insurance Act, unless they belong to groups ex-
cluded by the Act or by Civil Serviee Regulations.

(4) Incentiue Award,s Program.
(5) Leaae Act and, Leaue Regulations, except the Housing and Home

Finance Administrator.
(6) Ouertime, N,ight and, Holid,ay Pay Regulafions, unless they are

in one of the eategories exclud.ed by section 25.203 of the
Regulations.

(7) Performance Rating Act.
(8) Political Actiuity restrictions of section 9(a) of the Hatch Act.
(9) Reemployru,ent Rights Prouis,ion.

(10) Cioil, Seraice Retirement -Acf, unless excluded as outlined in
this Section.

(11) Security Regulations. Investigations are required for fiIling
all sensitive positions u'hether in the competitive or excepted
service and for appointments to non-sensitive positions.

(12) Separation Protection for Veterans. If the incumbent of an
excepted position is a veteran with a year or more of Federal
service the provisiorrs of section 14 of the \reterans Preference
Act apply.

(13) Unemployment Compensatioro, unless they belong to groups
excluded by the Unemployment Compensation Act or regula-
tions of the Department of Labor.

(74) Uniuersal Military Training and, Seruice Act. Section 9 of this
Act gives reemployment rights to persons who leave other than
temporary positions for military service.

(15) Veterans Preference Act. Preference in appointment and. re-
tention applies to all excepted positions other than those filled
by Presidential appointment or with Senate confirmation.

(76) Whitten Am,end,ment. (Sectiorr 1310 of the Supplemental

6/tt /s8
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EXHIBIT A (Pqge 2)

Appropriation Act of 7952, as amended.) Excepted positions
are affected by:

(a) The limitation of permanent appointments so that there
are not more than 70/o over total Government-wid.e num-
ber on September 1, 1950. In order to control this Govern-
ment-wid.e total, the Civil Service Commission has set up
the system of career and career-conditional appointments
for the competitive service and has authorized the various
agencies to set up similar provisions for the excepted
service rvhich must not result in an increase in the number
of excepted permanent appointments in the Agency over
the September 1, 1950 figure. Under current restrictions
the Office of the Administrator will limit permanent type
excepted appointments to positions in rvhich it is normally
expected that the employee may become a part of the
Agency's permanent work force aud. to special eases de-
scribed in Item (3) in the paragraph on "Types of Ex-
cepted Appointments " in this Section.

(b) The prohibition against making permauent appointments
to military and defense transfer vacancies. See Item (12),
" Separation Protection for Veterans. "

(c) The limitation on excessively rapitl promotions.

6/tt/58
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Section 6

ENTERING NEW EMPLOYEES ON DUTY

This Seetion covers procedures to be followed in entering a new
employee on duty. Since this is the first formal introduction of the
employee to the Agency, every effort should. be made to have the induc-
tion period organized so as to make a proper impression. The courtesy
extended. an employee when he enters on duty should be as impressive
as if it were a formal ceremony.

FORMS USED

Some forms are completed by all new employees entering on duty;
others are used only in certain instances. Listed below are the numerical
designations and titles of forms used for various types of appoint-
ments. Exhibit A is a checklist devised to assist Regional Offices in
determining which forms are need.ed for specific types of appointment.
Exhibit B shows the proper disposition of forms for appointments made
by the Regional Office and the Central Office.

Form: for oll fypes of Appointment

SF-57, Application for Fed,eral Employm,ent
SF-61, Appoim,tment Affid,a,uits (Oath, of Ofr,ce)
H - 130, Cert,ification of Priuate Bu,siness and Financ'ial Interests
CSC Form 385, Organizations Designated, bg Attorneg General,

Und,er E. O. 70450

W-4, Employee's Withhold,ing Eremption Cert,ificate

Additionql Forms Uscd for Specific Types of Appointment

SF-15, Veteran Preference Claim
SF-78, Certifi,cate of Medical Eramination
SF-85, Secu,ritg Inuestigo,t,ion Data for Non-sensiti,ue Position
SF-87, Ciail Seruice Com,mission Fingerprint Chart
SF-86, Securing Inuestigation Data for Sensitiue Position
SF-144, Statement of Prior Pederal Ciutlian aq,d, Militarll Beruice
SF-105, Certifi,cate of Mem,bership in the United, States Cia,tl Seruica

Retirement System
H - 128, Period,ic Step Increase

Mircelloneous Forms

In addition to the above appointment forms, the following are also
needed. in certain instances:

Form SS-5, Application for Social Securitg Account Number. If a
new employee is subject to tr'ICA d.ecluctions and has no social security
number, Form SS-5 is to be completed. The Regional Office will type
the words "Notify Employer" on one end of the form and mail it
to the nearest Social Security Administration Field Office. The em-
ployee will be notified directly of his number.
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23'6 Entcring Ncw Employecr on Duty

Form OAAN-7003, Dmployee's Request for Change in Recoril*. This
form is to be completed by employees who wish to make a correction,
such as a change of name, in their social security records.

Treasury Department Form No. 2254, Authorization for Purchase
of United, States Sauings Bond,s. Every new employee should be given
the opportunity to join the payroll savings plan for purchase of savings
bonds. F-orm 2254 is used for this purpose.

SF-53, Wutaer of Life Insurance. Insurance deduetions are auto-
matically taken from the salaries of employees subject to the Federal
Employees'Group Life Insurance Act of.7954 unless they sign SF-53,
Waiuer of l-i,fe Insurance Coaerage. This must be explained to an
employee when he enters on duty.

X'orm G-3385, Fe"deral, Dm,ployees' Group Life Insurance Pol,icy.
This form is given to all employees with the following exceptions:

(1) Not given to any employee who has filed Standard Form 53,
Waiuer of Lif e Insurance Coaeraga, until he meets the conditions out-
lined in the Federal Personnel Manual I-3-8," Cancellation of Waiver. "

(2) Not given to any employee with a temporary time limited ap-
pointment unless he is being reemployed with a break in service of
3 days or less and was insured in his previous agency.

(3) Not given to insured employees who transfer from another
agency, unless the previous agency failed to issue it.
Derignation of Beneficiory Formr

SF-54, Das'i,gnation of Beneficiary-Eed,eral Emplogees' Grougt
Life Insurance Act of 1954

SF-1152, Designation of Beneficiary-anpatil, Compensation of De-
aen,seil Ciaili,an Employ ee

SF-2808, Designat,i,on of Benefi,ciarg-Ci,uil Seraice Eetirement
BYstem

Any employee who wishes to designate different beneficiaries from
those provitlett by any of the acts dealing with retirement, Federal
Employees' Life Insurance, or in connection with unpaid compensa-
tion at death, must filI out the appropriate benefieiary form or forms
listed above.

SECURITY REQUIREMENTS 1

Non-Senritive Positionr

Accessious to non-sensitive positions usually require the minimum
investigation of a National Agency Check, including a check of the
fingerprint files of the Federal Bureau of fnvestigation, written
inquiries to appropriate law enforcement agencies, former employers
and supervisors, references, and schools and colleges attentled by the
individual. This is not necessary if the accession is:

(1) A reassignment or transfer within the Agency;
(2) By transfer from another Federal agency, provided the indi-

1 AIso Bee tr'oderal Personnel Manual, Chapter 1-2
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vidual concerned has had an investigation under Executive Order
10450 or Part I, Section 3, of Executive Order 9835. Any employee
who has had only a check under Part VI, Executive Order 9835, must
be given a National Agency Check when he enters on duty.

(3) By reappointment of a former Federal employee, within one
year of his last Federal employment, provided the individual concernecl
has had the minimum investigation described in (2) above.

Employees appointed by the Regional Office and on whom a National
Agency Check is required, should be fingerprinted and asked to com-
plete Standard Form 85 in quadruplicate. The original Standard Form
85 should be forwarded to the Security Officer in the Central Office,
and the fingerprint form, Standard Form 87, reference checks, usually
H-127L or II-106, Standard tr'orm 57, and three copies of the Standard
Form 85 should be sent to the appropriate Civil Service Region. For
employees appointed by the Central Office, the procedure is the same
as above except that the original of the Standard Form 85 should be
sent to the Division of Personnel in the Central Office instead of the
Security Officer.
Sensitive Poririon:

All accessions to sensitive positions require the prior approval of
the Central Office Security Officer. When a sensitive position, ou which
the Regional Office has appointing authority, is to be filled, the Standard
Form 52 requesting the action together with the Standard Form 57
and referenee checks (personnel folder in the case of a present
employee) should be forwarded to the Security Officer. The Security
Officer will make a determination as to whether a full field investigation
is required and will report this decision promptly to the Regional Offrce
concerned. fnterim clearances may be granted. The B,egional Office,
upon notification that an interim clearance has been granted pending a
full field investigation, may enter the employee on duty and have the
employee complete Standard Form 86 in triplicate. The original of the
Standard Form 86 should be forwarded to the Security Officer and 2
copies together with the Standard Form 87 should be forwarded to
the Civil Service Commission, 'Washington, D. C.

For employees appointed by the Central Office, the Division of Per-
sonnel, on the advice of the Security Officer, will notify the Regional
Office of appropriate action to be taken on sensitive positions. If a full
field investigation is required, the Standard Form 87 and the original
and three copies of the Standard Form 86 should be forwarded to the
Central Office Division of Personnel.

Tho Regional Office should notify the Security Officer by memoran-
dum when it wishes to recommend that a position be changed from
non-sensitive to sensitive or vice versa.
COIAPTETION OF FORMS

'Whenever a new employee has been asked to complete his appoint-
ment papers, someone should always be on hand to answer an)r ques-
tions he may have about them. The follorving points may be helpful
in this connection.

SF-57 Employees should be advised to sign the Stantlarcl Form 57
with their usual signature which will normally be one name,
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initial and surname. This signature should be the same as
that used on the Appointment Affidavits.

H-130 The Certification of Private Business and Financial Interests
should be completed after the employee has had an oppor-
tunity to read the HHFA Manual release, " Conflict of
Interest, " which is attaehed to the H-130.

SF-61 Before completing this form, the new employee should read
CSC Form 385. Both the front and back portions of Standard
Form 61 shall be completed and the "Information for
Appointee" torn off.

SF-85 It is important that all periods of employment and unem-
or 86 ployment be aecounted for on the security forms. A check

shall be made to insure that the spouse's date and place of
birth and the date and place of marriage are distinguishable
on the form.

VeriGcqlion of ltlilirory Service

If the appointee is a veterarr, an individual authorized to administer
the oath of office must compare the data given by the appointee, in
answer to question 15 on the Standard Form 57 concerning his military
service, with his discharge certificate or other legal certificates. This
verification, for employees appointed by the Regional Office, should be
noted in the appropriate space on the bottom of the front page of the
Standard Form 57. Verification of military service should be prepared
in memorandum form, unless the Standard Form 57 had. previowly
been noted as above, for employees appointed by the Central Office to
be forwardetl with the Standard Form 61. The certificate should read:

This is to certify that the Discharge Certificate of
indicates

Date of Entry in active serviee:
Date of Separation:
Branch of Service:
Serial Number:
Type of Separation:

(Signature)

(Titte)

(Date)

When the employee has served. more than one period of military
service, enter the above information for each period of service. If
these entries differ from those given in question 15, state the reasons
for the differenees.

Page 4 4/20/59

l



t

o

EnterinE New Employaes on Duty 2'3-6

ADftIINISTERING THE OATH OF OFFICE

The Oath of Office, for employees appointed by the Regional Office,
should be administered with the dignity which befits such a ceremony.
Have the appointee rise, raise his right hand, and repeat after the
person administering the oath, the words contained in part "A" of
the Appointment Affidavits. The oath should begin with, "I (em-
ployee's name) do solemnly swear (or affirm) that I will support and
defend***etc."
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EXHIBIT A

FOR'$ UsE CHART

234

TPE OF
APPOINTMENT 15r 57 61 78 85 86r 87 385 H-l30 H-128 105 t& w4

Temporary Appointment
(90 days or lesg)

New Employee x x x x 5 x

Former Federal
Employee x x x x 5 x

Temoomrv Aonointment
(Ilme limit-:more
than 90 days)

New Employee x x x x x x l x

Former Federal
Employee x x { a x x I x

Temporary Appointment
(Pending establish-
ment of register)

New Employee x x x x x x x x 5 x

Former Federal
Employee x x t I a x x x 5

Career-conditional
Appointment

New Employee x x x x x x x x x 6 x

Tlansfer or Rcin-
statement x x I a a x x x 5 x

Temporury Annuitant x x x a a x x 5 x

r Filed in connection with 5 point preference barcil on oemDaigp servico, ilisability, wifs,
wiilow, or mother prefereacs. (See FPM Chepter Y-1.)

3Useil for sensitive iobs oaly, with Btanrlaril Form 87.
r Depends on the len8ttr of break in service aince previous msilical. (See FPM Chaptar M.l.)
r Depenils upon ilegree oI security clearanco plevioully helil. Seo "Security Requiremente."
5 Completed ouly whenever prio! military or civillan Berrico crntrot be verif,ed .lrom

records in Oftcicl Pergonael Foliler enil ilischrrgp ptpsrs. Nosil not bo complstsd whea
there ig no showing ol prior civilian or militcry servics. It mcy be requerteil sinco previous
employment rscoril is generally not availrble rt tllo timo an employee entors otr iluty.
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DISPOSITION OF APPOINTMENT FORMS
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Enlcring Now Employcrt on Duty2-3-5

FORM NO. DISPOSITION: with Regional
Appointing Authority

DISPOSITION: with Central
Office Appointing Authority

SF-15
SF-53

Personnel Folder
Personnel Folder

Central Office
Central Office

SF_54 Original-Personnel Folder
Duplicate-Employee

Both copies-Central
Duplicate returned to

Office
employee

SF-s7

For non-se+gitiv_e positions, I
copy with SF-85 and reference
letters to CS Region.
For sensitive positions, 1 copy
with SF-52 and reference ]etters
to Security Officer.

1 copy-Personnel Folder

For appointments at GS-9 and
above, 1 copy to Central Office
with the SF-50

2 copies-Central Office

SF-61
Personnel Folder-Tear Sheet
to Employee

Central Office-Tear Sheet to
Employee

SF-78 Personnel Folder Central Office

SF-85
Original copy-Central Office
Security Officer-2 copies-Cs
Region

Original
Personnel
Region

copy-Central Office
Office-2 copies CS

SF-87 Forward with SF-85 or SF-86 Forward with SF-85 or SF-86

SF-86 Original copy-Security Officer
2 copies-Washington CSC Office

All copies-Central Office
Personnel Office

sF-105 Employee Employee

sF-144 Personnel Folder

Regional Payroll Office

Central OfEce

H-128

H-130 Central Office Central Office

G-3385 Employee Employee

CSC Form 385 Employee Employee

w-4 Regional Payroll Ofrce Regional Payroll Office

sF-1152 Original-Regional Payroll
Offi ce-Duplicate-Employee

Original-Regional Payroll
Offi ce-Duplicate-Employee

sF-2808 Both copies-CSC Washington
Duplicate returned to employee

Both copies-CSC Washington
Duplicate returned to employee

oAAN-7003 Nearest Social Security Admin-
istration Field Office

Nearest Social Security Admin-
istration Field Office

Form S$5 Nearest Social Security Admin-
istration Field Office

Nearest Social Security Admin-
istration Field Office

Form2254 Regional Payroll Office Regional Payroll Office

4/20/59
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Port 2. Pcrronnel Adminirtrotion
Choptcr 4. Chonger ln Stotur ond Saporotions

Seclion I

REDUCTION IN FORCE PROCEDURES

7+t

Th:is Section outlines the rules and regulstious governing rnductiors
,in foree in the Offiee of the Administrator. It summalizes the more
important seetions of the Retention Preference Begulations of the
Civil Service Commission, the laws under which these regulations are
issued and the administrative interpretations of those regulations whiAh
have been adopted by the Agency.

Glenerally, statutes and thc rtgulations of the Civil Serviee Cpmmis-
sion which guide reduction in foice operations in the OA pmvide for:

(1) The grouping of emplo;,ees b1' tenure, i.e., type of appointment,
, ,. urd veteran preference.for reduotion in fpree pulposesf

(2) The establishment of .eompetitive levels, i.e.; the grouping of
; positions similar in grade and duties.

(8) The establishment of areas,of eompetition, i.e., tbe relationship
betweeu the Office of the Atlministrator and the otlrer parts
of the HHFA in connection with reductions in forea

: (4) The rights of certain emplo5,ees whose, positions are eliminated
,,- to be assigned into, i.e., to "bump" into .continuing:positions

for which they are qualified and which are held by employees
with lesser retention rights.

(5) The appeal and rccmploymcnt rights of ernployees afteetetl by
r.eduetion in foree actions.

DET]NMIONS

of an

Rurloulylu. (as applied to ,reduetion in foree) means rotention oar th€
rolls on leave without pay petrding recall to duty.

Cornpeting Empl,ollees means the position inetmbent, if any, and.:6m-
ployees who a::e qualiffed for the position. t '

Qualtfuil, means having the basic education and experience, and, slch
speeial skills ancl aptitudes as are necess&ry, to take over -the
positions in a reduction in foree ahd rendei satisfactory s6rvice
without undue intemuption to the work progra$.,:

Competitiue Area means that part of an agenev, usually within a loeal
commutiqg area, in which employees ar€ shifted, transferred* re-

. assig:rcd, promoted,antl demoted:under sipgle admiui$rative,,ou-
thority, and within which competitive levels are estab.Iished,in

,/6/53 ?ogo I
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reduction in force. It does not limit the authority of the agency
to make pl&cements outside of the eompetitive area during BIF.

Competitiue Leuel, means all similar positions within a competitivs
area in which employees could be readily interchanged, without
und.ue interruption te the worlr program. Drcept in rare cases
such positions lvitt be in the same grade or occupational level.

Retelltbtt Etand,ing me&ns preeise rank among competing employees
for a eoutinuing position, by retention group and subgrouP, md

' by rttention eredits within eaeh subgtoup.

Retellltbn Creiilits means credits given for length of Government service' and performance'ratings.

Gouenwter* Beruice means the total of all periods of civilian senrice
' iri the exeeutive, legislative, antl judicial branches of the Federal

Government and'in the District of Columbia Glovernment, and of
all active military serrice.

Perfortnance Rating means the current official performanee rating
under.the OA Performance.Rating Plan. :

Conti,ru,ing Positipn means a position which is expected tb continue
I for at least three months after the effeative date of the separation,

furlough, or reduetion in grade or salary of an employee qualiffed
for sueh position.

Efiactixe Dofe rneans the date an employee is separated, reduced in
,, graderor pdy, or furloughed, as the result of aetions under these

regulations.

APl,UllEInAIrYE PlAl{Nll{G oF nEDUCIION lN rOtcE

t-dry
The Regional Representatives shall submit a memorandum to the

Central Ofice listing the positions to be eliminated and the names
of the pennns incumbering these positions. The Central Office Per-
somrel Branch will prepere the reduction in force notiees'and place-
.rlenit'ofrere besed onrthe retention registers and individual qualiffca-
tionf." l&ttieep and ofie.;rs addressed to Regional employ4es will be trans-
&itted thmugh the Eegional Repreeentative eoncerned.'

!ql,f cle@

manncr

are not the employees to be
i,..:
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IEIBIIIO}I ON IEilURE GTOU?s

X'or the purpose of determining relative retention preference in
redustions in force, eompeting employees with perfotmanee ratirrgs of
"Satisfaetory" or better are elassified aecording to tenure of employ.
ment and veteran preferenee in groups and subgmups as folloum.

Group l-Corcer

In the competitive service, this group consists of eareer employees
who have completed probation and who are not "temporary" or "in-
definite" as the result of promotion, transfer or reinstatement, exeep!
that eareer employees serving under eonditional promotions shall be
considered in this gmup with resptct to positions at and below the
gtade in whieh they last served on a permanent basis.

In positions excepted from the eompetitive serviee, this group in-
eludes all employees serving under appointments with no eonditions or
restrictions. -

'Within this gmup, persons entitled to veteran prefererree are in sub-
group "A" and others in subgroup "B."
Groop ll-Ccroor€ondirionqt

In the competitive service, this group ineludes career employees who
are conditional because they are serving probationary periods, or are
"temporary" or "indefinite" as the result of promotion, transfer or
reinstatement, or are subjeet to some other limitation of a similar
nature.

In positions excepted from the competitive service, it ineludes em-
ployees who are conditional solely as the result of promotion or rein-
statement.'Within this group, pertsons entitled to veteran preferenee are in sub-
group "A" and others in subgroup "8."
SrAgroup tll-lndoenitc

This group includes persons serving under nonstatus nontemporary
appointments in positions in the eompetitive serviec. It also ineludes
emptroyees in positions exeepted from the eompetitive serviee serving
under any condition or limitation other than a eonditional promotion
or reinstatement or a speeific time limitation of one year or,less.

Within this group, persons entitled to vetcran prefercnee are in
subgroup "A" and others in subgroup "B."
Enployccr Excludcd lrom Rctmlion Groupr

Since employees who hold temporary appointments and those who
have reeeived an official performanee rating of "Unsatisfaetory" may
be separated at any time without use of reduetion in force proeedures,
they are not listed in any retention group. They will be listed, how-
ever, in their proper eompetitive level.

RETENIION RBGTSIERS

When two or morc competing employees arc in a competitive level
nhieh is to be affected in reduction in foree a rctention register is com-
piletl by the Central Office Personnel Braneh. All employees in posi-
tions iu,sueh a. level regardless of leave status, exeept those on militarS,
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furlough, are entered on the reteution registcr in order of retention
groups and subgroups, and aceording to rctention credits in any sub-
group. femporary employees and employees with "Unsatisfactqry"
performanee ratings are listed below those in regular retentign groups.
The register wili reflect the expiration date of the one year statutory
retention rights for all employees having sueh rights.

Separate registers arr compiled for the competitive service, the ex-
cepted service and for positions filled on a rvhen aetually employed
(WAE) or part time basis.

Rc0ention Credirr

Ono rttention credit is.given fot each full year of Federal Govern-
ment service, and four retention credits is given for an " Outstanding"
performanee rating.
Avoihbiliry for tnrpcction

Bmployees notified of proposed advcrse action in reduction in force
will have an opportunity to exarnine retention registers and other
records which have a bearing on the actions in their eases. Retention
registers will be made available for inspection at the appropri'ate field
offices.

REDUCflOT{ !N FORCE ACTION

$mployees who cannot be retained in their positions because of a
reduction in foree will be ehanged to a eontinuing position, separated,
or furloughed.

Ordor of Sctcction

With respect to each competitive levcl, action is taken to remove
all employees with official "Unsatisfactory" performance ratings, and
all temporary employees from positions affected. by a reduetion in force
beforo any competing employee in any retention group is reached for
action. Seleetion, therefore, must be made in order from the bottom
to the top of the retention register. HaIf years of serviee will be used
in breaking ties in retention standing, but any ties still remaining rvill
be tlecided administratively.

Employees with one year statutory retention rights after return
from military furlough 1 must be retained through that year regardless
of their relative retention rights, and are thcrefore, an exeeption to the
normal order to seleetiou.

RIF Phcomont Righrr
Cornpctitivc Scrvicc

An employee in the career or career'-conditional group who is willing
to accept a reasonable change of position may not be separate{ or
{urloughed for more than 30 days, or subject to a greater reduetion
in pay than necessary under reasonable position change, if-

(1) There exists a continuing position in the eompetitive service for
rvhich he is qualified ineumbercd by an employee in a lower
subgroup in the samc eommuting area, or

1 See Section 2-4-2 of this Volume.
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(2) If he is qualified to go back in the same competitive area to
a position essentially similar to one from whieh he was prornoted
and which an employee of lower retention standing holds.

Exceplod Scrvice

An employee in the excepted service must be retained in his position
and may not be furloughed for more than 30 days or redueed in gratle
or pay in a reduetion in force as long as thero is a competing empldyee
with lower retention rights in the same eompetitive level.

icoronoblc Chonge in Podtion

Any change of position will be considered rcasonable if it is made
without reduction in grade or pay, or if a reduction is necessary, at
the least reduction possible under Civil Service Commission regula-
tions. The OA need not, however, give an affected employee an option
of tho alternative changes possible, nor need the OA confine its
offer to any particular commuting area. The refusal of a reasonable
offer will require the separation of the employee.

Furlough

Employees may be furloughed for not more than one year from
the date of notice instead of separated if it appears that the conditions
eausing the reduction in force are temporary and the recall of the
employees contemplated. The notice will intlicate the date of
recall to duty, but shoulcl recall later become impossible, reduction in
force procedures must be again instituted before the employee may
be finally separated.

E:<ceptionr lo RIF Procedurc
'Whenever the OA fintls that it is necessary to prevent undue inter-

ruption to a necessary activity by retaining an employee after a eom-
peting employee of higher retention standing has been reaehed, the
employee ad.versely affeeted will be notified of the exeeption and his
right of appeal to the Civil Service Commission. The notice will be
prepared by the Central Offiee.

colrtPEnnvE AREAa wlIHrN rHE oA
'Within the OA, the F ederal National l\[ortgage Association has been

approved by the Civil Service Commissiou as a separate competitive
area. Thus positions in the Federal National Mortgage Association
are not included in the sarne competitive level as other OA positions.
However, status employees who are not plaeed in their own eompetitive
area may ' 'bump " aeross competitive area lines into positions heltl by
emplo]'ces in lou'er retention subgroups. Thus, for example, a GS-4
Clerk-Stenographer who is a status employde in FNMA and fon whom
there is no placelnent at GS-4 in FNMA during a reduction in foree,
has a right to any continuing OA position at GS-4 or below for whicli
she is qualiffed and. which is heltl by an employee in a lower retention
subgroup.

The Commission has also ruled that for RIf,' purposes there is no
eompetilion between the OA and the Federal Housing Administration,
Public Housing Administration and the Home Loan Bank Board.
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llOW REDUCIION lN rORCE ACIlOtl6 AnE IAKEltl
'When the list of positions to be vacated is received Uy the Personnel

Braneh, reduction in foree procedures are instituted to'determine which
smployees must be separated, furloughed or offered placement in cou-
tinuing positions at their same or lower grade. To illusf,ratethis process,
a hypothptical case is described below.

One of the positions on the list received by the Personnel Branch
was that of ineumbered by Jane Smith, who was a
Career-Conditional because she was
and had been promoted from GS-4

a status Yetqlan
since September

1, 1950 (the date of the 'Whitten Bider). She had 9 yean of
serviee and a t' Satisfactory"'Miss Smith

Performance so she hatl 9rating
GS.5retention crredits.

looked like this:
's competitive Secretary level

' ,.Leuel, Subgroup Name Creil,its

318r I-B Jones, Sally 7
II-A Smith, Jane I

Since Miss Smith is last in her competitive level she had to
' vaeato the GS-5 Secrrctary position. The Personnel Braneh, in

tryrng to rreassign her at the GS-5 level, fountl only one position
incumbered by an employee in a lower subgrroup is that of Aeeount-
ing Clerk for which Miss Smith ditl not qualify.

Because Miss Smith's permanent position is GS-4, she is then con-
sidered to have been returned to this position (Clerk-Stenographer
GS-4) as a Group I-A.
. Here was the way thc GS-4 Clerk-stenographer level looked:

Leael, Snbgrou,p Nam,e Creilits312 r-A *"#:{i*lr'. '?
II-B White, Gloria 74

III-B Green, Doris 3

Miss Smith was offercd the GS-4 position effective in 30 days, and
Mrs. Green was given a 30 tlay separation notice.

MDUCNOT lN FORCE NOTICE

Each employee who is to be scparated, furloughed or red.ueed in
gTade or pay will receive a written notice specifying the aetion and
the reason for the action at least 30 tlays but not more than 90 days
before the proposed effective date. Whenever possible employees af-
fectetl will be retained iu duty status, but if work load or budgetary
eonditions demand, employees may be placed in annual leave or nonpay
status. Employees have a right to appeal time in nonpay stafus to
the Civil Serviee Commission.

r An atlministrative cotle, based on the Position Classification Codes System, to
identify the eompetitive level.
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Whenever a.dministratively feasible, first notice to the affected
employee rvill be specifie and will include any offer of RIF placement
in another continuing position. If this is not possible, however, a
goneral noticr, rvhich is a warning that reduction in force action will
probably be neessary, may be issued. Such general notices must be
followed by speeific notices within the 30 days notice period. AII
notiees will be prepared b1,'the Central Office.

If BIF placement offers are not accepted, or if a reply to sueh an
ofer is not received. within the time limit speeified on the offer, the
reduetion in foree furlough or separation becomes efiective auto-
matically on the date incliea.ted in the notiee.

NEHAPLOYMENT PNIORIIY I,IST

Carcer group and Career-Conditional employees (except those who
havo not completed their probational period) who have been separatetl
in reduction in force have certain priority rights to be recalled to
positions within their eompetitive arca for which they are qualifietl.
No appointment by transfer, or new appointment, except that of a
10 point prefer.ence eligible may be made to a position for which there
is a qualified available person having such priority rights.

The list of such employees, called the Reemplo5rment Priority List,
is maintained in the Personnel Branch. Removal of names from this
list is made und.er the following cireumstances:

(1) Permanent return to duty.
(2) Decline of a position at the gpade left in RIF.
(3) Request of the employee.
(4) Acceptance of a nontemporary position in another ageney.

(5) Expiration of priority rights aftcr one year from the date
of tho reduetion in force notiee.

Exeeptions to the priority recall rights may be made only to prevent
undue interruption of work and, are handled as exceptions to the order
of seleetion in reduetion in foree. (See Reduction in tr'orce Aetion
above.)

APPEAIIS

Any employee notified.of proposed action in reduction in force who
believes that Civil Service Regulations or the procedures in this Section
have not been correctly appliecl in this case may appeal to the OA
Director of Personnel within ten days of the receipt of the notice or
supplementary notice of the proposed aetion. The appeal must be
iu writing and must specify the reasons the employee has for believing
the proposecl action to be impropcr. The Director of Personnel, or an
ad hoc committee appointed by the Director, rvill consider the appeal
and reply in writing within seven days. The employee has ten tlays
from the receipt of this reply from the Director of Personnel to
make a written and specific appeal to the Civil Service Region serving
his area. OA appcal procedurrs must be follorved before an appeal
will be aceepted by the Civil Serviee Commission.
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Section 2

POSITION CHANGES AND SEPARATIONS

The following information of a general nature is intended to call
attention to certain points in handling position changes and separations.
More detailed information is available in the Federal Personnel Manual,
Pages X-1-29 through X-1-32.11, eovering reassignment and promotion
actions; Pages S1-1 through S1-36, covering separations by resignation,
transfer or retirement, and taking adverse actions; and Chapter R-5,
covering retirement.

POSITION CHANOES

Promolions ond Reossignmenls

AII promotion aetions shall be mad.e in accordance with the Ageney
Promotion Guideline and the specific promotion plan applicable.

Non-status employees serving in TAPER appointments cannot be
promoted, nor can they be reassigned to a different line of work. In
order to effect sueh a reassignment, or promotion, it is necessary to
obtain from the Civil Service Region a temporary recruiting authority
(TAPER) for the desired series and grade of position. In such cases
Standard Form 50, Notifica'tion of Personnel Action, should indicate
that the new appointment terminates the old.

Demolions ond Other Adverse Aclions

Generally, proposed adverse actions of any kind should be brought
to the attention of the Division of Personnel as soon as possible for
advice, assistance, and instructions. While the Federal Personnel Man-
ual (Pages X-1-29 through X-1-32.11) touches on some of the require-
ments to which adverse actions are subject, Pages S1-1 through 31-36
deal extensively with the matter and should be read in connection with
any development likely to result in an adverse action.

Security Considerotions

The proeedures and security requirements for placing an employee
in a Sensitive position by a position change action is generally the same
as those for an initial appointment to such a position. (See Section
2-3-6, Entering Employees on Duty.)

The Security Officer must be kept informed of any changes which
affect an employee in a Sensitive position and the identification of the
position itself. Regional Offices must, therefore, notify the Security
Officer each time an employee in a Sensitive position is assigned to
another position. (See Section 2-2-2,Position Classification Procedures,
for instructions on handling position classification actions when another
position is established in lieu of a position already designated as Sensi-
tive.) The notification must show the name of the employee affected
and all position designation information for both positions affected
(title, grade, series, and position number.)
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An employee who is assigned from a Sensitive position to a non-
Sensitive position will generally lose his security clearance for access
to security classified information. If he will continue to have access
to security information, the usual request for a Sensitive designation
of the new position shall be made to the Security Officer.
Conversiont

An employee being converted from a TAPER, temporary time-lim-
ited, or excepted appointment to career-conditional must complete a
new oath of office, Standard Form 61, Appointment Afid,auits (Oatlt
of Office.)

SEPARATIONS

Because of the Group Life Insurance and unemployment benefits for
which employees may have eligibility, the handling of separation actions
should be expedited.

The Standard Form 50 must show the speeific reason for separation;
" Personal reasons " or " ill health " are not sufficient documentation
on a resignation action, see It-1-30, ftem No. 4 of the Federal Personnel
Manual.

Resignations

Whenever possible an exit interview should be condueted to empha-
size the significance of some of the more routine-appearing forms, such
m the insurance conyersion form (see below). It should be made clear
to the employee that if he is reemployed by the Government prior to
the expiration of the period covered by the lump-sum leave payment,
he will be required to refund that part of his lump-sum payment rep-
resenting the unexpired portion of his leave. He should also be in-
formed. of his retirement refund rights and his right, if any, to receive
a future annuity. Resigning employees should be encouraged to give
full reasons for their resignation.

Retiremenl

fn eases of optional or mandatory retirement, the Regional Office
shall be sure that all elaimed serviee is creditable for retirement pur-
poses before forwarding the Standard Form 2801, Application f or Re-
tirement.

fn eases of disability retirement, considerable documentation is re-
quired. The following additional supporting documents should be sub-
mitted 'lvith the Standard Form 2801, Applica,tion f or Retirement:

(1) Standard Form 2801-A, Superior Officer's Statement ,tn Connec-
tion With Application for Total Disability Betirem,ent.

(2) Standard Form 2801-8, Phgs'i,cian's Statement in Connect,ion
With Applicat,ton f or Total DisabilitSy Retirement, and,

(3) Report of examination by a tr'ederal medical officer, if the em-
ployee has been examined by a Federal medical officer, or

(4) Stantlard Form 112, Dttplicate of Reqnest for Medical Eram-
ination. The original will have been forwarded to the nearest
Regional Medieal Officer with the Standard Form 2801-A and
2801-B.
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Delays in processing can be avoided by making sure all papers are
in order before submission to the Civil Service Commission. It should
be noted that employees may earn leave on leave while awaiting dis-
ability retirement and that they must be kept on the rolls in a leave or
leave without pay status until the Ageney is informed that the dis-
ability retirement has been approved. Upon receipt of approval the
separation should be made in accordance with instructions in the Fed-
eral Personnel Manual, R-5-42. Standard X'orm 52, Request for Per-
sonnel Action, for retirement, should include the employee's home ad-
dress for the purpose of forwarding important insurance and other
documents.

The retiring employee may be eligible for a Certifieate of Apprecia-
tion (see Exhibit A), provided he has at least ten years of Federal
civilian serviee of which a total of five years has been with the HHFA.
A recommendation from the Regional Administrator eertifying that
the employee has met the above requirements should be ineluded under
"remarks" when submitting the Standard Form 52.

The certifieate will be prepared in the Central Offiee, signed by the
Administrator, and forwarded to the Regional Administrator for
appropriate presentation.

fn a retirement case, the free insurarrce features shall be explained
to the retiree if he is covered.. See Standard Form 56, Agency Certifi,ca-
tion of Insurance Status.

A roster shall be maintained of retired Regional employees who are
willing to be reemployed in the event of a civil defense emergency.
One copy of the roster shall be kept in the Administrative Branch in the
Regional Office and one at the Regional relocation site. Form H-831,
Retireil Employees Ciuil, Defense Registration Form, shall be used to
obtain the necessary information from retiring employees. (See Ex-
hibit B.)

Retiring employees are not, of eourse, required to register but they
should be eneouraged to do so. Those interested shall be requested
to complete Form H-831 at the time of retirement and return it to the
Regional Office as soon as they have established a permanent address.
The name of each retired employee who registers shall be kept on the
roster for two years.

FORIAS USED ON SEPARAIIONS AND TRANSFERS

In addition to the usual documentatiou required on separations and
transfers, i.e., Standard. Form 52, Request for Personnel Action, and,
Standard Form 50, the following forms are also used:

Stand,ard, Form 8-I{otice to Fed,eral Em,ployee About f}nemploy-
rnent Comp,ensation-This form, with the
name and address of the office where the em-
ployee's payroll record is kept, should be
given to:

8l fiiliilI::: Tfl:'li"i iTLJI'::';l-;.
leave without pay for 7 days or more,
and
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Employees being transferred. to another
payroll office.

(3)

Stanilard, Form S4-Destgnation of Beneficiary (Feileral Em-
pl,oyees' Group Life Insurance Act of fiSa)

-The following procedures must be strictly
observed. Under no circumstances should a
Designation of Beneficiary be given into the
custody of an employee for transmittal to the
Civil Service Commission.
(1) In non-disability retirement eases: If the

employee has at least 15 years'creditable
service, is entitled to an immediate an-
nuity,, and has a current Standard Form
54, Designatinn of Beneficiarg, on fiIe,
send the Standard Form 54 and the origi-
nal Stand.ard Form 56, Agency Certifi,ctt-
ti,on of Insurance Status, to the Commis-
sion together with the employee's appli-
cation for retirement and supporting
papers.

(2) In disability retirement cases: ff em-
ployee is still on the Agency rolls, and has
a current Designation of Beneficiary on
file, send the Standard Form 54 and
Standard Form 56 to the Civil Service
Commission together with the employee's
Standard Form 2806, Iniliaid,tnl Retire-
ment Recoril. If the employee is sepa-
rated before his application for disability
retirement is ffled with the Commission,
follow the proeed.ure stated in (1) above
for non-disability retirement cases.

(3) Where employee does not apply for re-
tirement: Where a separating employee
is eligible to retire but defers the filing
of his Applieation for Retirement, retain
his current Standard Form 54, if any,
in his Official Personnel Folder, and
note the bottom margin of the original
Standard Form 56 (which is given to
the employee), "CURRENT STAND-
ARD FORM 54 ON FIIrE IN OFFI-
CIAIr PERSONNEIJ FOIJDER." The
Commission will request the Standard
Form 54 from the Fetleral Reeords Cen-
ter when the employee applies for retire-
ment.

(A) In employees' compensation eases: At-
tach the current Standard Form 54, if
any, to the original Standard Form 56
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on which employee is applying to have
his insurance continued and send" both
forms to the Commission.

Stanilard, Form 5\-Notice of Conuersion Priuilege (Federal Em-
ployees' Group Life fnsurance Aet of 1954)
An employee subject to FEGI-.i I coyerage
should be given a Notice of Conversion Privi-
lege when:
(1) He is separated for any reason, including

separation for transfer, except mass
transfer, to another agency,

(2) He eompletes 12 continuous months in a
non-pay status,

(3) He enters on acti'r,e duty or active dut1,
for training, unless such dut;' period is
covered by military leave l,ith pay, as
a member of a uniformed service, or

(4) He transfers to a position excluded from
insuranee coverage.

Bta'ndard, lorm 56-Agency Certifi,cation of Insurance Sfaftrs
(Federal Employees' Group I-.rife Insurance
Act of 1954) An employee eligible to convert
his group insurance to an indiviclual polici'
must have a certification of his insurance
status from his former agency. A file copy of
this eertificate must be retained. in the Official
Personnel Fold.er. If the employee wishes to
convert, send. him the original and duplieatc
copy. fn the case of retirees, send the origi-
nal certificate to the Civil Service Commissiotr
along with the application for retirement, un-
less the retiree wishes to convert to an indi-
vidual plan.

Form FE |-Clairru for Death, Benefits (tr'ederal Ern-
ployees' Group Life fnsurance Act of 19.--14)

fn case of the death (or dismembermeut) of
an employee it is the employing office's re-
sponsibility to promptly eontact the person
entitled to the benefit and assist him in filiug
a claim. Form FE 7 is used for claim for
accidental dismemberment benefits.

Stanil,ard, lorm, 21)0-Application f or Death Benefits (Civil Service
Retirement System) When an employee sub-
ject to the Retirement Act dies, the employing
agency should contaet the next of kin or emer-
gency addressee and aclvise such person of the
right to apply for death benefits under the Act.
The agency should also assist in completing
the Standard Form 2800.
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Btand,ard, Eorm 1753-Claim of Destgnated Beneficiary anil,/or Bur-
uiuing Spouse for Unpuiil Compensation of
D eceased, Ciui,lian Employ ee

fn case of an employee's death the employing
agency should contact the next of kin or per-
son designated in the Standard Form 1152
and advise such person of the right to apply
for the unpaid eompensation of the deceased
employee. The ageney should also assist in
completing the Standard Form 1153.
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EXHIBIT A
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EXHIBIT B
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Section 3

CTEARANCE FOR FINAL SALARY PAYiAENT
'When an employee is separated or placed on leave without pay for a

period of 3 months or more, final salary payment must be withheld until
the employee has accounted for property charged to him and has been
cleared of official indebtedness.

PREPARATION OF CTEARA,NCE FORII/T

The administrative officer of the branch to which the employee is
assigned shall initiate the request for clearance on Form H-58, Cl,earance
for Final Salary Paymen,t (Exhibit A), at the time S.F. 52, Request
lor Personnel Action, is submitted to the Director, Administrative
Branch. Form H-58 shall be prepared in duplicate and signed by the
administrative officer as the initiating official. One copy shall be retained
by the initiating offcial.

PROCESSING OF CIEARANCE TORiA

The Administrative Branch shall cheek its records to assure:
(1) That all property and other General Services items charged to

the employee are listed.
(Z) That all items concerning official indebtedness charged to the em-

ployee are listed.

Items not listed will be added to Form H-58. 'Where applicable, an
employee in the Administrative Braneh responsible for the items cate-
gorized on Form H-58 as (Division of) General Services or Finance
and Accounts items shall sign as authorized representative for the re-
spective items. Otherwise, the Director, Administrative Branch, or his
designated representative, shall sign for both categories. Form H-58
shall then be returned to the initiating official.

TINAT C1EARANCE

On the employee's last day of d.uty, the initiating official shall obtain
all items listed on Form H-58 and ascertain that aII official indebtedness
has been settled and redelegations revoked. Ordinarily, settlement of
indebted.ness will be made through the initiating official; if this is not
done, the initiating official should verify settlement with the Administra-
tive Branch. If the employee has lost or is unable to account for any
item of property or has not settled an indebtedness, these shall be noted
as exceptions on Form II-irS rvith an explanation of the circumstances.
If additional space is needed, the back of the form should be used.

The original Form II-58 shall be signed by the initiating official and
sent to the Administrative Branch.

fn signing the final clearance, the initiating ofiicial aceepts responsi-
bility for all tangible property items which he has acknowledged as
having been returned by the employee. Tangible property items shall
be returned to the responsible office or reassigned withitr the initiating
office in accordance with administrative regulations.
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EXHIBIT A
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Section 4

RETIREAAENT

This Section provides general information regarding benefits, rights
and obligations of employees under the Civil Service Retirement Act.
Specific questions should be referred to the Administrative Branch or
to the Division of Personnel. These offices provide counseling to em-
ployees and to candidates for employment and serve as a central point
for the dissemination of retirement information.

IHE RETIREftIENI FUND

Basically, the Civil Service Retirement Fund is an accumulation of
money heltl in trust by the Treasury Department for the purpose of
paying annuities, refunds and death benefits to persons entitled to them
under the Retirement Act. The fund consists of deductions from base
salaries, matching contributions of the employing agencies, government
appropriations, and interest earned on the first three sources through
investment. The present rate of salary deduction is 6$/o, although it
has varied in the past. Except for indebtedness due the United States,
including a claim for over-drawn leave, retirement fund. payments are
not subject to attachment, levy, garnishment or other legal process.

COVERAGE AND iAEITABERSHIP

The Retirement Act automatically covers all employees except those
speciffcally exclud.ed. by law or by the Civil Service Commission. Gen-
erally, OA employees are covered by the retirement system, except:

(1) Employees serving under appointments limitetl to one year or
less.

(2) Part-time, when actually employed, or intermittent employees
having no regular tour of duty.

(3) Employees paid on a contract or fee basis.

(4) Employees serving under temporary appointments pending
establishment of registers, or pending final determination of
eligibility for permanent appointment.

(5) Employees serving under emergeney indeffnite appointments,
not exceeding 5 years.

Under certain conditions, it is possible for an employee to be covered
by the Retirement Act even though he serves in a position excluded
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from the Act. These conditions are explained in the Federal Personnel
Manual.

Although an employee is covered by the retirement system as soon
as he enters in his first elegible Federal position, he does not achieve
membership in the system until he has attained 5 years of creditable
civilian service. Membership means eligibility for retirement benefits
outlined in this Section.

CREDITABlE SERVICE

Civilion

Although almost all civilian service performed as an employee of
the Federal Governmeut and the District of Columbia government is
creditable, its creditability may be checked by reference to the Federal
Personnel Manual. Whenever service cannot be identified as clearly
creditable, the Division of Personnel should be requested. to make fur-
ther study of the case.

l/lilirory

Generally, all periods of active service in any branch of the Armed
Forces of the United States is creditable for retirement purposes. Mili-
tary service may be counted. toward the neeessary 5 years of civilian
service only if the employee is on military furlough from a Federal job.
After final separation from eivilian employment, military serviee is
not creditable for retirement purposes.

Periods of military service performed after December 31, 1956,
(except while on military leave with pay from a civilian position) are
excluded. in computing an annuity if, at the time of computation, the
employee (or his survivor), based on his wages or self-employment in-
come, is entitled to old age or survivors'social security benefits.

DEPOSITS, REDEPOSIIS AND VO1UNIARY CONIRIBUTIONS

Deposits

Opportunity is afforded to employees to make deposits to the Retire-
ment Fund to cover periods of creditable service since Augusl 1,7920,
for which deductions, for any reason, were not made. Whether or not
it is worthwhile to make a deposit depends on personal circumstanees,
the age at which retirement is expected, and the time elapsed since
service for which the deposit is considered.

The Administrative Branch shall furnish assistanee to employees in
calculating the benefits to be derived from making deposits or redeposits
to the Retirement Fund. If it is decided to make a deposit for a period.
of service, the employee should complete Standard Form 2803, Applica-
tion for Seruice Credit, and refer it to the Administrative Branch for
forwarding to the Civil Serviee Commission.
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Redeposirs

Redeposits are payments to cover a period of creditable service for
which the paid deductions have been withdrawn from the Retirement
Fund.. A redeposit, which consists of the amount withdrawn, plus the
annually compounded interest, is mad.e in the same manner as is de-
scribed above under "Deposit."

Because no service credit is allowed for periods for which redeposits
are due but not made, it is almost always in the best interest of the
employee to make a redeposit.

Volun?ory Contributions

Voluntary contributions to the retirement fund in multiples of $25
are acceptable as long as an employee is in service if he has made all
deposits and redeposits for prior service. Contributions may not exceed
l0/o of the aggregate basic pay received since August 1, 1920. Each
$100 in an employee's voluntary contributions aceount at the time of
his retirement will provide additional yearly life annuity in the amount
of $7, plus 20 cents for eaeh full year he is over age 55 at that time.

RETIREMENT ETlG!BIlITY

Oprionol Reliremenl

An employee under the Act is eligible for optional retirement on an
immediate annuity provided he has been employed under the Aet for
at least 1 year within the Z-year period immediately preceding the
separation on which the annuity was based, and meets one of the follow-
ing conditions: (1) attainment of age 62 and completion of 5 years
of civilian service, or (b) attainment of age 60 and completion of
30 years of creditable service, ineluding 5 years of civilian serviee, or
(c) attainment of age 55 and completion of 30 years of creditable
serviee, including 5 years of civilian service.

If the employee is under age 60, the basic life annuity rate is reduced
by one twelfth of I percent for each full month he is under age 60.

There is a special, more liberal optional retirement provision for em-
ployees whose duties involve primarily the investigation, apprehension
or detention of persons suspected or convicted of offenses against Fetl-
eral criminal laws. The Division of Personnel will answer questions
regarding this provision for any employee concerned.

Age Retiremenl

Retirement is mandatory when an employee meets all of the follow-
ing minimum eonditions :

(1) He has attained age70.
(2) He has completed 15 years of creditable service, including fivo

years of civilian service.
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(3) He has been employed under the Act for at least one year within
the two-year period immediately preceding his separation.

The Administrative Branch shall notify affected. employees in grades
GS-12 and below, in writing, at least sixty days in advance of the
efrective date of their separation. The Division of Personnel will be
responsible for issuing similar notices to employees in grades GS-13
and above.

Disobiliry Ratirement

An employee with 5 years of civilian service is eligible for disability
retirement if he is physically or mentally unable to cany on his duties.
While it need not be shown that the individual is disabled for work
unrelated to his own vocation, the disability must not be temporary,
due to vicious habits, intemperance, or willful misconduct.

An employee retiring for disability is allorved a minimum basic
annuity. The amount of this guaranteed minimum wiII not be smaller
than the lesser of one of the following : ( 1) 40 percent of the employee 's
average salary, or (2) an annuity computed under the general formula
(see Federal Personnel Manual) after increasing his total service by
the length of time elapsing between the date of separation and the
date on which the employee would attain age 60.

If, before reaching age 60, a disability annuitant recovers, or is re-
stored to earning capacity, his annuity payments will be continued
temporarily to afford. him an opportunity to seek reemployment. The
annuity payments will be discontinued on whichever of the following
dates is earliest: (L) the end of the day before reemployment by the
Government, (2) the expiration of one year from the date of medical
examination showing recovery, (3) the expiration of one year from the
date of determination that his earning eapacity is restored.

The Director, Administrative Management, or a trained advisor
designated by him, shall assist any employee making application for
retirement, particularly in the case of disability. The employee shall
be counselled as to the type of annuity best suited to his circumstances
and as to the effect of any alternative avenues open to him. In certain
cases the Agency may initiate the retirement for a disability request if
an employee refuses to make voluntary application.

Deferred Retiremenl

An employee who is separated from the service for any reason, or
transferred to a position in which he is not under the Act before meet-
ing the requirements for an immediate annuity, is entitled to a deferred
aunuity after reaching age 62 if (1) he has completed. at least 5 years
of creditable civilian service, and (2) he has been employed under the
Act for at least 1 year within the 2-year period immediately preceding
his separation or transfer.
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Discontinued-Ssrvice Retirement

Any employee involuntarily separated through no fault of his own is
entitled to an immediate annuity if (1) he has been employed under
the Act for at least 1 year within the 2-year period immediately preced-
ing the separation on which the annuity'was based, antl (2) he meets
either of the following requirements:

(1) Attainment of age 50 and completion of 20 years of ereditable
service, ineluding 5 years of civilian service.

(2) Regartlless of age, if he has completed 25 years of creditable
service, including 5 years of civilian service.

The basic life annuity is reduced by one twelfth of 1 percent for each
full month the retiring employee is under age 60, (but not under age
55), and one sixth of 1 percent for each full month, if any, he is under
age 55.

IYPES OF ANNUIIIES

There are three types of annuities:
(7) The l,ife annuitg-[11 s111111ity under which the retiring em-

ployee takes the full annuity for himself and makes no provision
for a survivor annuitant to receive an annuity upon death. Any
applicant ean make this choice.

(2) The red,uced, annu,itg with benafit to the widoto or wid,ower-An
annuity under which the retiring employee takes a reduced
annuity and provides upon death an annuity for the widow or
widower. Any married applicant may select this type.

(3) The reduced, annuity with benefi,t to a person hauing an insurable
intcrest-An annuity under which the retiring employee takes
a redueed annuity and provides upon death an annuity for a
person named. Any unmarried employee retiring for any other
reason than disability may elect this option as long as he is in
good health and the person named has an insurable interest in
the employee.

DEAIH BENEFIIS_EIIGIBIlIW

There are tv'o types of benefits payable upon the death of an annui-
tant or employee:

(1) The survivor annuity.
(2) Lump-sum payment.

Survivor Annuity

A survivor's annuity is payable to a widow (or widower) antl de-
pendent children of a deceased employee who has completed 5 years
of civilian service or of an annuitant drawing a reduced annuity. ft
may also be payable to a person having an insurable interest and who
was named by an annuitant upon retirement. A widow must have been
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married to the employee for two years immediately before his death or
be the mother of his chiltl born of the marriage. A widower must have
been married to the employee for two years immediately before her
death or be the father of a child born of the marriage. In ad.dition,
he must, at the time of the wife's death be incapable of self-support by
reason of mental or physical tlisability; and have received more than
one half his support from the employee.

Annuities to survivors begin on the day after the date on which the
employee's death occurred. The survivor annuity to a widow (o*
widower) terminates on the last day of the month preceding the one
in which she (or he) remarries, or dies, or in the case of a widower,
becomes capable of self-support.

Lump-Sum Poymenls

A lump sum death benefit consists of the employee's lump sum credit
in the Civil Service Retirement Fund. It is payable immediately upon
an employee's death if the employee :

(1) IIas less than 5 years of civilian service I or
(2) Leaves no widow (or rvidower) or children entitled to a survivor

annuity.
A lump sum benefit is payable to the person or persons entitled under

the following order of preeedenee:

First, to the benefieiary or beneffciaries designated. by the employee
or annuitant.

Second, if there is no designated beneffciary, to his widow (or her
widower).

Third, if none of the above, to his chiltl or children in equal shares,
with the share of any deceased child distributed to the descendants of
that chiltl.

Fourth, if none of the above, to his parents or the survivors of them.

Fifth, if none of the above, to the executor or administrator of his
estate.

Sixth, if none of the above, to his other next of kin who may be
entitled under the laws of the state in which he was domiciled at the
time of death.

Designoting o BeneGciory

If an employee or annuitant wishes to designate a beneficiary, he
should do so on Standard Form 2808 Designation of Benefi,ciarg, and
forward it, in duplicate, to the Director, Administrative Management,
or directly to the Civil Service Commission, Bureau of Retirement and
fnsurance, Washington 25, D. C.

The designation of beneficiary is for lump sum benefit purposes only,
and will not affeet the survivor annuity rights of any one qualified to
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receive these benefits. The person named on the Standard Form 2808
will receive only the lump sum payment, if antl when due.

REFUNDS

A refund is a return to an employee of money to his credit in the
Retirement Fund (deductions, deposits and interest) upon his separa-
tion from service or transfer to a position outsid.e the Retirement Act.

Any employee who is separated. from the serviee may leave his lump
sum credit in the fund. However, if he has less than 5 years of credit-
able service he gains nothing from doing so, unless he contemplates
returning to the government service.

If the employee has five or more years of government service he could
receive a deferred annuity at age 62 by leaving the money in the
Retirement Fund. In dollars received, the annuity, in most cases, is
more valuable than the refund. Also, when the employee retires at age
62 he can elect a survivor type annuity and protect his 'widow (or
rvidower).

If an employee does not apply for a refund. at time of separation, it
may be applied for at a later date provided that application is fiIetl
'with the Commission at least 31 days before the commencing date of
annuity.

In the case of death, money left in the fund is payable as a lump sum
cleath benefit.

APPEAlS

An appeal from any action of the Bureau of Retirement and In-
surance, Claims Division, Civil Service Commission, may be filetl by a
claimant or by his designated representative through the Bureau of
Retirement and. fnsurance, U. S. Civil Service Commission, 'Washing-

ton 25, D. C. to the Board of Appeals and Revie'w.

RETIREMENI FORMS

Besides the retirement forms incidental to the retirement record
keeping, Regional Ofiffces should maintain a small supply of the follow-
ing standard forms for use of employees:
Standard Form 105 

-Certificate 
of Membership in the C. S. Retire-

ment System,.
Standard Form 2800-Death Benefits.
Standard Form 2801-Eetirement (age, optional, disability, discon-

tinued service, or deferred).
Standard Form 2801A-and. 2801B-Disabili,ty Retirement.
Standard Form 2802-Refund, of Betirement Deductions.
Standard Form 2803-Deposit or Redeposit to Coaer Past Seruica.
Standard Form 2804-V olu,nt ary C ontrib n t ions.
Standard Form 2808-Designation of Beneficiarg.
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Employees, or former employees rvho have been separated less than
30 days, should submit Standard Forms 2801, 2801-A,280L-8,2802,
and 2803, as appropriate, together with necessary supporting papers,
to the Civil Service Commission through the Administrative Branch
or the Division of Personnel, depending upon which office holds his
retirement record. The other forms may be sent directly to the Civil
Service Commission,'Washington 25, D. C.
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CHAPTER 4. CHANGES !N SIAIUS AND SEPARAIIONS
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Section 5

NORMAT WITHIN.GRADE SAIARY INCREASES

This section sets forth the statutory requirements of Title YII of the
Classification Act of 1949, as amended, and applicable policies and
proeedures for atlvancing the compensation of each OA, CFA ancL UEA
employee paid on a per annum basis who occupies a permanent position
covered under the Classiffcation Act and who has not attained the maxi-
mum rate of compensation for the grade in which his position is placed.
Volume II, Section 3-2-9, states the Agency policies within which these
policies antl procedures will operate.

SERVICE REQUIREMENTS

fn accordanee with the provisions of the Federal Salary B,eform Aet
of. 7962, which amended. Title VIII of the Classification Act of 1949,
as amended, each employee shall be advaneed. in eompensation to the
next higher within-grade rate (step) at the beginning of the pay periotl
following completion of the following waiting periods: .

(1) each 52 calendar weeks of creditable serviee in salary rates
(within-grade steps) 1, 2, and 3; or

(2) each 104. calendar weeks of creditable service in salary rates
(within-gratle steps) 4, 5, and Q; or

(3) each 156 calendar weeks of creditable service in salary rates
(within-grade steps) 7, 8, and 9;

provided:
(1) his work is of an acceptable level of competenee as d.eterminetl

by the Administrator or his designee, and
(2) he has received no equivalent increase in compensation from

any cause during the waiting period.

Definitions of "creditable" and "non-creclitable" serviee ancl
" equivalent inerease " may be seeurecl from the Administrative
Division.

Acceptobte level of Compelence

The term "acceptable level of competence" connotes a level of compe-
tence above the minimal level required for a "satisfactory" rating
under the Performance Rating Act of 1950. The term is not, therefore,
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necessarily sJrnonymous with a ' 'satisfactory ' ' rating ; it is clearly above
what constitutes sufficient eompetence to warrant job retention. An
employee's work is consitlered to be at an acceptable level of eompetence
if he is making the kind of positive contribution to the operations of the
Agency which truly warrants an increase in pay.

'Where specific performance standards have been established for a
position, these standards will generally serve as the basis for establish-
ing an acceptable level of competence. 'Whether performanee standards
exist for a partieular position or not, the determining official should
consider, among other factors (and depending upon their appropriate-
ness to the particular position), sueh characteristics as efricieney, initia-
tive, flexibility, protluctivity, dependability, judgment, work relation-
ships, and conduet. In any case, standards used in the evaluation
should be reasonable and should not require a higher than ordinary
standard of performanee.

Adverse actions taken or pending against employees must be consid-
ered in determining levels of competenee. Normally, adverse aetions
for reasons such as inefficiency, misconduct, or delinquency indieate
that an employee's work is not at an acceptable level of competence.
If a within-grade increase is withheld beeause of a proposed ailverse
action, and the action is subsequently resolved. in the employee's favor,
the increase shall be made effective as of the employee's Normal Eligible
Date, provided it is determined that his work was at an acceptable level
as defined above.

The determination as to level of competence must be made as of the
completion of the waiting period. If an employee has recently entered.
on duty, or hatl a change in supervision at or near the time his level of
competence must be determined, the determining offieial shall consult
with the employee's previous supervisor, if feasible.

RESPONSIBITIIY OF SUPERVISORY STAFF

Since within-grade increases are to be granted on the basis of an
appraisal of the employee's performance, efrective Ieadership by super-
visors requires that they be eontinuously aware of their employees'
performance, and that they take the proper steps to inform employees
of this evaluation.

'When an employee's work shows promise or is at an acceptable level,
he should be so informetl, for effective leadership involves encourage-
ment as well as correction, and an employee's potential can be devel-
oped by the right kind of guidance.

At the ruoment that an employee's level of competence falls below
an acceptable level, however, the supervisor has a special responsibility
to counsel the employee, clearly identifying the areas of deficiency ancl
the extent to which they must be corrected in order to merit a rryithin-
grade increase at the conclusion of the normal waiting period.
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DETERMINATION

Aulhorized Ofrciols

Persons heading organization units at the lowest organization eehelon
described or identified in Yolume II, Policies and Procedures of the
Administrator 1 shall determine whether the work of employees within
that unit is of an acceptable level of competence. The level of compe-
tence of persons heading these units shall be determined by their
immediate supervisors. Throughout this manual section the officials
described in this paragraph are referred. to as " determining officials. "

In cases where an initial determination is subject to reconsideration,
the reconsideration and final determination shall be made by the official
next in line of supervision over the offieial making the initial determina-
tion. Throughout this manual section, the officials described in this
paragraph are referred to as "reviewing officials."

-Where there is a vacarcy in the position of any of the officials
referred to above, or such officials are absent and there is no duly
designated acting official, the official next in line of supervision over
the vacant position or absent official shall make the initial or final
determination, as appropriate.

Recommendolion of lmmediate Superviror

Whenever the determining official is not the immediate supervisor
(i.e., the person who, at rating time, is responsible for assignment and
review of work, discipline, and first line guidance and instruction) of
the employee being considered for the within-grade increase, the official
shall consider, before making a determination, the recommendation of
the employee's immediate supervisor.

PROCEDURES

9GDoy Advonce Notice lo Determining Oftciqb

At least 90 tlays prior to the end of an employee's waiting period, the
Administrative Division shall send the appropriate determining official
a 90-Dag Adaance Notice, Form H-837 (Exhibit A), advising him that
a determination as to the employee's level of competence will have to
be made as of the employee's Normal Eligible Date.

Upon receipt of the 90-Dag Adaance Notice the determining official
should, if he is not the employee's immediate superYisor, consult with
the immediatc supervisorrvith regard to the employee's work.

Advance Notice of Unocceptable Level of ComPolencG

As soon as possible, but not later than 60 days before the Normal
Eligible Date, the employee must be notified if his work is not at an
acceptable level of competence. The employee must be notified orally-by
his immediate supervisor, and in writing by the determining offieial.
-lil]f-r rso"tions 7. 8. anrl 9) describes units within the CFA. UR,A, antl YI{MCP. Part 2
(Chapters i anit !) disciibes uiits within the OA and IIEIF-{ RegioEol O6ces'
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If the determining official is the immediate supervisor, he shall give the
employee both oral and written notiffcation.

The notifcation must state clearly that unless the employee's work
reaches an acceptable level of competence by the Normal Eligible Date,
his within-grade increase will be withheltl. In addition the notifieation
shall identify clearly the areas in which the employee's work is below
an acceptable level, and the extent to which they must be corrected. to
merit a within-grade increase.

A copy of the written uotification shalL be submitted to the Regional
Director of Administration no later than the date it is issued to the
employee.l

Determinolion

Trvo weeks before the end of an employee's waiting period, the Ad-
ministrative Division shall forward two copies of the Request for and,
Action on Determination,Form H-838 (Exhibit B), to the appropriate
determining of&cial. The determination shall be mad.e, and two copies
of the Request for and Action on Determination completetl and re-
turned to the Regional Director of Administration so as to arrive no
later than the Wednesday foilowing the Normal Eligible Date. The
Administrative Division shall review and authenticate the forms, and
complete payroll processing.

Notice of Withholding of Wirhin-Grode Solory lncreqse

If an employee's within-grade increase is to be withheld because of
his failure to achieve an acceptable level of competence, he must be so
advised., in writing, by the determining official no later than the Normal
Eligible Date. The notice must advise him of : (1) his deffciencies and
the extent to which they must be corrected. to merit an increase, (2) his
right to request the Regional Director of Administration to initiate a
review of the determination, and (3) the name and title of the reviewing
official (see DETERMINATION, Authorized Officials). In addition the
notice must attaeh a copy of this manual seetion so that the employee
may be informed. of the policies and proced.ures under which the review
shall be requested and conducted.

A copy of this denial notice must accompany Form E-838, Request
Eor anil, Action on Determ,ination, when it is returned to the Regional
Director of Atlministration.l

Requesl for Reconsiderqtion

An employee whose within-grade increase is being withheltl may
request without fear of restraint, interference, coercion, discrimination,
or reprisal, that the determination as to his level of competence be
reconsidered. Such request shall:

1. be submittetl within 10 tlays of the date of the denial notice (the
1 If the Regional Offico does not have delegoteil authority to take Bersonuel action, the

Regional Director of AdmiDistretion shall supply a copy to the Director, Division of Personnel.
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Regional Director of Administration may extend more time if
eircumstanees warrant) ;

2. be submitted in writing to the Regional Director of Administra-
tion, in two copies; 1

3. state the basis on which the request is made, and whether the
employee wishes to make an oral presentation to the reviewing
officiaI.

Upon receipt of the employee's request, the Regional Director of
Atlministration shall transmit a copy of the request to the appropriate
reviewing official, and furnish eopies of the covering transmittal
memorardum to the employee, the employee's immed.iate supervisor,
and the determining official.l

Reconsiderotion

The reviewing official shall conduct a fair, impartial, and objective
appraisal of the case with full consideration of all of the polieies and
criteria set forth in the Agency policy statement antl this issuance.

Formal hearing, grievance, or appeal proced.ures will not be used;
however the employee, if he wishes, is entitled to make an oral presenta-
tion to the reviewing official.

The determination in the review and reconsideration shall be final,
and shall be mad.e within 30 days of the request.

The reviewing official shall notify the employee, in writing, of the
decision, and shall forward. two copies of the notification to the Regional
Director of Administratiou no later than the date it is submitted to the
employee.l The Regional Director of Administration shall notify the
determining official and the employee's immetliate supervisor of the
decision.

If the review and reconsideration results in a favorable determi:ra-
tion, the reviewing ofricial should advise the employee that such determi-
natiou supersedes the earlier one, and the within-gratle increase shall be
granted retroactive to the Normal Eligible Date. If the review and
reconsideration result in no change, the reviewing o{freial should advisc
the employee that his performance will be continuously evaluated by his
superrrsor.

Fudher Revlew Following Deniol

Supervisors must make every effort to encourage employees who have
been denietl within-grade increases to bring their performance up to
an acceptable level of competence. A further review of such an em-
ployee's performance shall be made by his immediate supervisor no
later than 90 tlays after the effective date of the denial of the increase
and the results of such review shall be discussed with him. The
employee's performance shall be reviewed periodically thereafter.

I II the Regional Office does not hsve delegated authority to take personnel action, the
Regionel Director of Administration rhall supply a copy to the Director, Division of Porsonnel.
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At such time as it is determined that the employee is performing at
an acceptable ievel of competence, the determining official shall submit
to the Regional Director of Administration a memorand.um, ir1 dupli-
cate, so certifying. A copy of this memorand.um must be given to the
employee coneerned.l

If a favorable determiuation has not been made within 52 calendar
weeks after the date the employee completed his waiting period., a new
determination must be made at this time, in writing, as to the level of
his competence. 'Within 50 weeks of the Normal Etigible Date the
Aclministrative Division shall send the determining official two copies
of the Reqaest f or and, Acti,on on R,ed,etermination, F orm H-839 (see
Exhibit C). A new determination shall be made and the results eertifi.ed
to the Regional Direetor of Administration (2 copies).l If the Rede-
termination results in further withholding of the within-grad.e increase,
the procedural requirements of this manual section, under Notice of
Withholding of 'Within-Gratle Increase, Request for Reconsideration,
Reconsideration, and Further Review Foliowing Denial shall be appli-
eable. The foregoing procedure in this paragraph shall be followed.
after each succeeding determination of an unaeceptable Ievel of eompe-
tence.

At such time as his work is determiued to be of an acceptable level of
competence the employee shali receive the withheld within-grade in-
erease effective the beginning of the first pay period following the date
of the new determination.

Procedures Gops ond Non-Cornplionce

An employee may not be given a within-grade increase untii it has
been determined that his work is at an acceptable level of competence,
even though a determination has not been mad.e as a result of failure
to follow established procedure or incomplete procedural instructions.

When circumstances arise which are not covered by the proceclures in
this section, or when the proceclures are not followed due to administra-
tive oversight, error, or clelay, the Director, Division of Personnel shall
be promptly notiffed., and shali advise and/or take necessary action.

1If tbe Regional Of6ce does not hare delegated outhority l,o take Dersonrlei action, the
Regional Diroctor ol Administration shall snpply a copy to the Director, Division nf Personnel.
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Section 6

DETAITS

A detail is a temporary assignment of an employee, for a specific
period, to a position other than the one to whicJr he is regularly assigned,
rvithout change in his civil service or pay status.

AUTHORITY IO IYIAKE DETAII.S

Regiorral Administ,rators, tvit,hin their rcgions, al'c rtuthorizetl to
approve:

(1) The rlel,ail of any employee whose grade is within thc scope of
the Regional Administrator's appointing authority.

( 2 ) Tlte detail of any employee for a period of less than 30 days ; or,
of a career or career conditional employec for 30 days or more
to perform the duties of an i.a. position or one of the same
grade, series, anrl basic duties as that to r'r,hiclr hc is regularly
assigned.

Prior approval <-rf tlre Dit'rrclor of' I)r,rsorrrrr.l shall lre obtiLiued for
otlrer types of detail.

TIMIIAIIONS ON DEIAITS

9ecurity

All details, regardless of lcngth, must meet security standards if
a(,cess to security information or assignmcnt to a sensitive position is
involved.

New Employees

Duriug the fir:st three months follou'ing ar employee's competitive
appointment lre may not be detailecl except for emergency periods of
30 calen<lar days or less.

Detoils of More Thon Three Months

A detail that u,ill exceed three months during any successive 12 month
period must be to an establislietl current position forr,vhicJr the em-
ployee meets the eivil service standards, including all length of service
requirements.

A detail that rvill exceed six nrorrths in any corrscrrrrtive 12 month
period, must have the prior approval of the Civil Sen,ice Of6ce which
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exercises eertification and recruiting jurisdiction for the position in
question. Ordinarily such long term personnel needs should not be met
on a detail basis.

PROCEDURE

A tletail for a period of less than 30 clays is orclinarily made on an in-
formal basis ancl is not reeorrled..

A detail of a career or career conditional employee for a period of
30 days or more, but less than six months, to perform the duties of a
position which is either an i.a. position or one of the same grade, series,
ancl basic duties as that to rvhich he is regularly assigned, shall be
recorcled by memorandum. Copies of the memorandum shall be fur-
nished the employee, the offices to ancl from rvhich he is detailed, antl
the Administrative Branch. The original shall be filed in the employee's
personnel folder.

AII other details sliall be requestecl on Stanclard Form 52, Recyrcst
lor Person,ttcl Action ancl shall be supported by the data indieated
belo'r,r,.

Detsils in Excess of 30 Doys Bul less Thsn Three ilonths:

If detail is not to a classified position, include on Standard. Form 52,
under t'Remarks" a brief statement of administrative need and the
rluties to be performed.

Detoils in Excess of Three Months, But Less Thon Six Months:

Attach a rnemorandum stating atlministrative neerl for duration of
cletail.

Optional Form 8, Positiou, Dt'st:r'i'pl,'ion,. If rletail is rot to a classifierl
position.

Detoils in Excess of Six Months:

Standard Form 59, Request f or Approual of Noncontpetitiue Action.

Standard Form 58, Erperience ancl Qu,ulification Statantent.

Optional Form 8, Position Descriptiott,.

\\rhen the Regional Adrninistrator is authorizecl to make the detail,
Standard I'orm 52 and supporting data shall be retained in the em-
ployee's personnel folder. If such a tletail rvill exceed 6 mouths, Stancl-
ard. Forms 59, 58 and optional Form 8 shall be forrvarded to the appro-
priate Civil Service Regional Office for prior approval.

When prior approval of the Director of Personnel is reqnired, Stand-
ard Form 52 and supporting data shall be submitted to the Central
Office. This should be done sufficiently in advance of the proposed effec-
tive date of the detail to allorv time for consideration and action, includ-
ing, r.here necessary Civil Service Commission approval.
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DETAILS BETWEEN REGIONS OR BETWEEN A REGION AND CENTRAL OFFICE

All details betlveen Regions or bet\\,eerr a Region aucl Central Office
shall be approved by the Director of Personnel.

The office to rrhich an employee is being detailed shall be responsible
for initiating Standard Form 52 requesting the action. That office
shall also maintain Standarcl Forrn 1130, Tinta und Attendance Report.

The of6ce to lvhich an employee is regularly assigned shall be respolr-
sible for foru'arding leave balances to thc offrcie to rrhich he is beiirg
detailed.
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Section 7

QUATITY WITHIN-GRADE SALARY INCREASES

The following proeedures shall be used in initiating and taking
action on nominations for faster-than-normal ("Quality") within-
grade salary increases for employees whose performanee of the most
important functions of their position substantially and. characteristically
exceeds normal requirements so that, wheu viewed as a whole, the rvork
performance is of a high degree of effectiveness.

It is important that before using these procedures, offieials responsible
for initiating and acting on nominations for quality increases familiarize
themselves with the statutory and Agency requirements, eligibility
criteria, and statement of supervisory responsibilities, described in
Volume II, Section 3-2-10.

INIIIATION

A nomination for a quality increase should be initiated at the level
of supervision most familiar with the requirements of the position con-
cerned, and thus best able to recognize employee performance which
exceeds those requirements. Normally the initiator will be the em-
ployee's immediate supervisor.

A quality increase may not be grantecl in the case of an employee-
(1) 'Who 

has not completed at least six months' service in the positiou
and grad.e involved;

(2) Whose impending (a) separation (b) extended IJWOP (c)
change in grade or (d) reassignment to duties substantially
different from those eurrently assigned, is known to the initiator
of the nomination or to management;

(3) 'Whose regular within-grade salary inerease is currently being
withheltl due to unacceptable level of competence; or

(4) Against whom there is pending an adverse action (or an investi-
gation) involving inefficiency, delinquency, or misconduct.

PREPARATION

A nomination for a quality increase shall consist of the following
parts:

1. Form H-840, Nomination For and Action on Performance Becog-
nition (Exhibit A) in an original and two copies with sections I
and II completed and signed.
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2. A written justification of the nomination in an original and one
copy, containing as a minimum the following:
a. In itemized. form, a brief, clear description of each of the

most important functions of the employee's position ;

b. In specific terms, itemized by function, a clear description
of the manner and period involved in which the employee's
performance of each of the most important functions of his
position substantially exeeeds normal requirements so that
when viewed as a whole, his work performance is of a high
degree of effectiveness;

c. A clarifying statement to support any nomination in which
the last three months of the period of high quality per-
formance
(1) included a period of on-the-j^ob-training, detail to a_nother

assignment, or any leave of absence, totalling individu-
ally or in aggregate in excess of 120 hours, or

(2) immetliately followed approval of a previously withheltl
regular within-grade salary increase, or immediately
followed a d.emotion; and.

d. A certiflcation by the nominating supervisor that he believes,
on the basis of past experience, the employee's high quality
performance in the same line of work at no change in grade is
likely to continue in the foreseeable future.

3. One copy of the employee's official position description.

The original copies of Form H-840 and the justification and the copy
of the position description shall be attached together as the original of
the nomination; a copy of Form H-840 and the remaining copy of the
justification shall be attached together as the first copy of the nomina-
tion; and the remaining copy of Form H-840 shall be the second. copy of
the nomination.

SUBMISSION AND APPROVAL

The original aud two copies of the nomination shall be submitted to
the Regional Administrator, through supervisory channels, for written
concurrence (Seetion III of Form H-840) and forwarding to the Re-
gional Director of Administration.

The Regional Director of Administration or his designee shall review
the nomination to assure correctness of information and compliance rvith
the requirements spelled out above under Initiation and in Section
3-2-10 of Volume II, antl forward. it to the Executive Secretary of the
fncentive Awards Committee. The Incentive Awards Committee shall
then review and consider the nomination and make a recommendation for
approval or disapproval. The Chairmau of the Committee shall indieate
the recommendation of the Committee in the space provided on Form
H-840 and forward the nomination to the Administrator, through the
Director of Personnel, or to the Director of Personnel for approval. The
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Administrator is responsible for approving or disapproving all quality
increases being granted to employees in grades GS-13 and above; the
Director of Personnel is responsible for approving or disapproving all
quality increases being granted to employees in grades GS-12 and. below.

ACTION FOL1OWING APPROVAT

Upon approval of a nomination for quality increase, the Executive
Secretary of the Incentive Awards Committee shall make the following
distribution of the copies of the approved. nomination: the original shall
be retained in the files of the Committee; and the first and second.
copies shall be forwarded to the Regional Administrative Division
through the Regional Administrator.

Upon receipt of the first ancl second copies of the approved nomination,
the Administrative Division shall forward the first copy to the employee
through the initiating supervisor, retain the secoud. copy for its files, and
process and make normal distribution of Standard Form 1126, Payroll
Change Slip.

fn recording the employee's eligibility date for his uext normal
within-grade salary increase (if applicable), the time served. in the
previous rate is creditable toward. completion of the waiting periocl iu
the new rate in which the employee is placed as a result of reeeiving
the quality increase.

Nominations which are disapproved shall be returnecl to the initiating
supervisor, through the Regional Administrator, by the Executive Sec-
retary of the Committee.

EFFECIIVE DATE

AII quality insreases shall be effective on the first day of the first pay
period following approval. In keeping with the purpose of quality
within-grade i:rereases, the Incentive Awards Co--ittee will as a gen-
eral rule act on a nomi:ration promptly, so that approved nominations
will become effective no later than one full pay period following receipt
of the nomination by the Executive Secretary o1 the Committel.

ANNUAL NOIIFICATION IO EI,IPTOYEES

Not later than June 30 of each year all employees shall be notified of
the uumber of quality increases granted during the precetling twelve
month period.
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EXHIBIT A

F!r0
HOU6INO IND HOME FINANCE AOENCI

r0r'{llrATl0}r FoR axD acTt0lr 0i PERFoRr,iaIcE REcoGtilTt0t{

An.t\.t^nl a^d r'o ,ian.l copr.r.l t^tr lot,,Acll l. u!.i lo..!t.ittir. ^..i.tb^, lrt r.rlo/t.t..
f^. ttp.t!i,ot ol tit..pt6f.. r.inr ro.i.cr.r.!.t...r1.12,.cti.nt I .nt It .t/ ntt..h

th. t.{ir.d.at.ti.t b.1... ,r6.ir!ior. i.. ltttl.t i^lor..tio..,/ in,rrr.iion. ?.1.t t. ti. .pr..-
p?i.12 l.^!rl i^alcrt.a 6t.t ffP, ol Rfcoclrfrox.

SEI6 I, MT OF RMITIff

superror *rvlc. lt.rd (III, 2-!-2; V, 2-!-2):
f ] surtrtnco superlor s.rvtc. t ]
[ ] spectu 

^ct 
or servrce l_ l

Qurllty Incrcrle (IIr, 2-t-r; v. 2-l-?)
out.tandln8 8.tln8 (IIt, 2-r-l; v, 2-5-l)

SFOTfi II. &d(imD IXMUATIO
r05lIt0r llIlt, 5€nl€s rio 6naDt

YL^is tr rRtsarT roStTtox 0ATt of lrsr Srtt liciElst

Ilrtorrrn.. Becognltlon ln past thr.a y.ut:
f ] otstuorng r.trng
[ 'l spcrtor s.rvtc. 

^'rrd E]
Qllrltty Incr.r3.

)

TIITI

smd III.0@mmAmfi
sl6xATuia 0f corcuRRtxG oFFtctrL I IILE

The tnccntlve Ar:rds Corrlllca i.s [de lhc lollorlng recortendetlon:

Thl! ho.lnrtlon l! (lp!rov€d) (dl!{prov.d)
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Section I

PERFORTTAANCE RATING PLAN

OBJECIIVES AND COVERAGE

This Section prescribes the Performance Rating Plan established
for Regional Office employees under the authority of the Performance
Rating Act of 1950. The Plan, approved by the Civil Serviee Commis-
sion, provides a means by which:

(1) Performance requirements are made known to all employees.
(2) Performanee is appraised in relatiou to such requirements.
(3) Appraisals are used to improve the efrectiveness of employee

performance.
(4) Employee-supervisor relationships are strengthened through

better mutual understanding of work requirements.
(5) Each employee is kept currently advised of his performance and

promptly notified of his performance rating.
(6) Atltlitional training needs are identifietl.
(7) Supervisors are provided with a guide for recommending per-

sonnel actions.

RESPONSIBT]ITY FOR ADMINTSIRAIION OF THE PTAN

The Division of Personnel (1) provides staff services required by
this plan, (2) and develops instructions, procedures, and records, or
other documents necessary to the proper operation of the Performanee
Rating Plan.

Regional Administrators and supervisory employees are responsible
for application of the plan within their respective areas.

BASIS FOR RAIINGS

Performance ratings shall be based on the evaluation of the manner
in which employee performance has measured up to known requirements
of the employee's actual duties. Performanee requirements shall be
discussed with the employee at such times as &re neeessary to keep him
informed of the current requirements of his job. Ratings may not be
based on any work requirement rvhich is not known to the employee or
which the employee has not had a fair ehance to meet.
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KINDS OF RAIINGS

Each employee will be assigned one of the follo'lving ratings annually
Batisfactory.' 'Work performance is considered, Satisfactory wheu_ at
employee meets the requirements of the essential duties of his position,
but does not achieve outstanding performance in aII phases of his
work.

Outstand,ing.' Work performanee is considered Ou,tstand,ing when an
employee performs each and every one of his duties in a manner that
not only exceeds normal requirements, but is outstauding and deserv-
ing of special commendatiou. It is not enough to perform some of
the duties or the most important duties in an outstanding way. It is
necessary that all aspects of performance be done iu such an outstand-
ing way as to merit special commentlation.
U nsat isf act orgl .''Work performance is consid.er ed" U nsatisf act org when
an employee has failed to bring his performance up to acceptable
standards after a 90-tlay prior notice of such inadequacy.

An entrance rating of. Satdsf actory shall be assigned to each employee
upon entrance on duty or upon position change. For this purpose, a
position change is deffned as a change in grade or type of work.

RESPONSIBITITY FOR RAIINGS

Each employee will be rated by his immediate supervisor, i.e., by the
person who at rating time is responsible for his work assignments,
discipline, and ffrst-line guidance and instruetion.

Outstanding and. Unsatisfactorg ratings within each region shall be
reviewed, together with the required supporting documents, by the
Regional Administrator or his designee prior to referral to the Division
of Personnel. If the Regional Administrator is not in agreement rvith
the rating, he shall give his reasons in a memorandum to be forwarded
with the rating. If he is in agreement he shall initial the upper left
hand corner of the rating form.

SPECITIC RESPONSIBITITIES OF RAIERS

Each supervisor is responsible for the following activities in applying
the performance rating plan:

Through discussion, advising each employee of the detailed duties and
responsibilities of his position and of the speciflc performance require-
ments of that position in terms of quantity, quality, or timeliness of
prod.uction, or other appropriate factors.

Discussing with each employee his job performance and the adequacy
of that performance in relation to the requirements of his position.

Developing, in conjunetion with each employee, a written statement
of performance requirements for each position when scheduled and
required by the OA.
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Reviewing the duties and responsibilities of the positions occupied
by employees under his supervision and taking appropriate action for
keeping them current.

Preparing Forms H-117 and H-117A, Notice to Employee of Perf orm-
ance Bating (Exhibit A), for each employee.

For each Outstand,ing rating recommended, preparing a written justi-
ffcation, in triplicate, in the format illustrated in Exhibit B, including
the following: (1) An analysis of the way in whieh actual performance
exceeds normal requirements with respect to each major duty assigned
to the employee. (2) A summary of the employee's overall perform-
ance and reasons why it is outstanding and deserving of special
eommend.ation. (3) A copy of the employee's current position descrip-
tion.

Preparing and delivering to employees whose work performanee
warrants an Unsatisf actory rating, an advance written notice that such
a rating will be forthcoming unless performance is improved before the
rating date. Such a notice must be delivered. at least 90 tlays prior to
the rating date and must specifically detail the employee's performanee
deficiencies, what he must do in order to bring his performance up to a
satisfactory level, and what efforts his supervisor wiII make in order to
help him. A copy of this notice shall be forward.ed to the Director of
Personnel.

fn case of an Unsatisf actory rating, preparing a statement, in dupli-
cate, specifying the facts of the prior warning, the basis for the rating,
and describing the efforts made to help the employee improve his per-
formance during the warning period.

RATING PROCEDURE

Forms H-117 antl H-117A may be requisitioned through regular
administrative channels, and shall be supplied to all supervisors on or
about March 1, annually. The rating period will be from April 1 to
March 31 of the following year.

Each supervisor shall complete his ratings by April 10, except in
the following instances: (1) where an employee has not served 90 days
in the position for which his performance is being rated, or (2) where
the supervisor has changed within 90 days before the rating time. In
such cases, ratings may be delayed for the length of time necessary
to give the supervisor fully 90 days to evaluate the employee's
performance.

Form H-117 shall be given directly to the employee. Form H-117A,
except in cases of Outstanding or ansatisfactory ratings, shall be for-
warded to the Director, Administrative Management, for filing in
employee personnel folders or for forwarding to the Director of Per-
sonnel, as appropriate. In cases of Otctstanding or ansatisfactory rat-
ings, both Forms H-117 and H-117A, together with the required.
supporting documents, shall be forwarded. to the head of the Adminis-
trative Branch, who, after a procedural review, shall transmit them
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to the Regional Administrator. Following the review, comment, or
recommendation of the Regional Administrator, the head of the Ad-
rninistrative Branch shall transmit them to the Director of Personnel.

If the warning notice for an Unsatisfactorg performance was not
issued in time to allow the 90-day advance notice period, the rating must
be postponed.

Recommendations for Outstund,ing pefiormance ratings are for-
warded by the Division of Personnel to the Incentive Awards Committee
for consideration. The Committee shall make certain that written state-
ments are true and factual and that all aspects of performance not only
exceed normal requirements but are outstanding and deserve special
commendation. If the Committee determines that an Ou,tstanding rat-
ing isl,r'arranted, it has authority to approve such ratings for employees
under the General Schedule below grade GS-13, and for all wage board
employees.

Recommendations for Outstanding raLings for employees in grades
GS-13 and above are reviewed by the Committee and forwarded with
appropriate recommendations to the Administrator for final action.

The criteria fot: Ou,tstand,ing ratings require that all aspects of per-
formance be outstanding, whereas, the criteria for Susfoined Superior
Seruice awards granted under the Insentive Awards Program state
that : " performance should exeeed most, but not necessarily all, of the
requirements of the position while meeting normal standards in other
aspects. " Moreover, a minimum of one year in the position for which
the employee is being rated is required in the case of Outstand,ing
ratings, but only six months in the case of Sustained, Superior Seruice
awards.

Since the criteria for Outstanding ratings exceed those for Sustained
Superior Service, recipients of Ou,tstand,ing ratings are automatically
considered for cash awards under the Incentive Arvards Program. The
cash award table is containecl in Section 2-5-2.

A recommendation for an Ou,tstand,ing Rating which does not meet
the necessary criteria under the Performance Rating Plan will be
considered for an at'ard under the hrcentive Arvards Program, if this
action is concurred in by the Regional Administrator.

Notices of Outstandcag ratings are approved or changetl to Satis-
factory and become official when they are returned to the Division of
Personnel for distribution. The ribbon copy of the justification for the
rating, if approved, is filed in the employee's Personnel Folder; the
second copy is fonvarded. to the employee for his information; and
the thirtl copy is fiIed in the Division of Personnel performance rating
file.

Reeommendations for UnsatisfactorA ratings are forwarded by the
Director of Personnel to an ad hoc committee which he appoints to
consider such ratings under criteria which will assure fuII consideration
of all the pertinent facts involved. The ad hoc eommittee will either
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clrange the proposed rating to Satisfactory or confirm the recommerrda-
tion of the supervisor. Such ratings will become official when returned
to the Division of Personnel for distribution.

REVIEWS AND APPEAU'

Boord of Revicw

The Performance Rating Act provides for the establishment of boards
of revielv for the purpose of considering and passing on performance
rating appeals. These boards of review are composed of three members,
each with an alternate. With the approval of the Civil Service Com-
mission, one such board has been established to serve the OA and con-
stituent units. It is located in 'Washington and handles both depart-
mental and field appeals. It consists of one member, the Chairman of
the board, designated by the Civil Service Commission, a second mem-
ber, designated by the Administrator, and the third member, an OA
employee, designated by the appellant. Although it is the privilege of
the appellant to desiguate the third member of the board of revierv, this
member is not the personal representative of the appellant.

Employar'r Right

An employee who receives aL Unsatisf actory rating rnay (1) request
an impartial review of this rating by the Direc,tor of Personnel, (2)
appeal directly to the board of review, or (3) appeal to the board of
review after obtaining the impartial review.

An employee receiving a Satisfactorg rating may appeal either to
the Director of Personnel for impartial review of the rating or to the
board of review, but he may not appeal to both.

An appeal to the board of review shall be submitted in quadruplicate,
preferably on Optional Form 6, and may be acldressed through the
Director of Personnel. An appellant desiring to address his appeal
directly to the board of review should send it to: Chairmau., Board of
Review, care of the Civil Service Commission, 'Washington, D. C.
The appeal must iuclude the name of the employee designated by the
appellant to serve on the board of review. An appellant is also entitled
to have an individual of his own choiee appear with or for him at the
proceedings before the board of revieu'. The appellant shall advise the
board of revie'w, in writing of the name of the person, if any, so
designated.

A request for an impartial review by thc Director of Personuel shall
be made in rvritiug rvithin 30 days after the employee's receipt of
F orm H-117.

Au appeal to the board of review shall be made in writiug within 30
days of the employee's receipt of : (1) Form H-117, or (2) a decision
from the Director of Personnel on the impartial review of his rating.
If the employee withdraws his request for an impartial review by the
Director of Personnel after 30 days have elapsed sinee he received
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notice of his rating, he may have an additional ten days in rvhich to
appeal to the board. of review. Time limits rnay be rvaived for good and
suffrcient reasons.

PERSONNET ACTIONS BASED ON RAIINGS

Unsotisfdctory Rotings

An employee who is offcially rated as ansatisf actory shall uot lemairr
in the position in which his service was deemed. unsatisfactory. He shall
be reassigned, demoted, or separated from the service, depending on the
circumstances involved in each such case. If an employee is demoted, he
shall receive a salary lorver than that last received in the position in
rvhich he was rated ansatisf actorg.

The rights of employees under the Veterans Preference Act of 1944
and the regulations of the Civil Service Commission shall be observed in
the handling of demotions or separations resulting from Unsatisfactorg
ratings.

Reossignmenls ond Promotions

Performance ratings shall be taken into consideration in filling posi-
tions by reassignment or promotion. The continuing appraisal of em-
ployee performance should give supervisors greater appreciation of
employee potentiaiities and interests and result in more complete uti-
lization of their abilities and skills.

Reductions in Force

Performance ratings shall be recognized in reductions in force as pro-
vided by the regulations of the Civil Seryice Commission and the poli-
cies of the Agency.

Within-Grqde Solory lncreorer

Wage Board employees receiving Satisfactory and Outstanding rat-
ings are entitled to within-grade salary increases as they become eligible
for them.
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EXHIBIT A

Flt
(&61)

lroJsil.rc 
^}rD 

ltcll{E FtNA}rcE AGENCY

?ERFORXAXCE RATIIIG

ln &cordsce rlth the r€@ireMts of the PerlonBce lBtlng Ptu of the offtce of t-he Mnlil!-
tnto! ed the PerfoMe RatinS lct ot 19Y,, you hrve tf,en salped a ratlD8 of:

[]Outstoarng f]srusteton fJuDsrttlf&tor

(Str.?,ir.t't.,.7t
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EXHIBIT A (Pose 2)

Performonce Roting Pton

FilTIGOIUIM

UTISmI tort tsrlor-!c. t. cor.td.r.a S..irlo..oi, *! .. alors D.t. al. t.!rir-rt. ot tt.
.rr.!!l.l d.al.. ol lt. ts.ltio, lrt a6. rol ..ll.r. ortr!.ral.a tsrlorrlo tr.ll D1.... ot lt. arL

()mmlm tort Frlorlc. i. cor.id.r.d Ort.tatriat d.! .. .Drloy.. D.rlor ...1 ud .r.rr or. 6t
llr drll.. l! | u!!.r tht rot o!lr.tc..d. lorill r.{!lr.Drtr, bla tr o!t.i.!dlla.ra d...rrtrt ot
.tscl.l c@!arllo!. It l. !o! .!o!al to FrlorE.o ot tl. drit.. or aL. D.t iqortrrt drrl.. tr .i
ori.t.iai., nr, It l. !......rr ll.t .ll .rFcl. oi FrlorDlc. l. ao.. i. .!.1 .r o.!.!.rdi.a nr ..
!o Frla .F6hl c@.d.!lo!,

UBIBF,|J|:!M! torl FrlorDlc. lr cor.ld.r.d Un..ri,lr.tort rl.! .r @Ior.. h. l.ll.d to brtlt ll.
!.rror6!c. rr lo rco.rlril. .t.rdrrd..lt.r r.c.trlrt. lGd., prlor rotic. of .!ct h.il.q!&r.

I'?IBMMBIM

h Alor.. t.oirha. ..ti.to.tot, rrrila il, (t) r.er..t .! lEr.rti.l r.rid o, lt. r.thr !r tb Dt-
..ctot ol htrou.l or (t) .DF.l to tb hrd ol &rid, t.t loa boll.

lr qlot.. t.c.lthr.r s..ti.tacrott r.tira ur (l) r.q!..t .! l4tahl r.rlo ol tt. r.ttra t, tL
Dlr.clo, ol h..ot..l, (2) .Dts.I dlr.ctlr to at. b.id ot bttd. 01 (!) .DF.l ro rl. hrd ol Lrtt
.lh, oLt.irl[ tL lry]tl.l r.rir b, lL Dir.ctor ol hr.o!0.1.

l..Dr.l lo lL h.ra ol [.rlrD, l. ddr..r.d tlroltl tl. Dtr.ctor ot hr.ort.l or airmrl, to tt.
Ctrlr!, brd o, brld, .rrr ot tL. Ctrtl $rrl.. C6t..Io!, h.ll!rao!. D. C

&. lhctlo Lll, Frrodrc. bllta Pls. ol mA h.r.l, Yola tll (Ortr.t Otll..) or votD V (tt.la
&rrlor. tor Lrlb, lrrorrlto..

9/5/62



Performonce Roting Plon 2-5-I

EXHIBIT d (Pcse 3)

HCUSING AND HOi4E FINANCE AGENCY

IIOTICE TO EHPTOYEE OF
PERFOR[AtICE RATITG

1. ln accordance xlth the requireoents of th€ Performece Ratltrg Ple of the offlce of the ld-
hinlstrator sd the Perfomece Ratlng Act of 1950, you have beetr .ssiged a BtlnS of:

f] outstmclne [] *tisractory f] Unsatisfrcbry

(stP.tti..t.A.r..t

I have reviexed the duties and responslbllltles of the posltlon occupled by the eDDloyee.

The offlclal @sitlon descriDtion of lecord la:

(l) [,1 errent ud Accur.te
(2) f ] .kcurate rlth llnor uceptloDs
(3) f ] 'lnrcurote

.If (2) or (3) ls checked, iction sb.ll b€ hltl.ted Drwtly by the sup.rvtsr to corrcct
lte poslti@ descriptlon.

(fitt.)(Slo.rrit.r-r.t.r )

3. I haye dlscussed the perfomance requlrenents of ry po8ltion sd w perfomance ratln8 rlth
ry aupenlsr. I do trot hereby ralve W of ry appeal riSits.

le.,lor.." Sia...t,.t
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EXHIBIT B

Performonce Roling PIon

Fe6(!6r)
UNITED STATES GOVERNMENT

Memorandum HOUSING AND HOME TINANCE AGENCY

TO : Dtrector of Persomel
AtteBtio!: Incentlve ArBdB oo@lttee

DATE:

FRoM : Rtchard, Roe, Reglon vI

SUEJECT: Outsteding Perlomaace RatiDg

A lelfomance ratir€ of Ortstandina is recomenaeal for !h', Davld $!ith,
Field Represe[tative, GS-9, lrho has beao io bi6 pleoent gleale ana posi.tloo
6lnce I'larch I, 1918. Ihe fouo&.Log ealysis of !rr. SDltb's perfo@oce
is subDLtted:

I. DuTy: Ri!'lIIElt AllD AI'IALYSIS OF APPLICATIoNS,

ilomal Requlrements Actual, PerfomaBce
OB the basls of infomatlon ln the In additlon to coEpetence Ln
file6 otrd ed IaEAlIng rcuttnc proce66ing,

incubent has
of in

Sl.,l4lvlAI{Yl The Field Representatlve ?epresents the Reglonal Adelnistrator
in day-to-day contacts vitb coDMltle6 in the Reglon, ed the

the Urbu Renel€I PlograB
rc spon6 ib 1 llty .

4. u}Ty: PRBARATToN oF RidplrEs ro cct&sJNrcATroNs BETATTNG To LpA pnocnAlE.

nellles m6t be cl,eE cut, accu- Iocwbeat ls extreoely EkL].uul
ln plclErlDg
add iufflcuI

the partLcuJsr

Prepues

replies to
.t

ate ud

5. XtET! PmIODIC AIID SPECIAL nPoRTS T0 RmIoNAL DIRESIoR 0r
URBAii RIltlBwAL.

Prepares oeEoreda ena reportE on IEcubent's reportE
end sultations ul

partlclpaEt in speclal a66igroents inrclvlng policy lnteryreta-
tlon.

Reglonal Dlrector,
Urbm Benetral

sil glasp of the tr)rograo have Datle 'a valEble
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2-5.2

Section 2

INCENTIVE AWARDS PROGRA'IA

The HHFA fncentive Arvards Program is established as part of the
Government Employee's Incentive Awards Program unaler authority
of Title III of Public L,la'lr, 763, 83rd Congress, and in accordance with
Civil Service instructions as defined in Chapter 451 and Supplement
990-1 of the Federal Personnel I\[anual. Separate policies clealing with
Quality 

'Within-Grade Salary fnereases are to be found in Volume II,
3-2-10.

The Agency recognizes and rewards employees who, either intlivid-
ually or in groups, by their suggestions, inventions or superior per-
formance, contribute efficiency, economy, or other improvements in
Government operations, or rvho perform special acts or se'rvices in the
public interest in connection with or related to their official employment.

ff subsequent to making his contribution, an employee resigns or
transfers from the HHFA he may still be entitled to an au'ard. If the
employee dies prior to the authorization of an award to whieh he is
entitled, the arvard r.vill be made posthumously.

RESPONSIBITIIY FOR INCENIIVE AWAROS PROGRA'IA

The Atlministrator shall have specific responsibility for the operation
of the Incentive Awards Program within the Offiee of the Administrator,
the Urban Renewal Administration, and the Community Facilities Ad-
ministration.

The Assistant Administrator (Administration) shall be responsible
to the Administrator: for the general supervision of the fncentive
Arvards Program in the Office of the Administrator, the flrban Reneu'al
Adrninistration, and the Community Facilities Atlministration.

lncenlive Aword: Commitlee

The Committee shall consist of nine members, eight of whom, includ-
ing the chairman, are appointed by the Assistant Administrator (Ad-
ministration) ; three of these members are selected. from employees of
the Community Facilities Administration, three from employees of the
Urban Renewal Administration, and tlvo from the Offrce of the Admin-
istrator. The Director of Personnel or his representative is the ninth
member of the Committee. Members are appointed for three calendar-
year terms on a staggered basis, so that three nery members are ap-
pointed each year. An Executive Secretary shall be designated by the
Direetor of Personnel.

6/a/55 Poge I



2.5.2 lncanlivc Awordr Program

The Incentive Awards Committee has the following functions:
(1) To refer employees' suggestions received to the Management

Analysis and Procedures Branch for appraisal, and to review
appraisals submitted by this Branch.

(2) To consider and to take appropriate action on nominations for
the payment of awards.

(3) To determine the type of award irr the case of each approved
contribution.

(a) To promote understanding of the pulpose and objectives of man-
agement improvement aetivities and to stimulate employee par-
ticipation in them.

(5) To revierv arvards approved in regional offices for possible ap-
plicability in other regions.

(6) To revieu, and recommend approval of nominations for Out-
standing Performance Ratings and Quality Within-Grade In-
ereases and to make certain that written statements are true and
factual and that the justifieations measure up to the requiled
standards.

(7) To fix the priority rights of a contributor whose suggestion u,as
not adopted, but t hich was substantially similar to one which
was subsequently determined to be eligible for an award.

(8) To refer to the General Counsel for an opinion all ideas u'hich
may be patentable or in l'hich the government or the individual
may have commereial or property rights.

The Chairman, Incentive Awards Committee, is authorized to grant
cash awards in amounts not exceeding $400 each for suggestions and
for superior service (including sustainecl superior serviee and special
aets or serviee) when such efforts benefit or affect the eentral or field
oftices of the Office of the Administrator, the Community Faeilities Atl-
ministration, the Urban Renerval Administration, or the HHFA Re-
gional offiees.

Division of Personnel

The Division of Personrrel is rcsponsible for the central ad.mirristrative
direction and review of the Incentive Au'ards Program. In this regard,
it shall:

(1) Enlist the support ancl cooperation of supervisors at all levels
in the program, and encourage them in using the program to
irnprove operations in their own units.

(2) Insure the objective treatment of all suggestions, both from the
stand.point of the employee and the Agency.

(3) Promote maximum employee interest and participation in the
program at all levels.
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(a) By means of effective publicity, iusure that every employee
understauds the program, aud ernphasiae the need for ideas that
have dollar savings.

(5) Insure adequate doeurneutation in support of the action takeu
on eaeh suggestion.

(6) Submit to the Civil Service Commission required reports on the
operations of the Agency's program.

(7) Rentler guidance to the Incentive Awards Committee on questions
of entitlement to awards or on any other questions or problems
which may arise in connection lvith the administration of this
program.

(8) Supply staff assistance to the Ineentive Awards Committee and,
as appropriate, work with ancl through that eommittee in dis-
charging its responsibilities.

(9) Encourage the appointment of imaginative and enthusiastic in-
dividuals to the Ineentive Awards Committee.

Superviror

Supervisors at all levels have primary responsibility for uraking the
rnost effective use of the Incentive Awards Program. This responsibility
not only includes personal day-to-day support of the program but also
involves advising employees in what areas solutions to problems are
being sought. It requires a complete knowledge of the types of available
awards, their criteria, and the proeedures for applying for them. Super-
visors, by example and instruction, shall encourage employees to par-
tieipate actively in improving operations in their owr units, to be cost-
conseious and improvement-minded. When neeessary, they shall render'
assistance to employees in preparing suggcstions. They shall also con-
duct periodic revielvs of each employee's performance to assure that
proper consideration is given to those individuals qualifying for
Superior Service Awards.

AGENCY AWARDS

Awards granted rvithin the Agency by which employees are recoguizecl
for their achievements are classified in four main categories: (1) Dis-
tinguished Service Award, (2) Superior Service Award, (3) Ernployee
Suggestion Award, and (4) Length of Service Au,ard.

Awards for Outstanding Performance are handled under procedures
outlined in Section 2-5-1, Performance Rating Plan. Recipients of Out-
standing Performanee Ratings are automatically considered for Supe-
rior Service Awards.

Dirringuirhed Service Awqrd

The Distinguished Service Award is the Agency's highest arvard.
It is conferred by the Administrator once each year upon a limited
number of employees who have made the greatest contributions to the
operation of the Agency. This arvard may be granted in reeognition
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of the same employee eontribution for which a cash or honorary award
has been previously granted. The Administrator, Deputy Administra-
tor, or a designated representative (for the OA central and regional
offiee staffs) and the Commissioners of IIRA auil CFA may each
nominate not more than three employees a ),ear for this arvard. Nomi-
nations shall be subrnitted by August 31 of each year, through the
Director of Personnel to an ad hoc selection committee appointed by
the Administrator.

Superior Service Award

This award may be granted for any type of service or performance
which merits special reeognition, and consists of an honorary award
certiffcate, accompanied ordinarily with eash. It must be initiatetl by
a supervisor of the employee who made the coutribution. Superior
Service Awards fall into trvo categories: (a) Sustained Superior Serv-
ice, and (b) Speeial Act or Serviee.

Sustoined Superior Service

Sustained Superior Service may be defined as the clischarge of
regular duties which so substantially excccds normal performance le-
quirements, extending over a period of at least six months. as to merit
special recognition.

It is emphasized that this type of contribution is characterized by the
high level performance of duties over a long period of time. To meet
the standard for an ar,vard, performance should exeeed most, but not
necessarily all, of the requirements of the position, while meeting nor-
mal stand.ards in other aspects. The extent to which performance must
excced. requirements in most aspects to merit an award often cannot
be established rvith precision. This is especially true in those areas of
performance which are not subject to exact measurement in terms of
quantity and quality. Supervisors need to exercise considered judgment
in making evaluations and recommendations in such cases.

The follorving kiuds of contributions, rvhile not all-inclusive, are
typical of Sustained Superior Serviee for u'hich an arvard may be con-
siclered:

(1) Normal production or aecuracy standards are substantially sur-
passed while satisfactory performance in other job requirements
is maintained.

(2) Superior quality results are attained while normal stanclard.s of
quantity are satisfactorily met.

(3) A noticeable increase in production occurs through continuous
improvement of proced.ures, systems, or methods, as the result of
the employee's contributions.

(4) Outstanding success is achieved by a supervisor in motivating
the interest and participation of employees in the fneentive
Awards Program.
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(5) The work of the organizational unit, or of a part of the unit, is
processed in an outstanding manner as the result of the em-
ployee's eontribution.

(6) High morale is maintained in unusually aclverse circumstanees
as the result of the employee's contribution.

The written justification for an award based. on Sustained Superior
Service shall follow the geueral format prescribed for recommenclations
for Outstanding Performarlee Ratings (see Exhibit R, Seetion 2-5-l,
Performanee Rating Plan). fn the left eolumn shall be listetl those job
requirements rvhieh tlre employee performs in a manner exceeding
normal performance requirements; items in the right eolumn shall
document in detail, including illustrative examples of aeeomplishment.
the way in which sueh job requirements are performed in a manncr
exceeding normal requirements. It is important that such justification
be as clear, specific and detailed as is possible. The statement must be
more than a certification by the supervisor of superior performance.

'Ihese written justifications shall be accompanied by a copy of the
ernployee's position description, and by a completed copy of Form
H-840, Recontntendation for Perfornr,ance Recognition. Nominations
shall be submitted in duplicate through the Management Revierv Com-
mittee for their recommendation to the Regional Administrator. If
approved, he shall forward it to the fneentive Awards Committee,
Attention: Executive Secretary. If approved, one eopy of the nomina-
tion will be placetl in the employee's personnel file.

AWAITD SCALE

'l'he aruounts of cash awards paid for Sustained Superior Service
based on intangible benefits shall be estabiished on the basis of the
following table:

Gracle of Employca Marinrum, Amotcnt of Award
GS-1 through GS-8 $200
GS-9 through GS-12 $350
GS-13 and up $500

Speciol Acl or Service

Special Act or Service may be defined as a nonrecurring, specially
meritorious eontribution, achicvement, service or pet'formanee of an
assignment. It may be, for example, a specific assignntent performerl
in eonneetion v,ith a special program or aetivity during an emergeney,
or it may be characterized by creative effort important to operations,
researeh, or administration. This type of single accomplishment or
service contrasts with that of the Sustained Serviee type of contribution
u,hich reflects exceptional perfornranee over an extend.ed period of time.

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

operating difffculties.
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(2) Original development or improvement in methods, organization,
proced.ures, or products which result in substantial benefik 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 which make important contribu-
tions to the Ageney's programs, such as distinguished authorship.

The written justification for an award based on a Special Act or
Service shall explain in detail, giving illustrative examples, the manner
in which the employee performed the service or achievement for which
he is being cited, and shall indicate clearly why such service merits
special. recognition. Nominations shall be accompanied by a completed
copy of Form H-840, Recomntend,ation for Performance Recognition.
and shall be submitted in duplicate through the Commissioners of
constituent units or major offiee heads to the Incentive Awards Com-
mittee, Attention: Executive Secretary. If approved, one copy of the
nomination rvill be placed in the employee's personnel file.

When a contribution has been made by more than one employee or
by a group of employees, all who have contributed, including super-
visors, may share equally or proportionately in atvards. The total
amount of the award shall be the amount authorized for that type of
award if made to an individual. However, where individual shares of
such group cash awards appear inappropriate, the Committee rnay
deviate from the scale.

The amounts of cash awards paid for a Special Act or Service based
on intangible beneffts shall be established on the basis of the following
table:

Ertent of Application l'Iarimunr, Antoutt
I_.iimited $100
Broad $200
General $300

D e finit io n s-E r,t ent o f Ap plicat io n

Limited : Affects immed.iate assoeiates or work area.

Bload: Affects more than the imrnediate u,ork area or associates, but
is rvithin a major offiee, program, or constitueut urrit.

Gerreral: Affects a Iarge portion of the HHI'A, or is in the publie iuter-
est in more than one area.

Employee Suggertion Aword

A suggestion is a proposal expressed in specific terms which shows how
to effect economies in operation, inerease produetion, improve working
conditions or employee relations, conserve property, impiove service to
the public, or othelu'ise benefit the Gover.r.rment. It may concern a uratter
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within or outside an employee's job responsibilities. Every employee is
eligible to partieipate in the suggestion system.

Employee suggestions will not be evaluated through the suggestion
system when they do not meet the above definition of a suggestion, or
rvhen it is obvious that the potential benefits of the proposal, if adopted,
would. not be sufficient to offset the cost of processing it for evaluation.
Although suggestions may concern a matter within an employee's job
responsibility, they will not be evaluated when they are clearly a matter
of normal job requirements within that responsibility, or lvhen they are
the result of a speciflc project which the employee is directed to perform
as a part of the job responsibility, such as assignmcnts untler the Man-
agement Improvement Program.

A suggestion or contribution submitted by an enrpl<-ryee will be eligible
for an award when it is adopted and actually put into effeet, or a deter-
mination made by appropriate authority that it will be used.

When a suggestiotr has been made by more than one employee, or by
a group of employees, all who have contributed, including the super-
visor, may share equally or proportionately in the a'rvarcl. As in the
case of an award for a Special Act or Service, the total amount of the
cash award shall be the amount authorized for that type of award if
made to an individual. However, where individual shares of such group
awards appear inappropriate, the Committee may deviate from the
scale.

Suggesrions on Mollcrs Within Job Responsibiliries

In some jobs a major responsibility is to search {or ways of conducting
Agency business with increased efficiency and economy. Positions such
as those of Management Analysts, Program Planners, Classifieation
Analysts, aud principal stafr positions are irr. this category. As a general
rule, when an individual in such a position reeeives an award for a
job-related suggestion, the suggestion is of considerable significanee and
goes beyond the scope of normal job requirements.

Suggcstions on Motlers Ourside Job Responsibilities

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

Procedures for Submirting Suggestions

Emplogee Su,ggestion Form, H-712, is providecl for the subrnission of
employee suggestions. The use of this form is not mandatory. Sugges-
tions should be forwarded directly to the Manageurent Review Commit-
tee, and receipt shall be acknowledged within three days by either the
Committee Seeretary or someone else so designated.; however, they may
be forwarded directly to the Incentive Au'ards Committee if the em-
ployee so desires. Informatiorr contaiued on the upper portion of Form
H-142 shall be kept confidential by the Secretary until a determiuation
regardiug the suggestion has beeu nrade;
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Suggestions should be as fully developed as possible when they are
submitted. Any idea, method, procedure, or device which is ready for
adoption when it is received by the Committee will usually receive
greater recognition than a similar suggestion which needs further de-
velopment. An employee rvith a suggestion should develop it as far as
he can before submitting it. However, if he finds that he cannot de-
velop all the details, he should submit the suggestion and indicate the
extent of any research he has rnade into these details.

Regionol Ofiice Monogement Reviow Committee

Employee suggestions shall be numbered in the following manner:
Regional Office number, current fiscal year, and a serial number; e.g.
YI-64-1.

The Management Review Committee shall evaluate, adopt, or reject
aII suggestions l'hich pertain to the operations of the Region. The Com-
mittee shall, in addition, cletermine the amounts of awards not in
exeess of $100, as rvell as the eligibility of the suggester for an award.
Reeommendations for awards over $100 shall be forwarded to the fncen-
tive Awards Committee, Attention: Executive Seeretary. The recom-
mendation shall be aceompanied by the documented suggestion, and the
Regional Management Review Committee shall supply aII the docu-
mentation used by the Committee in making the recommendation,
whether the recommendation is based on intangible benefits or tangible
savings.

If the Regional Committee adopts the suggestion, one copy, irrcluding
the name and position title of the suggester and the amount of the
award, shall be sent to the Executive Secretary, fncentive Awards Com-
mittee, no later than 15 days after its adoption.

All evaluations made of Empioyee Suggestions by Management Re-
view Committees shall be submitted on Form }:{-777A, Report on Em-
ployee Suggestion (Exhibit A). AII applicable items on this form must
be completed before submission to the Central Of6ce.

ff a suggestion is substantially similar to a previous contribution
which was not adopted, but is now determined to be eligible for an
awarcl, it shall be the responsibility of the Management Review Commit-
tee to deterrnine the priority rights of the original suggester.

If the Committee does not approve the recommended. award, it will so
advise the suggester by a memorandum l,hich shall inclucle the reasons
for the decision.

Suggestions regarding nationally used fonns or those which have
ultimate use by authority of the URA, CFA or OA shall be sent to the
Incentive Awards Committee, using Form H-777 L as a transmittal,
with a recommendation for appraisal before any cash award is made.
Suggestions which affect procedures and policies promulgated by the
Central Office or other Governmeut agencies shall be forwarded to the
Ineentive Awards Committee irrespective of their award yalue, and
shall inelude name and position title of the suggester.
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Considerotion by the Centrol Office

, For suggestions adoptetl by the Regional Committee and warranting
further consideration, the Central Office shall either consider the adop--
tion of the suggestion on a nation-wide basis or circulate the sugges-
tion for comments or loeal adoption to the other Regional Management
Review Committees. If the suggiestion coneerns an aspect of a pro-
gram of one of the eonstituent units (CFA, URA) the suggestion shall
be circulatetl by the appropriate constituent unit. If the suggestion
coneerns other matters, it shall be circulatetl by the Management
Analysis and Procedures Brqnch (MAPB), Division of Budget and
Management.

Employee suggestions circulated to the Regional Management R,eview
Committee following adoption in one region or as a part of the review
of a suggestion originating in the Central Office shall be eonsidered by
the Regional Committee and a report made within thirty (30) days to
the eonstituent unit or the MAPB, as appropriate. If a report eannot
be made within this time limit, notiflcation and an explanation shall
be made.to the requesting unit.

The Incentive Awards Committee shall forward to the Civil Service
Commission any suggestion it believes is worthy of Government-wide
consideration. In the case of suggestions adopted by other Regional
Offiees, the Committee shall advise the referring Regional Office as to
the total savings effected by the suggestion ancl the additional award,
if any, which should be made. All additional awards shall be made by
the Regional Office making the original award. In the event the total
award exceeds $100, the Central Office will be responsible for approving
payment.

AWARD SCAI-rE
TANGIBLE BENEFITS TABLE

When it has been determined that an employee suggestion is worthy
of an award basecl primarily upon demonstrated savings, the amount
paitl will be set by the following arvard scale as established by Civil
Service Commission Regulations :

TANGIBI-/E BENEFITS AI\IOUNT OF AWARD
$50-$3oo . $15

$301-$10,000 ........ $15

$10,001-$20,000 ............... .......................$500

$20,001-$100,000................... . ...$750

$100,001 or more . ................... $1,150

7/9/65

for the first $300 in benefits and $5
for each additional $100 or fraction
thereof.

for the first $10,000 in benefits and
$5 for each additional $200 or frac-
tion thereof.

for the first $20,000 in benefits and
$5 for each additional $1,000 or
.traction thereof.

for the first $100,000 in benefits and
$5 for each additional $5,000 or
fraction thereof.
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Savings from employee contributions will be calculated on the basis
of the estimated net savings for the first full year of operation. An
exception may be made in cases where an improvement with a high
installation cost will yield measurable savings continuing more than
one year. In these cases, the award may be based on the new average
annual savings over a period of years, which may not exceed either
the reasonable life of the initial installation or the clearly predictable
period of use, whichever is the shorter.

INTANGIBLE BENEFITS TABLE

When it is determined that an employee or a group of employees is
eligible for a cash award based solely or primarily on intangible benefits
derived from a suggestion as defined in this section, the amount of the
award paid shall be established on the basis of the following table:

Extent of Application

Value of
Benefit Lrimited Broad General

Minor $15-30 $30-100 $100-200
Major $100-200 $200-300 $300-500
Extraordinary $300-450 $450-750 $750-up

D efinit ion*-V alue of B enefit

Minor- Modification of an operating principle or procedure
having limited potential value.

Major- Complete revision of a single basic principle or pro-
cedure having a high potential value.

Extraordinary-Initiation of a new prineiple or a major procedure
which materially affects a primary program, such as a
contribution whieh substantially advances in impor-
tant activity or enhances the Agency's role in the
Executive Branch.

D efinitions-E rt ent of ATtTtlication

Limited 
-Affects 

immediate associates or the work of a section or
branch in which the employee is located.

Broad 
-Affects 

a major portion of the Agency.
General 

-Affects 
the entire Agency.

The minimum cash award of $15 baseil on intangible savings shall
not be granted unless the contribution compares favorably with those
reeeiving the minimum eash arvard for tangible benefits.

Suggestions which do not merit the minimum cash arvard but are
worthy of adoption shall be recognizerl by a letter of commendation
from the Incentive Awards Committee.
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The Agency is authorized to make cash award.s not in excess of
$5,000 based. on either tangible or intangible benefits without prior
approval of the Civil Service Commission.

Length of Servicc Aword

A length-of-service award is granted to each employee after the com-
pletion of ten years of Federal service and at five year intervals there-
after. The Serviee Award eonsists of a lapel emblem (for men) or a
pin (for women). Service pins rvill be of identical design except for a
difrerent numeral and metal for varying periotls of service as follows:

10 years-Bronze
15 years-Sterling Silver
20 years-Sterling Silver
25 years-Golil-filled
30 years-Gold 10k

35 years-Goltl 10k with a 2 Pt. white diamond chip
40 years-Gold LOk with a ruby chip
45 years-Goltl 10k with a ruby chip
50 years-Gold 10k with a 3 Pt. white diamond chip

On October 1 of eaeh year, beginning in 1965, eaeh ll,egional Atlmin-
istrator shall supply the Director of Personnel with a list containing
the names and sex of all employees who will become eligible in the
foll,owing calend,ar gear for length of serviee awards in each of the
categories listed above. Pins will be issued from the Central Office on
the basis of these lists and Regional Administrators shall distribute the
pins to the employees at the end of the month in which the recipient
reaches his anniversary. At that time, a list of presentations shall be
sent to the Central Offiee for publieation in the Staff Bulletin.

The Regional Director of Adrninistration shall install a system of
follow-up signals on Standard Forms 7 and Optional Forms 4-B in
accordance with Civil Service Handbook 3812, in order to facilitate
supplying this information at the proper time.

OTHER AWARDS

Prcrident'r Aword for Dirtinguirhcd Fcderol Civilion Scrvicc

Each year the President makes five awards to civilian employees for
tlistinguished service. When an employee's contribution is so outstand-
ing and exceptional that appropriate public eommeudation cannot be
accordetl by the Agency, the Administrator may nominate not more
than one such candidate each year to the President's Distinguished
Civilian Serviee Awards Board.
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Fcdcrol Womsn's Awqrd for Oulslqnding Achievement

This is an honorary non-cash award for the purpose of: providing
special recognition to women who have made outstanding eontributions
to the efficiency and. quality of the career service of the Federal goyern-
ment; encouraging high standards or performance from other women
in government; and making more widely known to the public the
variety of careers for women in the serviee of the Federal government.
Any woman of the Federal government, with no less than three years
continuous full-time service in the competitive service and who has
attained a grade GS-9 or above, may be recommended for an awarrl
based upon career service which has been charaeterized by outstanding
ability and achievement in an exeeutive, professional, scientific or
technical position.

Recommendations for this award may be submitted by Commissioners
of constituent units and major office heads upon request by the Atl-
ministrator, through the Direetor of Personnel to an ad hoc selections
committee appointed by the Administrator.

Notions! Civil Service leogue Coreer Service Aword

This is an honorary, non-eash award rvhich is sponsored by the Na-
tional Civil Serviee L,eague. It is presented annually for the purpose
of bringing to national prominence some of the significant eareers of
men and women in the Federal career service.

Recommendations for this a.rvard may be submitted by Commissioners
of constituent units and major offiee heads upon request by the Admin-
istrator, through the Director of Personnel to an ad hoc selections com-
mittee appointed by the Administrator.

Arrhur 5. Flemming Aword

This is an honorary, non-cash award and is sponsored by the Junior
Chamber of Commeree, Washington, D. C. Its purpose is to honor
outstanding yourrg men in the Federal government who have performed
in executive, administrative, teehnical or seientiffc fields.

Recommendations for this au'ard may be submitted by Commissioners
of constituent units and major office heads upon request by the Admin-
istrator through the Director of Personnel to an ad hoc selections com-
mittee appointed by the Administrator.

Williom A. Jurnp Memoriol Aword

This is an honorary, non-cash arvard and is sponsored by the Williarn
A. Jump Memorial Foundation. fts purpose is to recognize men and
women in the fieltl of public administration rrho have made notable
contributions to the efficiency and quality of the public serviee.

Recommendations for this an ard may be submitted by Commissioners
of constituent units and major office heads upon request by the Ad-
ministrator through the Director of Personnel to an acl hoc selections
committee appointecl by the Administrator.
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Rockcfellcr Public Servicc Aword

This is a cash award given annually to men and women in the Fed-
eral government who have rendered outstanding serviee to the nation.
It is aclministered as a national trust by the Woodrow 'Wilson School of
Public and fnternational Affairs, Princeton University.

Recommendations for this award may be originated by anyone within
the OA. The formal recommendation, however, shall be submitted by
Commissioners of constituent units and. major offrce heads upon request
by the Administrator, through the Director of Personnel to an ad hoc
selections committee appointed by the Administrator.

EMPLOYEE RECOGNITION

To provide for recognition of suggestion award winners in the Staff
Bulletin, all suggestions adopted. by the Regional Offices shall be ae-
companied by a statement including the suggester's name, description
of suggestion, ancl amount of award when forwarded to the Central
Office. Ilowever, such suggestions will not be published until they have
been reviewed by the Central Office.

Staff Bulletin notices of suggestions originating in the Regional Offices
and approvetl by the fneentive Awards Committee will be prepared in
the Central Office. Such notiees will be published after the Incentive
Awards Committee is notiffed by the Regional Office that the approvetl
award has been made, or if no notice is reeeived, 30 days after the
Regional Office has been informed of the approval.

Appropriate notation shall be matle in the personnel folder of any
employee to whom a cash or honorary award has been granted. 'When

such an employee is being eonsidered for promotion in aecordance
with the regular promotion plan procedures, information relating to
any awards granted shall be eonsidered along with all other pertinent
data in making a final selection.

ACCOUNIING INSIRUCTIONS

Upon approval of a cash award, the Regional Administrator shall
authorize payment in writing to the Regional Director of Adminis-
tration.

Award. payments shall be made from the current 86 0100 Salaries and
Expenses appropriation aecount in the same manner as other admin-
istrative expenses are proeessed for payment and shall be charged to
Objeet Class 13 Refunds, Awards and. Indemnities. Regional operating
budgets include funds within the total allocation estimated to be suf-
ffcient to cover uormal award. payments.

OUAETERTY REPORIING

Eaeh Regional Office shall prepare a quarterly report on the employee
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suggestions it approves or rejects. The reports should not cover sugges-
tions referred (original only) from another Regional office. The in-
formation required. in Form H-826 shall be furnished to the Executive
Secretary, Incentive Awards Committee, by the fifteenth day of the
month following the reporting quarter. The report dated June 30
should be cumulative, covering the suggestion program for the entire
fiscal year.
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Section 3

STANDARDS OF CONDUCT

PURPOSE

This section prescribes standards of conduct, in addition to those
preseribed by statute, for employees of the Housing and. Home Finance
Agency in connection with outside employment,-financial and. other
interests, gratuities, and the gonduct of certain aspects of Government
business. It also contains standards relating to representative appear-
anees of former employees.

As used in this Section, the term employee 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,
ad.visers, consultants, and part-time and intermittent employees.

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

The maintenance of high moral and ethical standards in the public
serviee is essential both to efficiency in the eonduct of Government busi-
ness and to assuring the confidence of the public in their Government.
Unwavering integrity and standards 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 Federal service is one
of the most important objectives in establishing general standards of
conduct. 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 potentiai 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 need.ed for effective, representative 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.
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Over and above the statutory limitations, however, there are funda-
mental moral and ethical considerations which must govern the 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
which have the force of law and which are applicable to all officers
of the Governmerrt. A public office is a public trust. No public officer
or employee can lawfully engage in business activities which are in-
compatible with the duties of his office. He cannot in his private or
official character enter into engagements in rvhich he has, or can
have, a conflicting personal interest. He cannot allorv his public duties
to be neglected by the reason of attention to his private affairs. Such
conflicts of interest are not tolerated in the case of any private
fiduciary, and they are doubly proscribed. for a public trustee. (a0 Op.
A.G. 187)

These principles have been stressed by the Congress in a Concurrent
Resolution outlining a code of Ethics for Government Service (Exhibit
B) antl in the Standards of Conduct for Civilian Employees prepared
by the Civil Service Commission at the direction of the President.

OUTSIDE EIIAPTOYII'IENT

In the absence of some condition which in a particular case dis-
tinguishes public serviee from other types of employment, tr'ederal em-
ployees are entitled to the same rights and privileges as all other citi-
zens. There is, therefore, no gelleral prohibition against Federal em-
ployecs engaging in outside employmcrrt if they rvish to or if they feel
the economic need for doing so.l

An employce may not, horvever, engagc in outside employment which
may: (a) interfere with the efficient performance of the employee's
ofiicial duties, (b) bring discredit upon, 01'cause unfavorable and rea-
sonable critieism 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 and his offrcial
duties and responsibilities.

Outside Employment Which is Nol Permitted

No employee shall engage in arry outsido curpkryrncrrt whcn:
(1) Tho activities involved may be construed by the public to br:

thc official acts of the Agency or the employment may in any
way involve the use of public officc for private gain.

(2) Thc connections to be established or property intercsts to bc
acquired. may result in conflict between the private interest
of the employee and his offrcial duty, tend to bias his judgment,
or cause any loss of impartiality.

1 The tcrm cmployrnent as used herein means thc porlormance of setvices in an employcr.
employeo relationship, or in the conduct of a privatc business, or as an indepentlent contraotor.
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(3) The employment may involve the use of information secured as
the result of employment in the Agency to the detriment of the
Agency or the public service or may involve any und.ertaking 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 Govemment, or result
in the making of a Governmental decision outside official
channels.

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

No employee shall maintain a publicly listed or identified plaee of
business for the pursuit of the professional field in rvhich he is employed
by the Ageney.

Outside Employmenl Requiring Prior Approvol

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

No employee shall, therefore, errgage in outside crnployment falling
into the following categories, exccpt as provided under the heading
" Teaching, Writing, and Lecturirrg, " below, rvithout the prior approval
of the Director of Personnel:

(1) Employment related to or sinrilar l,o thc substantive ptograms
eonducted in any part of the Ilousing and llome Finance
A.gency. This provision is irrtcnded to cover, but is not limited
to, the broad fields of rcal cstate, mortgage lending, property
insurance, corrstruction, construction financing, ancl planning.

(2) Employment in the samc professional ficld as that of the individ-
ual's official position.

(3) Employment, inclucliug appointrrrcnts without cornpcnsation, by
another govcrnrncntal body.

fooching, Writing, ond lecturing

Teaching, writing, and lecturing by l,'cderal ernployees are generally
to be encouraged so long as the laws ancl rcgulations pertaining to stand-
ards of conduct are observcd. These activities frequently serve to
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enhance the employee's value to the Government as well as to increase
the spread of knowledge and information.

I{owever, when the subject matter (a) is devoted substantially to the
speeific duties of an employee's position or (b) d.raws substantially
upon omcial data or id.eas 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 Director of Personnel is required.l

An employee may use his name and title in connection with articles
for publication 'which bear upon his work in the Agency by submitting
the article first to the Director of Personnel for approval of the activity
and. then to the Director, Information Branch for approval of the sub-
stance, prior to publication.

MEMBERSHIP IN ORGANIZATIONS

An employee may not, in his official capacity as an officer or employee
of the IIHFA, 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
serye in an individual capacity as a member of a non-Fed.eral or private
organization, provided that:

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

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

FINANCIAI. AND OIHER INTERESTS

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

An employee may not (a) have financial interests that conflict or may
reasonably be construed by others to conflict, with his responsibiiities
and duties as a Fed.eral employee, or (b) engage in, d.irectly or in-
directly, flnancial transactions as a result of, or primarily relying upon,
information obtained through his employment. Aside from these restric-
tions antl the following specific rules, an employee is free to engage in
lawful financial transactions to the same extent as any other citizen.

lfo tt"l*"u ol officers subject to the provisions of Executive Oriler No. 10989, clause (a)
ol this sentence is changetl to reail (a) i,s daaotail, substantially to the retponaibilitiet, prograru,
ot oparatdons ol tha Agency.

In addition, such officer may not rcceive compensation for any consultation, lecturo, tlis-
cussion, rvriting, or appearenco if eithor clauso (a) as amenaled, or clauso (b) is appticabls
thereto.
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Common stock of the Federal National Mortgage Association shall
not be acquired. by an employee of the Housing and Home X'inance
Agency or by the spouse or minor child of such employee.

No employee shall be an officer or director of any organization which
is an FHA-approved mortgage or lending institution or which serv-
ices mortgages or other securities for the Agency. An employee may
hold stock or shares in such an organization provided his offieial duties
are such that the holding rvill not create or tend to create a eonflict of
interest.

GRATUITIES AND GITTS

No employee shall solicit, accepl, or agree to accept, directly or in-
d.irectly, anything of econornic 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) IIas or is secking to obtain contractual or other business or
financial relationships with the Agency.

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

(c) Has interests rvhich may be substautially affected by such em-
ployee's performance or non-performanee of his official duty.

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

Although under the foregoing criteria, the acceptance of any gift,
gratuity, or favor clirectly or indirectly affeeting an ernployee's official
responsibilities woulcl be clearly adverse to the public interest, this need
not preclucle the exchange of usual social courtesies rvhich are entirely
free from any improper or embarrassing irnplicatious.

No employee shall receive compensation or anything rif monetary
value, other than that to which he is duly entitled from the Government,
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 preclucle the acceptance of arvards for meritori-
ous public contributions given by public serviee or civic organizations.

FAVORITISM

No employee shall accord preferential treatment to any person, cor-
poration, public agency, or group in the contluct of official business
except in the marrrer and to the extent prescribed by specific 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.
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No employee shall give or use information acquired by rneans of his
position to advance the private interests r.rf hirnsclf, his farnily, as-
sociates, or friends, nor shall he recomrnencl or suggest the use of any
particular or identified non-governmental intermediary to deal with the
Agency, or any device or product tested by or for, or used by, the
Agency, except as rcquired by his official duties.

CONDUCTING GOVERN'\AENT BUSINESS

'I'he manner in which an employee conducts himself on the job is
frequently relevant to the proper, economical, and effieient accomplish-
ment of his official duties and responsibilities. In addition, those em-
ployees who are in direct contact with the public play a most significant
role in deterrnining the public's attitude toward the Federal service,
both by the manner in rvhich they serve the public and the rvay in whieh
they conduct thenrselves generally irr the view of the public.

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

Embarrassment to the Ageucy will be avoided by conducting govern-
ment business on those premises where such business is normaliy trans-
acted and through 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 lrederal property of any kind for other than
officially approved activities.

ADV|SERS, CONSUTIANIS AND TEMPORARY EMPIOYEES

Conflict of interest laws are applicable to persons employed by the
Agency as advisers, consultants, experts, and members of advisory com-
mittees. This legislation establishcs a catcgory of personnel, termed
"special. Government ernployees," consisting of those employed 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, consultants, experts, and advisory committee members
employed by this Agency fall in this category of "special Government
employee. " Although the provisiorrs rvhich this legislation applies to
special Government employees are somewhat less restrictive than those
appliecl to regular Government employees, it is important that special
Government employees understantl clearly the nature and extent of
these limitations. The provisions are summarized in part B of Exhibit
A, and are explairred in detail in the President's llernorandum of May 2,
1963, entitled "Preventing Conflicts of Interest on the Part of Special
Government Employees" (Exhibit C). A copy of tlie President's
Memorandum shall be given to each special Goverrturent employee upon
appointment by the Agency. 'Ihe Memorandum shall also be distributed
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to all regular enlployees of the Agency who are charged with the super-
vision of special Government employees.

Consultants, atlvisers, and experts shall be required to eomplete and
keep current a Btatement of Employment and, Financial Interests
(Standard Form 68) prior to appointment to the Agency. This state-
ment shall be forwarded to the chief legal officer of the agency con-
cerned for information anrl arlvice as to possible conflicts of interest.

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

PENATIIES

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 may include official reprimand, suspension, demotion, or separa-
tion.

RESPONSIBITITY OF EI\APIOYEES

Each employee of the Housing and Home Finance Agency is re-
sponsible for complying rvith the provisions of this Section.

For the proteetion equally of the Agency and 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 interests and their public responsibilities. Each new em-
ployee will, therefore, be required to ffIe, with the Director of Personnel,
Form HHFA-8, Certifica,tion of Prirsate Bnsiness ancl Xinancial Inter-
esfs, prior to entrance on duty.

Under ltem 1, the employee shall list all outside employment which
requires prior approval of the Director of Personnel:

(1) Employment related to or similar to the substantive programs
conducted. in any part of the Housing and Ilome 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) Employment in the same professional field as that of the intlivitl-
ual's official position.

(3) Employment by another governmental body.

Outside employment as a teacher, writer, or lecturer does not require
prior approval of the Director of Personnel except as provided
under the subhead. Teaching, Writ'ing, and, Lecturing, above. When
prior approval is required such employment should be listed und"er
Item 1; otherwise it should be listed under Item 2.

Under ltem 2, the employee shall list all other outside employment.
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Under ltem, S, the employee shall list any financial or other interests
which relate directly or indirectly to the substantive programs cor-
ducted in any part of the Housing and Home Finance Agency, inclutl-
ing real estate holdings other than the employee's own home or summer
resid.ence.

The signed and completed certification shall be treated in all respeets
as confidential information and shall be available only to sueh 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 notiffed of such
action promptly. It should be noted. that employment listed. under Item
1 requires prior approval of the Director of Personnel (See above).

Certificates shall be supplementetl, using Form HHFA-8 as necessary
to keep them current at all times.

RESPONSIBII.ITY OF SUPERVISORS

Supervisors, on the basis of information supplied through the Direc-
tor of Personnel or through any other sorlrce, 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{HFA-S when such forms are submitted upon the appointment of new
personncl.

If, through any source, a supervisory official receives information in-
dicating a violation of this Section, such information shall be reported
immediately, by memorand.um, to the Director of Personnel. (See also
Section 2-14 of this Volume, relating to referrals to the Compliance
Division.)

RESPONSIBITITY OF THE DIRECTOR OT PERSONNET

The Director of Personnel and the Assistant Administrator (Adminis-
tration) are responsible to the Administrator for the general adminis-
tration of the confliet of interest program under this Section. This shall
include responsibility for maliing determinations regard.ing the applic-
ability of the procedures and the extent of disciplinary action to be
taken or recommended in individual cases.

fn making determinations in such cases the Director of Personnel
shall be guided by this Section and by the decisions of the Outside
Activities Committee. He rvill refer to the Outside Activities Com-
mittee, through the executive secretary, cases requiring new policy
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judgments or advice on interpretation of existing policy and other
cases required by these proeealures to be referred to the Committee.

The Director of Personnel shall semi-aunually, in June and Decem-
ber, (1) call the attention of each employee to the provisions of this
Section antl (2) submit a report summarizing any unusual or difficult
cases of conflict of interest to the Administrator, rvith a copy to the
Outsitle Activities Committee.

Questions relating to the interpretation or applieation of this Section
to speciffc outside interests or activities should be taken up in writing
with the Director of Personnel.

RESPONSIBII.IIY OF IHE OUTSIDE ACTIVITIES COMMITTEE

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 Director of Personnel. The Com-
mittee shall not, however, review matters coneerned 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
effeetiveness of these policies and shall recommend to the Administrator
such new or revised polieies as may appear desirable.

The Director of Personnel shall serve as executive secretary to
the Outside Activities Committee, advise the eommittee regarding the
administration of the Section and regarding proposed changes in the
policies aud procedures relating to Standards of Conduct and provide
necessary stafr services for the Committee.

The Outside Activities Committee shall consist of the Assistant Ad-
ministrator (Administration), who shall serye as chairman ; the
EIIFA 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.
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EXHIBIT A

Generql Provisions of Conflict of lnterest legislotion

tr'ederal legislation pertainirrg to conflict of interest is contaiued 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 lvhose
prineipai employment is outside the Government. Public I-.raw 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-reaehing
in many aspeets, and ernployees who have auy questiolr about the law's
application to their ou,n situations should take care to review the full
provisions of Public Law 87-849.

The larv makes a clear distinction betrveen tu'o categories of ernploy-
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 ; " all other employees are considered regular employees.

A. A regular ernployee of the Governmcnt is in general subject to
the following major restrictions:

1. He may not, except in the clischarge of his official duties,
represent anyone else bcfore a court or Government agency in
a matter in rvhich the United State's is a party or has an
interest. This prohibition applies both to paid and unpaid
representation of arrother (18 U.S.C. 203 and 205).

2. IIe rnay not participate in his governmental capacity in any
matter in rvlrich he, his spouse, minor child, outsitle business
associate or person rvith rvhom he is negotiating for employ-
ment has a financial interest (18 II.S.C. 208).

3. He may not, after his Govcrnment employment has ended,
represent anyouc other tlrarr the United States in connection
rvith a matter in whieh the United States is a party or has an
intcrrcst anrl in rryhich ho partieipated personally and sub-
starrtially for the Govcrrrment (18 U.S.O. 207 (a)).

4. IIe may not, {br 1 year aft,or his Govemment crnployment has
ended, represent arryollc other tiran the llnitcd States in con-
nection lvith a matter irr which the United States is a party or
has an interest and which was rvithin the boundaries of his
official responsibility during the last year of his Government
service (18 II.S.C. 207 (b)). This temporary res-traint of
course gives way to the permanent restraint described in para-
graph 3 if the matter is one in which he participated persorrally
arrd substantially.
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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 speeial Government employee is in general subject only to the
following major restrictions :

1. (a) He may not, exeept in the discharge of his official duties,
represent anyone else before a court 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) He may not, except in the discharge of his offieial d.uties,
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 fact 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 rvhich he, his spollse, minor child, outside 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 llnitetl States in connection
with a matter in which the United States is a party or has an
interest and in rvhich 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 Unitecl States is a party or
has an interest ancl which lvas within the boundaries of his
official responsibility during the last yeal of his Government
service (18 U.S.C. 207 (b)). This temporary restraint of
course gives wtry to the permanent restrictiorr dcscribed. in
paragraph S if the matter is one in rvhich he participated
personally and substantially.

There are certain exeeptions to the prohibitions listed above rvhich
are containetl in Public Larv 87-849; for purposcs of brevity they are
not listed here. Employces who believe that these exceptions may apply
to them should revierv 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 House 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, including
officeholders:1

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

loyalty to persons, party, or Government department.

2. Upholtl the Constitution, laws, and legal regulations of the Unitetl
States and of all governments therein and never be a party to their
evasron.

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,lryhether 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 kintl binding upon the duties of
office, since a Government employee has no private word which ean be
binding on public duty.

7. Eugage in no business with the Government, either directly or
indirectly, which is inconsistent with the conscientious performance of
his government tluties.

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

9. Expose corruption wherever discovered.

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

lllouse Concurretrt Resolution 176, 85th Congress, adopted July 11, 1958.
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EXHIBIT C

The Presidenl's i/lemorqndum of Moy 2, 1963

IPREVENTING CONFTICTS OF INTEREST ON THE PART OF SPECIAI
GOVERNNAENT E'\,lPTOYEESI

Memoro,nd,um to the Hcads of Erecu,tiue Departruents and, Agencies

INrnoorrcrroN

Over the past trventy or more years departments and agerrcies of
the Government have made increasing use of temporary or inter-
mittent consultants and advisers who serve individually or on advisory
bodies. 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 ind.ispcnsable source of expert advice and knowledge.
However, since such persons have their principal employment outside
the Government, conflict of interest problems arise from time to time.

More particularly, many persons servirlg the Government temporarily
or intermittently are individuals with specializecl scientific knowledge
and skills whose regular rvork is in industry, research institutes or
educational institutions. An individual employed by a university may
act as an intermittent consultant 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 consultant
to the Government may have other financial connections with ffrms do-
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 orvn and his
employer's or client's financial interests demonstrate that conflicts prob-
Iems may often arise.

The temporary or intermittent adviser or consultant and the depart-
ment or agency which employs him both must be alert to the possibility
of conflicts. ft is, of eourse, incumbent upon the adviser or consultant
to familiarize himself with the laws and regulations which are appli-
eable to him. The responsibility of the department or agency is
equally great. It is important that it oversee his activities in order
to insure that the public interest is protectetl from improper conduct
on his part and that he will not, through ignorance or inadvertence,
embaruass the Government or himself. It must assist him to under-
stand the pertinent laws and regulations. It must obtain from him
sueh information concerning his financial 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 larv or regulation
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is likely to occur. Antl it must take prompt and proper disciplinary
or remedial action when a violation, whether intentional or innocent,
is detected.

Prior to January 27, 7963, the date on whieh P.IJ. 87-849 (76 Stat.
1119) came into force, the restraints imposed. by the conflict of interest
laws on temporary or intermittent employees of the United States
were largely the same as those imposed on persons regularly employed
by the Government. However, in enacting P.IJ. 87-849, Congress
recognized that these restraints were unduly restrictive, as applied.
to temporary and intermittent employees, and hindered the Govern-
ment in obtaining expert services for special needs. Congress dealt
with these difficulties in the new statute by establishing a category of
persons designated "special Government employees," and by making
the restrietions imposed upon their private activities considerably
less extensive than those applied to regular employees.

The term "special Government ernployee" is defined in new section
202 of. Title 18, United States Code, which was enacted as a part of
P.I-r. 87-849. The term includ.es, 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 rnore 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.Ir. 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 wiII 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 possible in ord.er to insure general stand.ards of eommon
application throughout the Government. 'Ihis memorandum is de-
signed to achieve that purpose. It supersedes my Memorandum of
February 9,1962 to the Heads of Executive Departments and Agencies,
entitled "Preventing Conflicts of Interest on the Part of Advisers
and Consultants to the Government" (27 F.R. 1341), which is hereb5'
rescinded.

CoNrr,rcr oF INTEREST Srlrurns
P.Ir. 87-849 repealed the six basic conflict of interest laws which

were discussed in my Memorandum of February 9, 7962, and replaced
them with six new sections of Title 18 numbered.202,203,205,207,
208 and 209. Sections 203 and 205 contain 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 contains 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 funstions 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 fulI in the appendix to this memo-
randum. It will be noterl that all but 18 U.S.C. 202, which is devoted
to the definition 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.20S and,205. These two sections in general operate to
preclude a regular Governmeut 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 and.
substantial interest. However, the two sections impose only the
following major restrictions upon a special Government employee:

1. He may not, except in the discharge of his official d.uties, 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 direct and substantiai interest
and which is pending before the agency he serves. However, this
restraint is not applicable if he has served the agency uo more than
60 days during the past 365. He is bound. by the restraint, if appli-
cable, regardless of whether the matter is one in whish 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 d.oes not
serve the Government as well as on the days when he does. 
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Each department and agency 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 should 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 full day for the purposes of this estimate, and a Satur-
day, Sunday or holiday on which duty is to be performed should be
counted equally with a regular work 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) shoultl
be made at the inception of the appointrnent 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 days during
the ensuing 365, the appointee should not be carried. on the rolls as a
special Government employee and the department or agency shoultl
instruct him that he is regarded. as subject to the prohibitions of sec-
tions 203 and 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 carriecl on the rolls of
the department or agency as a special Government employee and
instructed that he is regarded as subject only to the restrictions of
sections 203 anil 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 classifietl, he shoultl
nevertheless continue to be deemed a special Government employee or
not, as the case may be, for the remainder of that 365-day period.

(d) An employee who undertakes service with two departments
or agencies shall inform each of his arraugements 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 Goverument 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-day 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 department or agency during the prior portion of
such 365-day period shall be deemed determiuative of the classification
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of the appointee by eaeh during the remaining portion. If an em-
ployee undertakes to serve more than two departments or agencies,
they shall classify him in a manner similar to that prescribed in this
paragraph in the case of two agencies. Each agency which employs
special Government employees who serve other agencies shall desig-
nate an officer to coordinate the classiffcation of such employees with
sueh 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 offtcer or employee of the United States,
the requirements of paragraphs (a), (b), (c) antl (tl) should be
earried out to the same extent as if he were serving the sponsoring
clepartment or agency separately and individually.

(f) The 60-day standard affecting 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 estimated 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 agenc,y 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 day in connection
with the 60-tlay standard discussed. in paragraph (f), above, and
a Saturday, Sunday or holiday on which duty has been performed
should be counted. equally with a regular work day. Service performed
by a special Government employee in one department or agency
should not be counted by another in connection with the 60-day
standard.

To a considerable extent the prohibitions of sections 203 and 205
are aimed at the sale of influence to gain special favors for private
businesses and other organizations and at the misuse of governmental
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 and 205, should make every effort in his private rvork to avoid
any personal contact with respect to negotiations for contracts or
grants with the department or ageney which he is serving if the subject
matter is related 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 negotiations with the department
or agency he is advising. Whenever this is the case the consultant or
adviser should participate in the negotiations for his employer only with
the knowledge of a responsible government ofifrcial. Jn other instances
an occasional consultant or adviser may have technical knowled.ge which
is indispensable 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 would 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 clepartmerrt or agency the power, notwith-
standing any prohibitiorr in either section 203 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 under a grant or contract. As a basis for this
action, the department or agency head must first make a certification
in writing, published in the Foopnlr, Rpcrsrrn, 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
second permits a Government employee to represent, with or rvithout
compensation, a parent, spouse, child, or person or estate he serves as
a fiduciary, but only 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 und.er
his official responsibility. The term "official responsibility" is deffned
in 18 U.S.C. 202 to mean, in substance, the direct administrative or
operating authority to eontrol Government action. The third provision
removes any obstacle in section 205 lo a Government employee's giving
testimony under oath or making statements requirerl to be made und.er
penalty for perjury or contempt.

L8 a.S.C. 207. Section 207 applies to indivicluals who have left
dovernment service, including former special government employees.
It prevents a former employee from representing another person in
8/9/G3
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connection with certain matters in which he participated 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 any time during the last year
of his Government service. It should be notetl that a consultant or ad-
viser usually does not have "offrcial responsibility."

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

18 U.S.C.208. This section bears on the activities of Government
personnel, including special Government 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 ad, lloc 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-
sponsibiiities and activities.

The matters in which special Government employees are disqualifiecl
by section 208 are not limited to those involving a specific party or par-
ties in which the United States is a party or has an interest, as in the
case of sections 203,205 and207. Section 208 therefore undoubtedly
extends to matters in addition to contracts, grants, jutlicial and quasi-
jutticial proceedings, and other matters of an adversary nature. Ac-
cordingly, a special Government employee should in general be dis-
qualiffed from participating 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 exemption may
be exercised in this situation if the special Government employee rend.ers
advice of a general nature from which no preference or advantage 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.

Errrrcar, Srlxulnus or Cor.roucr
Aside from the conflict of interest laws, there are elementary rules

of ethics in the condust of the public busiqess by which all those who
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serve the Government are bound. That an individual may serve the
Government only occasionally and for brief periods does not relieve
him from the obligation to abide by those rules. That he may be neetled
to bring rare or specialized talents and skills to the Goverument does
not mean that he should be considered for a rtraiver. 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 discussion of standards of ethics is of course applicable
to all special Government employees, it is especially important in con-
nection with the work of ad.visers and consultants. The following re-
marks are therefore concerned with them in particular.

Inside Information. The first principle 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 financial ties. The fact that the desirecl 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 conduct himself in a manner devoid
of the slightest suggestion that he is exploiting his Government employ-
ment for private advantage. 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 securities of any private company. Ile must
obey this injunction even though his duties have no connection whatever
with the Government programs or activities which may affect the value
of sueh commod.ities, Iand or securities. And he should be careful in his
personal finaneial 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 anc[ the requirements thereof,
within the area of their competence. Since it is frequently in the Gov-
ernment's interest that information of this nature be made generally
available to an affected ind.ustry, there is generally no impropriety in a
consultant's or ad.viser's utilizing such information in the course of
his non-Government employment after it has become so available. How-
ever, a consultant or ad.viser may, in addition, acquire information
which is not generally available to those outside the Government. In that
event, he may not use such information for the speeial benefit of a
business or other entity by which he is employed or retainetl or in which
he has a financial interest.
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In order to avoid any actual or potential abuse of information by a
consultant or adviser, 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 adviser 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 divulged to their private employers or clients. fn cases of doubt they
should be encouraged to confer with the ehief legal offieer or other des-
ignated agency official who can assist in the identiflcation 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 individual rvho becomes a Government consultant
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 services is so motivated,
he should rnake a choice between acceptance of the tendered private
employment and continuation of his Government consultancy. In such
eircumstances he may not engage in both. Furthermore, he should dis-
cuss any such offer of private employment with the chief legal officer of
his Government agency whether or not he accepts it.

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

Abusa of Offiac. An adviser or consultant shall not use his position
in anylvay to coerce, or givc the appearance of eoercing, 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 rvith whom
he has family, business or finaneial ties if the acceptance thereof would
result in, or give the appearance of resulting in, his loss of complete
independence or impartiality in serving the Government.
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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 industry, or for labor or agrieulture, or for any
other recognizable group of persons, including on occasion the public at
Iarge. A consultant or adviser whose ad.vice is obtained by a department
or agency from time to time because of his individual qualifieations and
who serves in an independent capacity is an officer or employee of the
Government. On the other hand, one lvho is requested 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. He is therefore not subject to the conflict
of interest laws and is not within the scope of this memorand.um. How-
ever, the section of this memorandum headed "Ethieal Standards of
Conduct" 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
rvhieh he appears should call that section to his attention.

The following principles are useful in arriving at a determination
lvhether 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. However, the Government's payment
of travcl expenses and. a per diem allowance does not by itself make thc
recipient an employee.

(2) It is rare that a consultant or ad.viser who scrves alone is acting
in a representative capacity. Those who have representative 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 every such body are aeting as representa-
tives and are therefore outside the range of the conflict of interest laws.
This result is limited to the members of committees utilized to obtain the
views of non-governmental groups or organizations.

(3) The fact that an individual is appointed by an agency to an ad-
visory committee upon the recommendation of an outside group or or-
ganization tends to support the conclusion that he has a representative
function.

(4) Aithough 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 Goyernment 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 Unitett States or a government agency-as, for example,
in an international conference-he is obviously acting as an officer or
employee of the Government.

AolrrNrsrnarrvE SrEps
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 d.etermine and. of all regular
employees who supervise such advisers, consultants and others;

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

(3) take sueh other measures as may be appropriate to impress upon
the consultants, advisers and other special Government employees re-
ferred. to in subdivision (1), and upon Government officials with whom
they work, that they have a responsibility to avoid situations in which
a potential confliet of interest may exist. These individuals 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 would be highly tlesirable, 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 individuals who are
employed or consulted by contractors or others having a substantial
amount of business with that department or ageucy, I recognize that
the Government has, of necessity, become increasingly concerned with
highly technieal areas of specialization anrl 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 benefit from the advice given. An ex-
ample would. be a group of university scientists advising on research
grants to universities. Only in such a group can the necessary expertise
be found. fn aI these circumstances, particular care should be exercised
to exclude his employer's or clients'contraets or other transactions with
the Government from the range of the consultant's or adviser's duties.
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Drscr,osunp oF FTNANCTAT, fNTERESTS

In order to carry out its responsibility to avoid the use of the services
of eonsultants 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 adviser, 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, director, adviser or consultant. In addition, it shall list
sueh other financial information as the appointing d.epartment or agency
shall 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 forwarded to the chief legal offfcer of the
department or agency concerned, for information and for adviee 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 during which the consultant is on
the Government rolls.

I-ruau, INrpnpnprlrroN
Whenever the chief legal officer of a departmeut 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 Office of Legal Counsel, in order to
insure a consistent and authoritative interpretation of the law.

This memorandum shall be published in the Fnopner, Rsorsrnn.

JosN F. KnNrvpoy

Tnn'Wsrnp Housu,
Mag 2,7963.

ApprNorx
18 U.S.C. 202. Defi,niti,ons.

(a) tr'or the purpose of sections 203,205,207,208 antl 209 of this title the term
tts;)ecial Governmeat employee" shall mean an officer or employee of the erecutive
or legislative branch of the Unitetl States Government, of any indepentlent agency
of the United States or of the District of Columbia, who is retainetl, tlesignatecl,
appointetl, or employed to perform, with or without compensation, for not to exceeil
one huntlred and thirty days tluring any period of three hunilretl and sixty-ffvo
consecutive tlays, temporary tluties either on a full-time or intermittent basis, or a
part-time Unitetl States Commissioner. Notwithstanding the next precetling sentence,
every person serving as a part-time local representativo of a Member of Congress
in the Member's homo district or State shall be classifed as a special Government
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employee. Notwithstantling section 29 (c) and (tl) of the Act of August 10, 1956
(70A Stat.632; 5 U.S.C.30r (c) and (d)), a Reserve ofneer of the Arrnetl Forces,
or an ofticer of the National Guartl of the United States, unless otherwise an officer
or employee of the United States, shall be classiffetl as a special Government em-
ployee while on active tluty solely for training. A Reserve officer of the Armetl
tr'orces or ar omeer of the National Guartl of the United States who is voluntarily
serving a period of exteniletl active tluty in excess of one hundred antl thirty days
shall be classiffetl as an ofiicer of the Unitetl States within the meaning of section
203 antl sections 205 through 209 and 218. A Reserve officer of the Armed Forces
or an officer of the National Guartl of the Unitetl States who is serving involuntarily
shall be classilied as a special Government employee. The terms ('officer or em-
ployee" anil "speeial Government employee" as usetl in sections 203, 205, 207
through 209, antl 218, shall not include enlisteil members of the Anned Forces.

(b) For the purposes of sections 205 and 207 of this title, the term'(official
responsibility" means the tlirect atlministrative or operating authority, whether
intermediate or final, antl either exercisable alone or with others, antl either per-
sonally or through subordinates, to approve, tiisapprove, or otlierwise tlirect Gov-
ernment action.

18 U.S.C. 203. Compensation to Members of Congress, ofrcers, anri olhers in mat-
ters affecling the Gouernment.

(a) Whoever, otherwise than as provirletl by law for the proper tlischarge of
ofEcial duties, tlirectly or intlirectly receives or agrees to receive, or asks, demantls,
solicits, or seehs, any compensation for any serviees rentleretl or to be rentlered either
by himself or another-

(1) at a time when he is a }lember of Congress, Member of Congress Elect,
Resitlent Commissioner, or Resident Commissioner Elect; or

(2) at a time when he is an offfcer or employee of the United States in the
executive, legislative, or judicial branch of the Government, or in any agency of the
United States, inclutling the District of Colurnbia, in relation to any proceetling,
appiication, request for a ruling or other tleterrnination, contract, claim, controversy,
charge, aceusation, arrest, or other particular matter in whieh the Unitetl States is
a party or has a tlirect antl substantial interest, before any tlepartment, ageney,
court-martial, officer, or any civil, military, or naval commission, or

(b) Whoever, knowingly, otherwise than as provicled by law for the proper tlis-
charge of official tluties, directly or intlirectly gives, promises, or offers auy com-
pensation for any such services renderetl or to be rentleretl at a time wheu the person
to whom the compensation is given, promiseil, or offeretl, is or was such a Member,
Commissioner, officer, or employee-

Shall be ffnetl not rnore than $10,000 or imprisonetl for not more than two years,
or both; antl shall be incapable of holtling any office of honor, trust, or profit untler
the Unitetl States,

(c) A special Government employee shall be subject to subsection (a) only in
relation to a particular matter involving a specific party or parties (1) in which he
has at arry time participatetl personally and substantially as a Government em-
ployee or as a special Government employee through tlecision, approval, tlisapproval,
recommenalation, the rentleriug of atlviee, investigation or otherwise, or (2) which
is pentling in the tlepartment or agency of the Government in which he is serviag:
Proaiileil, That clause (2) shall not apply in the case of a special Government em-
ployee who has serveal in such tlepartment or agency no more than sixty tlays tluring
the immediately precetling period of three huntlretl antl sixty-fve consecutive days,
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18 U.S.C. 205. Acti,uiti,es of ofr,cers onil ernplolJees in claims against and other
nxatters af ecti,ng the Goaernment.

Wltoever, being an ofiicer or employec of the Unitetl States in the executive,
legislative, or jutlicial branch of the Government or in any agency of the United
States, inclutling the l)istrict of Columbia, otherwise than in the proper tliseharge
of his offi.eial tluties-

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

(2) acts as agent or attorney for anyone before any department, agency, court,
eourt-martial, officer, or any civil, military, or naval commission in connection rvith
any proceeding, application, request for a ruling or other detennination, cor.Lracl,
claim, controversn charge, accusatjon, arrest, or other partieular matter in which
the Unitctl States is a party or has a direct and substantial interest-

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

A special Government employee shall be subject to the preceding paragraphs
only in relation to a particular matter involving a speeiffc party or parties (1) in
whieh he has at any time participatetl personally anal substantially as a Government
employee or as a speeial Government employee through tlecision, approval, alis-
approval, recommenilation, the rentlering of atlvice, investigation or otherwise, or
(2) which is peutlilg in the tlepartment or agency of the Government in which he
is serving: ProaiilerT, That clause (2) shall not apply in the case of a special Gov-
ernment employee who has served in such tlepartment or agency no more than sixty
tlays tluring the immediately preceiling periotl of three hundreil antl si.xty-five con-
sccutive tlays.

Nothing herein prevents an officer or employee, if not inconsistent with the faith-
ful performance of his tluties, from acting without compensation as agent or attor-
ney for any person who is the subject of tlisciplinary, loyalty, or other personnel
atlministration proceetlings in connection with those proceerlings.

Nothing herein or in section 203 prevents an of{icer or employee, inclutling a
special Government employee, from acting, with or rvithout compensation, as agent
or attorney for his parents, spouse, chiltl, or any person for whom, or for any estate
for which, he is serving as guarclian, exeeutor, administrator, trustee, or other per-
sonal ffdueiary except in those matters in which he has participatetl personally and
substantially as a Government employee, through tlecision, approval, tlisapproval,
recommendation, the rentlering of atlvice, investigation, or otherwise, or which are
the subject of his official responsibility, provitletl that the Government offrcial re-
sponsible for appointment to his position approves.

Nothing herein or in section 203 prevents a special Government employee from
aeting as agent or attorney for another person in the performance of work u[tler
a grant by, or a contract with or for the benefit of, the Unitetl States providetl that
the head of the tlepartment or ageuey concernetl with the grant or contract shall
certify in writing that the national interest so requires.

Such certiffcation shall be publishetl in the Frorner, REcrsrnn.

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

18. U.S.C.207. Disqualification of former ofi,cers and employees i,n matters con-
necteil, with former duties ot olficial responsi,bi,l,ities; d,i,sguali,f,cati,on of partners,

(a) Whoever, having been an officer or employee of the executive branch of the
Unitetl States Government, of any inalependent agency of the United States, or of
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the District of Columbia, inclutling a special Government employee, after his em-
ployment has ceaseil, knowingly acts as agent or attorney for anyone other than
the Unitetl States in connection with any jutlicial or other proceetling, application,
request for a ruling or other tletermination, contract, claim, controversy, charge,
accusation, arrest, or other particular matter involving a specific party or parties
in which the Uniterl States is a pafiy or has a direct and substantial interest antl
in which he participated personally ancl substantially as an officer or employee,
through tlecision, approval, disapproval, recommentlation, the rentlering of atlvice,
investigation, or otherwise, while so employetl, or

(b) Wl-roever, having been so employetl, within one year afl,et his employment
has ceasetl, appears personally before any eourt or department or agency of the
Government as agent, or attorney for, anyone other than the Unitetl States in
connection with any proceetling, application, request for a ruling or other tleter-
mination, contract, claim, controversy, charge, accusation, arrest, or other particular
matter involving a speeifc party or parties in which the United States is a party
or directly and substantially interestetl, antl which was untler his official responsi-
bility as an offfcer or employee of the Government at any time within a periotl of
one year prior to the termination of such responsibility-

Shail be finetl not more than $10,000 or imprisonetl for not more than two years,
or both: Proaideil, That nothing in subsection (a) or (b) prevents a former officer
or employee, inclutling a former special Government employee, with outstanding
scientiffe or technological qualifications from acting as attorney or agent or appear-
ing personally in connection'with a particular matter in a scientiffc or technological
ffeltl if the head of the tlepartment or agency concerned with the matter shall make
a certiffcation in writing, publishetl in the tr'rppnAr, REcrsrER, that the national
interest woultl be servetl by such action or appearance 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 United States,
or of the District of Columbia, including a special Government employee, acts as
agent or attorney for anyone, other than the United States, in connection with any
judicial or other proceetling, application, request for a ruling or other iletermina-
tion, contract, claim, controversy, charge, accusation, arrest, or other partieular
matter in which the Unitetl States is a party or has a tlirect autl substantial inter-
est anal in which such ofrcer or employee of the Government or special Government
employee participates or has participateal persoaally and substantially as a Govern-
ment employee through tlecision, approval, tlisapproval, recommendation, the rentler-
ing of atlvice, investigation or otherwise, or which is the subject of his official
responsibility-

Shall be ffned not more than $5,000, or imprisoned not more than one year, or both.

A partner of a present or former ollicer or employee of the executive branch of
the Unitetl States Governmert, of any independent agency of the Unitetl States, or
of the District of Columbia or of a present or former special Government employee
shall as such be subject to the provisions of sections 203,205, and 207 of this title
only as expressly providetl in subsection (c) of this section.

18 U.S.C. 208. Acts af ecti,ng a personal, financial interest,
(a) Except as permitted by subsection (b) hereof, whoever, being an officer

or employee of the executive branch of the Unitetl States Government, of any in-
depentlent agency of tho Unitetl States, or of the District of Columbia, inclutliug
a special Government employee, participates personally antl substantially as a Gov-
ernment officer or employee, through tlecision, approval, tlisapproval, recommentla-
tion, the rendering of advice, investigation, or otherwise, in a jutlicial or other
proceeding, application, request for a ruling or other tletermination, contract, claim,
controversy, charge, accusation, arrest, or other particular matter in which, to his
knowletlge, ho, his spouse, minot chiltl, partner, organization in which he is serving
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as omccr, tlirector, trustee, partner or employee, or any persotr or organization with
whom he is negotiating or has any arrangement concerning prospective employmeat,
has a fnancial interest-

Shall be fined not more than $10,000, or imprisonetl not more thaa 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 tho
naturo anil circumstances of the jutlicial or other proceetling, application, roquest
for a ruling or other tletermination, co[tract, claim, controversy, charge, accusatioa,
arrest, or other particular matter antl makes full tlisclosure of the fnancial interest
antl receives in advanco a written tletermination matle by such official that tho in-
terest is not so substantial as to bo tleemerl likely to affect the integrity of the
eervices which the Government may expect from such ofrcer or employee, or (2) if,
by general rule or regulation publisheil in the tr'nonner, REorsrnn, the financial in-
terest has been exempted from the requirements of clause (1) hereof as being too
remote or too inconsequential to affect the integrity of Government ofrcers' or
employees' serviceg.

18 U.S.C. 209. Salarg of Goaernment oficials anil empl,ogees pa.gabl,e onlg bg Uni,teil
States.

(a) Whoever receives any salary, or any contribution to or supplemontation of
salary, as compensation for his services as an ofrcer or employee of the executivo
branch of the United States Government, of any intlepenilent agercy of the Unitetl
States, or of the District of Columbia, from auy source other than the Government
of the Unitetl States, except 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 employeo under circumstances which would mako its
reccipt a violation of this subsection-

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

tho Unitetl States Govornment, or of any intlepentlent agency of the Unitetl States,
or of the District of Columbia, from continuing to participato in a bona ftle pen-
sion, retiremeut, group life, health or accident ineurance, proft-sharing, stock bonus,
or other employee welfare or beneft plan mai-ntainerl by a former employer.

(c) This seetion does not apply to a special Government employeo or to an officer
or employee of the Government serving without compensation, whether or not he is
a special Government employee, or to any person paying, contributing to, or sup-
plementing his salary ag such.

(il) This section tloes not prohibit payment or acceptance of contributions,
awartls, or other expenses untler tho terms of the Government Employees Training
Act (Public I'aw 85-507, 72 Stat.327; 5 U.S.C. 2301-2319, July 7, 1958).
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Section 5

PROBATIONARY AND TRIAL PERIODS

Probationary and trial periods are an extension of the examiuing
process. They permit the Agency, through its supervisors, to eyaluate
employee potential and on-the-job performance as a further check
against written or unassembled examinations and oral interviews used
prior to the original selection. Employees may be separated during the
probationary or trial period without recourse to the usual separation and
appeal procedures 1 if work performance or conduct is not satisfactory
to the Agency.

PROBAIIONARY PERIOD

Each new employee selected from a civil service register of eligibles
and given a career-conditional appointment must complete a probation-
ary period. An employee converted to a career or career-conditional
appointment must also complete, or have already completed, a proba-
tionary period.

The probationary period for full-time employees is one year, consist-
ing of 52 weeks of 40 hours each, or 2080 hours. Part-time employees
must serve the equivalent number of hours.

Creditqble Service foword Completion of Probotion

All prior service which meets the specifications in Chapter S-2, FPM,
shall be counted torvard completion of a probationary period.

Leave with pay, and leave without pay which does not exceed 22 work-
ing days, taken by a full-time employee is creditable toward the comple-
tion of the probationary period.

The promotion, demotion, reassignrnent, or transfer of a career or a
career-conditional employee before he has completed the probationary
period is subject to completion of the probationary period in the new
position.

Effect of Completion of rhe Probotionory Period

IJpon completion of the probationary period an employee automati-
cally has these additional rights:

(1) He may not be-separated except for such cause as wiII promote
the efficiency of the service and he has the right of appeal to the
Civil Service Commission.

(2) He may be promoted, transferred, reassigned, or reinstated, with-
out taking a competitive examination, subject to the conditions
prescribed by the Civil Service rules and regulations. He may, of

I See Appentlix B to Section 5, Chapter S-1, tr'PM.
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course, be required to pass a noncompetitive examination when
such an examinatiou is required. to enter a new occupational field.

IRIAL PERIOD

Any employee who has received an unlimited appointment to a Sched-
ule A position and who has not previously completed a trial or proba-
tionary period, shall serve a one year trial period.

PROCEDURE UPON APPOINTMENTS IAADE UNDER REGIONAL ADMINISTRATOR'S AUTHORIIY

After receiving an appointment or being converted to an appointment
requiring a probationary or trial period, an employee shall be informed
by memorandum of the purposes of such period and date it will begin
and end (Exhibit A).
Supervisory Responsibility

During the probationary or trial period the supervisor is responsible
for seeing that the employee is given a full and fair trial.

Specifically, the supervisor shall :

(1) Observe carefully the employee's conduct, general character
traits, and performance.

(2) Make every effort to understand the employee's on the job prob-
Iems, and give him proper job guidance.

(3) Study the employee's potentialities and determine his suitability
for government work.

(4) Take proper steps to separate the employee if, after a full and
fair trial, it is determined that his performance or conduct make
him unfit for satisfactory service.

(5) Certify to the satisfactory completion of a probationary or trial
period according to the proeedures of this Section for satisfactory
employees.

Certificotion of Sotisfoctory Employees

Prior to the end of the tenth month of an employee's probationary or
trial period, the Director, Administrative Branch, shall notify the em-
ployees supervisor, in writing, of the approaching completion date of
the period and of the certification requiretl (Exhibit B). In the space
provided on this notice, the supervisor shall eertify as to the employee's
satisfactory performance, cond.uct, and general character, and not later
than the completion of the tenth month of service return the notice to
the Director, Administrative Branch. This will permit sufficient time to
take necessary action if the employee's service is unsatisfactory.

Through supervisory channels, the Director, Administrative Branch,
shall notify the employee in writing, upon the satisfactory completion of
his probationary or trial period (Exhibits C and D).
Seporolions 1

Due to Unsotisfoctory Performance or Conduct

ff an employee serving a probationary or trial
by his work performance or conduct his unfitness or
liLtppuoaix B to Section 5, Chapter S-1, FPM.

Poge 2

period demonstrates
lack of qualiffcations
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for continued Federal service, his supervisor shall withholtl certification
of the notice required for satisfactory employees. Instead, he shali pre-
pare a brief memorandum, not later than the completion of the tenth
month of service, recommending separation action and (1) explaining
why the employee is unsatisfactory and (2) outlining the measures that
have been taken toward correction. The memorandum shall be addressed
to the Regional Administrator through the Director, Administrative
Branch, and shall provide space for the concurrence of the Regional
Administrator. The Regional Administrator's signature on the super-
visor's memorandum recommending separation is the authority for
issuing to an employee under Regional Office appointing jurisdiction a
formal separation notice on Standard Form 50, Notification of Personnel
Action.

If the recommended separation is not within the Regional Adminis-
trator's appointing authority, but he concurs in the action, a memoran-
dum signed by him explaining why the employee is unsatisfactory and
what measures were taken toward correction shall be forwarded to the
Director of Personnel.

The effective date of the separation notice shall not be later than the
completion date of the normal probationary or trial period and it shall
be issued to the employee prior to separation. If the effective date of the
separation occurs after the normal end of the probationary period, pro-
cedures under Part 9 or Part 22, as appropriate, of the Civil Service
Commission Regulations must be followed in effecting the employee's
separation, even though the separation notice has been delivered to the
employee before the end. of the period.

It is the Agency's policy to furnish every separated employee with
sufficient factual information as to the deffciencies which led to his
separation.

While good management practices make it desirable to warn an em-
ployee of his deficiencies and to aid him in overcoming his weaknesses,
failure on the part of the supervisor to tlo this shall not preclude his
separation if neeessary.

Due to Conditions Arising Prior to Appointment

When an employee during his probationary or trial period fails to
qualify for government service as a result of character investigation or
because of information which, had it been known, would have prevented
him from receiving the appointment in the first instance, the usual sepa-
ration procedures as tleseribed in Section 9.202 of. the Civil Service Rules
and Regulations shall be followed.

Appeol Righrs

An employee separated during his probationary or trial period has no
appeal rights within the OA. Ilowever, he may submit a written request
to the Director of Personnel within 48 hours of the receipt of the notice
for a review of the action. If the Director of Personnel concurs in the
separation the effective date will not be altered.

An employee separated during his probationary or trial period has no
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appeal rights to the Civil Service Commission unless, in his opinion, the
adverse action was taken for political reasons not required by law or for
other prohibited reasons of a discriminatory character.

An employee separated during his probationary or trial period due to
conditions arising prior to appointment has the additional right of ap-
peal to the Civil Service Commission on procedural grounds, as pro-
vided in Section 9.301 of the Civil Service Rules and Regulations (Chap-
ter Z-1, FPM).

Documenlolion

A copy of all correspond.ence relating to an employee's probationary
or trial period shall be filed in his official personnel folder.

Poge 4 5/12/61
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EXHIBIT A

[-96 rr-60,

UNITED STATES COVERNMENT

Memorandum IIOUSINC AND HOME FINANCE ACENCT

TO DATE;

FRoM : Dlrecto!, AdElEl5tmttve Branch

suDJEcr: ?rleL or Probetloary Perioil

A]rost all nev eppolntreEts to the EHFA are @de GubJect to
the cobpletlotr of & one year trlal or probatioEry pelioil.
frlal and probatiomry perloda are ln effect, au extetrslon
of the perso@el ephlnlDg prcceGs. They pemlt the Agency
through tts 6upeili6ors, to eElute both edploJree potential
atrd oo the Job perfomnce Bs a further check against the
Eittetr or leeEedbled eroiEtloas ana oml lntervievB used
prior to the origlBl oelectlon of aB eElloyee for eEployoent.

You recetrt appolotment 18 subJect to such a trlal perloa.
You oupefrlso! i6 re6pon6lble for belD8 certaiE that you
wdelEtend. the perfo@nce Etsndard6 expected for you pgsl-
t1on, and. fo.seeing that you l8ve aAequte on the Job
tralolng. Iig tlll calefully obaerye your couduct, general
character traits, enA Jab perfomaace.

Altholgh eEployee8 are usEl\y kept posteA on the calibre of
thelr lerfomnce, etl8factory eEployee8 recelve a foml
aotLce regard.lng their lerfo@Ece tora!:i the end of the trlal
perl.od. DrlDg thg tr1aI pertotl u8atiBfsctory eDDloyee6 @y
be alsElssed. froE the Berylce vtthout recouBe to the uBEL
eel)@tlotr procedureB.

You trlII fLnal & fuIL dl.8cu661on of trlal ana prcbatioEry pellod8
1n Sectlon 2-r-5, ESFA l.&n6l Volue V, OA FieLd Sewlce. If
you hBve any que8tlona regardlng yoE Etatus durlng thL8 perlod,
you sboulil feel free to tllacusa theD Fith your EulErylsor or
lf you plefer rLth a Deobe! of the Adolal6tBtlve Bruch.

Dlrector, AdllDlEtntlve Bratrch

h,te of AppolEtDeat:

Selvlog a PerloA

Dte of teml@tlon of trlal or probatlocrJr perloil _
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EXHIBIT -B

fi-16 rr-60r

UNITED STATES GOVERNMENT
IIOUSI}IC AND HOilE FINANCE ACEilCT

DAT:To , (stlrrylsor)

rRoM : Dlrcctor, Add,BlstEtLve Broch

suBJEo; ProDatloBry or Trlal Pfi1o,il

The prcbetloBIy or tllal lErloil vhlch the above elDloyee lo
serrlDg, 9IIL be c@pleted at the cloae of buoloeas

Before the eEiplolEe 18 offlc1auy aotlftea of the satlEfactory
colDletloB of the probattoBnr or trlal lErlod, lt ls neceaaary
tbat you @ke thc certlflcatlon belm regardlng Ircr?o@nce,
cgEduct, &d geneB]. chaEcter. If auch certl.flcatlotr caBot
epplopriately be Bd.e, a EhoEutlu 8hou1A be l@d,late\y 8e[t
to ttr16 offlce cltlng chaEcter or IEfoMAce f*tora sblch
bave oot bee! stlgfactory aad @tl,tnLDg tbe Eeffig that bave
beeo t4ken t@ard, corectloa (s€e Sectloo 2-r-5 of HmA leuu].
YoIw V).

Dlrector, AdDlo1stBtlve BBnch

gEBTIE]94!I9T
I certtly tbat tbc FrforeDce, conauct, ana geuml claEct€r
of _ haa been satlBfactoly alrllg
thelE6Ei:6ffiFi;iElEn .
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EXHIBIT C

[-96 rr-60,

UNITED STATES COVERNMENT

Memorandum HOUSII{G AND UOIIE FINANCE AOENCY

TO: DAE:

FRoM : D!rcctor, Adrtnlstratlve Broch

suaJEm: Colrpletlon of 1!1e1 Perlod

At the clo8e of bulres8 you coq)leteA
yor trla]. IErloat eti yoE aulErrlaor ba6 certlfleil ttat yoE
Defo@nce ha8 been entlrely gatlofetory.

I u aw you lecogalze the slgllflcme of the coq)letlon of
you tll,al lErloal. You Elll reach y@ next FeaeE]. blle6tone
oa vhen you sptrplntrent vlII be
coaGiET6EElIEGEr. lrter tue-coopLettoo of flve
!reara of serylce you $ILI tEve fuIL lrtlcllEtlon ln the Clvtl
Serrlce RetlEEat Syst€B.

If you l8ve etry queotioa8 co[certrlDg you aplDLatEnt, pleaee
d,o not hesltate to qontact the Dlrector, AdEialgtatlre Broch.

.Dlrector, MDlnl8tatlre BFoch
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EXHIBIT D

il-96 (r-60t

UNITED STATES GOVERNMENT

Memorandum 
gousrNc AND HoME FTNANCE AcENcr

ro : (hployeee) DATE:

FRoM : Dlrector, AAhtatstBtLve Bmoch

suDJEm: CoD!:,etlotr of Prcbatl.oEry Perlod

At the close of bu8lne6B you c@pleted
you probatloE*J. perlod enal your supery16or ha8 certlfled
that you lErfo@nce t8s beeD entlrely satisfactory.

I m sue you recognlze the slgtrlflcance of the coEpletlon
of yor prcbatloGry Frloa. Iou vlll reach yow aext Fed-
eEl mlLestooe on _ rhen you appolatheEt vlll
be coavertetl to a 66GSp-dfrToent. At tbBl tiDe you rlll
bave lE@nent relnatatmeat rtght8. After the coBpletlon
of flve yeal8 of Bery1ce you vlLL then have full IEltlclpBtlon
la the Ctvll Serrlce Retlrerent Systen.

If you bave aqy que8tlons co[cerd.og you appolatrent, please
do aot besltate to cortact uJr office.

D!rector, Ad&lal8tratlve Banch
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Section 6

FINANCIAL RESPONSIBITITIES OF EMPLOYEES

The Housing and. Home Finance Agency expects its employees to
eonduct:their finaneial affairs in accordance with accepted ethical
standards. Those employeds who are paid from funds which are not
subject to eustomary legal means of garnishment are under special
obligation.

POUCY

The way in which an individual employee manages his finaneial
affairs becomes a matter of coneern to the Agency when:

(1) The attitude of the employee toward. his personal financial
obligations tends to bring the Federal 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) Financial irresponsibility is reflected in job performance, or

when an employee in a position of trust makes himself subject
to coercion.

(4) The employee fails to meet his tax or other'obligations to the
X'ederal, state, or local governments.

INDEBTCDNESS IO GOVENN'$E1{IAL UNITS

'Whenever the Agency receives formal notice of tax delinqueney or
other similar government intlebteduess on the part of an employee, the
employee will be required to explain such delinqueney and to make
satisfactory arrangements with the governmental jurisdiction involved
for the liquitlation of the indebtedness. Non-payment of governmental
obligations will be considered. a very serious indicator of financial
irresponsibility.

When an employee of this Agency owes Federal taxes or other debts
to the Government, he should pay such debts when d.ue or make satis-
factory arrangements for payrnent with the ageney coneerned.

It is the policy of the tr'ederal Government to cooperate with state
and local Governments in taxation matters. As a part of this coopera-
tion, the Agency upon request, lumishes state and local taxing juris-
dictions with employee earnings information.

OIHER TNDEBTEDNE&,b

The HEFA will not act as agent for the collection of claims of tlebts
against its employees. Wlen a elaim is received. from a non-govern-
ment souree it will !e brought _to the attention of the employee
with the expectation that he take the matter up trith the cretlitoi, and
if the claim is just. arrange a satisfaetory settlement.
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WilIful neglect in debt matters reflects on the fitness of an employee
and will be sufficient cause for administrative action.

EVAIUATION FACTORS

Iu determining what action is appropriate und.er polieies of this
Section, it wiII assume 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-
lect or dishonisty. Pooi flnancial management, however, may subject
the employee to disciplinary aetion when it results in criticism of the
A.gency, administrative expense, or below standard job performance.
Severe personal misfortune will be considered as a mitigating circum-
stance in the evaluation of the financial responsibilities of an employee.

Firms or persons who supply goods or services are not relieved of
their responsibility for investigation before extending cred.it, and. over
extension of credit will be considered as an evaluation factor in decid-
ing the degree of disciplinary action to be taken, if any.

When a claim of debt is disputetl by an employee, the Ageney can
not undertake to determine 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 courts or
other legal processes in settling his financial difficulties without
prejudicing his status as an employee.

DISCIPTINARY ACIIONS

Neglect in debt matters may be sufrcient cause of disciplinary
action. Such tlisciplinary action may range from official reprimand to
dismissal in accordance 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
will reflect this seriousness. Except in cases of severe personal mis-
fortuae, a failure to pay Federal income taxes which results in a levy
against salary will in all cases subject the ernployee to disciplinaqy
aetion.

PN,OCESSING OF TEVIES AND COIAPLAINIS

Any formal notice of tax delinquency or garnishment shall be for-
warded to the Regional Administrative Offieer who will arrange for
necessary pay roII action and bring the notice to the attention of the
Regional Administrator. Any other claim or eomplaint shall be
referred to the Regional Atlministrator or his-designee by the receiv-
ing offiee.

RECORDS

Correspondence and other records related to indebtedness or ffnan-
cial counseling are confidential and'are not, in general part of the
employee's Official Personnel Folder. Ilowever, any administrative
action taken under the provisions of this Section will be reflected in
the employee's Official Personnel Folder.
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Section 7

AWARD RECOGNITION

Whenever an HHFA employee receiyes favorable recognition relat-
ing to his job or outside activities, he should. be requestecl to eomplete
Form H-143, Pu,bl,tc Inf ormaiion Questionnaire, in order that such rec-
ognition may receive due notice in newspapers and appropfiate periodi-
cals. Upon rcceipt of the completed Form H-143, the Regional Office
shall notify the employee's hometown newspapers, college publications,
fraternities and sororities, and professional organizations. A copy of
such notiee shall also be put in the employee's Offrcial Personnel Folder.

Public Information Questionnaires completed by Housing Interns
and winners of Agency-wide and similar awards, such as the HHFA
Distinguished Serviee Award, and the Fleming and Rockefeller awards,
shall be sent to the Central Offrce for press release preparation.

Supplies of Form H-143 can be procured through usual requisitioning
channels.
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Section I

ATTENDANCE

This Section proyides policy and procedural guidance to Regional
Offices with respect to normal tours of duty, legal holidays, excused
absences, and office elosing.

NORII/IAI, IOUNS OT DUIY

The administrative workweek for the field service shall be 40 hours.
The tour of duty shall be 5 days of 8 hours eaeh from Monday through
Friday.

Each Regional Administrator shall establish, by written notice, the
normal d.uty hours for offiees within his Region, conforming generally
to the reeognized customs of the communities in which such offices are
loeated. A eopy of each notice establishing hours of duty in the Regional
headquarters shall be furnished the Director of Personnel, for the
information of Central Offiee.

When it is administratively desirable to establish tours of duty or
hours of duty for an employee or group of employees differing from
the normal tour or hours, the Regional Administrator is authorized
to do so.

Regular tour of duty schedules for intermittent employees may be
established by the Regional Administrator, with eopies of such sehedules
furnished the Division of Personnel in the Central Office. For part-time
employees the tour of duty will be recorded on the Notifnati,on of
Personnel Action, Standard Form 50, at the time of employment or
pay adjustment.l

Employees are expected strictly to observe the normal duty hours
established for their offiee. Occasional tard.iness of less than one hour
may be exeused by supervisors, but habitual tardiness of whatever
duration shall be charged to leave and in flagrant eases shall be cause
for disciplinary action.

EXCUSED ABSENCES

Employees shall be excuseal from cluty:
(1) On any day declared to be a holitlay by Federal statute or

Executive order;
(2) On any day on whieh the departments and establishments of the

Government are closed by Executive order; and
(3) On any day on which such employees are relieved or prevented

from working by administrative ord.er.

1 fn order for a part-time or intermittent employee to e&rr &nnn&l an<I sick leav6 he must
be schethrletl for work in arlvance. Tho schedule must provitle for duty in esch atlministrstiv€
worksheet antl must intlicate speciffc detes or days and hours of duty within the administratiyo
worksheet. Generally, such schedules must be establishod at lesst one pey perioil in advance
antl cover at least one pay period. (See Sections 2-7-4 and 2'7-5 lot leave accrual rates.)
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IEGAT IIOTIDAYS

The holitlays enumerated below shali be observed as non-workd.ays:
New Year's Day Jarruary 1
'Washington's Birthday tr'ebruary 22
Memorial Day May 30
Independence Day July 4
Labor Day 1st lVlonday iu September
Yeterans'Day November 11
Thanksgiving Day 4th Thursday in November
Christmas Day December 25

'Whenever a holidnv observed as a non-\vorkday falls on a Saturday,
the holiday shall be observed on the Friday immediately preeeding such
Saturday.

'Whenever a holiday observed. as a non-workday falls on a Sunday,
the holiday shall be observed the following Monday.

fnauguration Day, January 20, is a legal holiday only in the District
of Columbia, Monteomery and Prinee Georges Counties, Maryland,
Arlington and Fairfax Counties, Virginia, and the cities of Alerandria
and Falls Church, Virginia.

Atltlitional non-workdays may be preseribed by statute or Executive
order.

ADMINISTRATIVE ORDERS RETIEVING ET!/IPTOYEES FROM DUTY

Regional Administrators are authorized to issue administrative orders
excusing regular 1 employees from duty without a eharge to leave for
short periods of time not exeeeding three conseeutive workdays in
any single period of excused absence if such employees have been
prevented from worrking beeause of the administrative closing of a
Regional or ffeld offiee pursuant to the provisions of this Section, or
if an emergeney situation meeting the eriteria outlined in Chapter
IJ-1-35-36 of the Federal Personnel Manual prevents any group of
sueh employees or any individual from reporting to work. The authority
to excuse employees from duty without a charge to leave in emergency
situations does not inelude the right to exeuse any employee from an
appropriate leave eharge in eircumstanees where he was reasonably
expeeted. to be in annual, sick, or leave without pay status on the
particular day or days of the emergency. Each such order shall be
in writing with eopies provided for the Administrative Branch and
the Central Office Division of Personnel.

oFFtcE ctoSrNG

The Regional Administrator shall elose Regional antl field offices on
any day deelared to be a holitlay by Federal statute or Executive order
or on any other day on which tlepartments antl establishments of the
Glovernment are closed. by Executive order. In atltlition to the preeed-

I Employees who are compenseted Dt per anntm, per iliem, hourly, or piecowork rates antl
who have s rogrler tour of duty.
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ing, the following days are observed as non-workdays in Region VII
only, as eelebrated by the Comrnonweaith of Puerto Rico authorities:
Three Kings Day January 6
Constitution Day July 25

Regional Administrators are authorized to close the Regional Office
and/or field office(s) for no longer than 3 consecutive workdays when
it is impossible for employees to report to work because of au act of
God or failure of transportation faeilities, etc., or when such conditions
as the lack of heat would clearly endanger the health or safety of the
employees. Any such order shall be in writing and a copy shall be
furnished the Assistant Admiuistrator (Administration) promptly.
In addition, in the event the Regional Office is closed, the Assistant
Administrator (Administration) shall be notified immetliately. If
circumstances warrant the closing of an office for more than 3 workdays,
the Regional Administrator shall request approval from the Assistant
Administrator (Administration), speeifying the anticipated dates of
and the reason for the closing.
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Section 2

OVERTIME AND OTHER PREMIUM PAY WORK

The Federal Employees Pay Act of 7945, as amendeal, provides for
premium compensation at legislatively authorized. rates for the follow-
ing classes of work performed by full time employees, to the extent that
the payment of such premium compensation wilI not cause the aggre-
gate rate of compensation for any employee to exceed the rate of $15,030
per annum, or $578.40 for a given biweekly pay period.

(1) Work which is officially ordered or approved. in excess of forty
hours in any administrative workweek.

(2) Work performed on holidays designated by Federal statute or
Executive Order, if the employee was officially assigned to duty
on such a holiday and if the holitlay falls within his basic forty-
hour workweek.

(3) 'Work performed between the hours of 6:00 p.m. and 6:00 a.m.
when an employee's prescribed regular tour of duty or any part
thereof falls between such hours.

The Act further provides that, at the discretion of the head of the
agency concerned, full time employees may, if they so request, be
granted time off from duty in lieu of payment for irregular or occa-
sional overtime work.

This Section prescribes policies and. procedures governing the author-
ization and pa)'ment of official overtime work, work on legal holidays,
and regularly scheduled night work compensable at premium rates of
pay.

EMPTOYEES INETIGIBTE FOR PREMIUM COMPENSATION

The Comptroller General has ruled that the following classes of em-
ployees are not full time employees within the meaning of the Federal
Employees Pay Act of 1945, as amended, regardless of the number of
hours of work they may perform, and therefore are ineligible for
premium compensation under the Act:

(1) Experts and consultants appointed pursuant to Section 15 of
the Act of August 2,1946 (Public Law 600).

(2) Ctassified employees appointed on a'(when actually employetl"
basis for whom no regular administrative workweek of 40 hours
has been established.

AUIHORIZING OFFICERS

Each Regional Administrator has been authorized. to order or approve
official overtime work or work on a legal holiday by full-time employees
under their direction, subject to the provisions of this Section.

4/14/51 Poge t
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The authority to order or approve official overtime work or work
on a legal holiday may be retlelegated.

The Regional Administrator may establish tours of duty rvhich
include regularly scheduled night work as provided. in Section 2-7-1.

OVERTIME

Policy

It is the policy of the Office of the Administrator that supervisors
shall plan and schedule the work of employees so that their work rvill be
completed during the basic forty-hour work-week. Overtime should not
be ordered. to accomplish special projects which could be accomplished
during the basic workrveek by rescheduling other work of a less urgent
nature. However, subject to the limitation rvith respect to overtime by
employees in grade GS-12 and above, preseribed. below, authorized offi-
cers may direct the performance of irregular or occasional overtime by
any employee or employees in instances 'ivhen it is determined that
(1) the overtime is necessary to meet deadlines in work schedules or
other conditions beyond their control or (2) to overcome peak rvorkloacls
of a temporary nature that do not justify the hiring of additional per-
sonnel. The Office of the Administrator will compensate employees for
overtime work so ordered, either by overtime pay or by granting them
compensatory leave, in accordance with the provisions of this Section.

Oveilime by Employees in Grqde G3-I2 qnd Above

fn general, it is assumed that professional employees in grades GS-12
and above will devote such time, including voluntary overtime, to their
duties as is required to discharge them in a creditable manner. IIow-
ever, in offices where the pressure of work is sueh as to make frequent
overtime unavoidable, it is recognized that a portion of such time should
be compensated so that employees do not suffer out-of-pocket expense
for extra meals and similar costs. Aceordingly, in such cases overtime
may be authorized and directed to be performed. in accordance with this
Section by employees in Grades GS-12 ancl above as follows: 2 hours for
a Saturd.ay, Sunday, or holiday but only one day in any one week-end,
and not to exeeecl t hour on any regular work day.

No further compensation money or time off for overtime work will be
made to employees in Grade GS-12 and above except in very unusual
cases pursuant to specific approval by the Regional Administrator.
Such approvals will be granted only on the basis of memorandum re-
quests submitted prior to the performance of the work. Each such
request shall be prepared and submitted in duplicate over the signature
of the authorizing offfcer concerned and shall eontain a full explanation
of the need for the overtime work, the name and grade of the employee
or employees who ryill be directed to perform the u'ork if approval is
granted, and the approximate number of hours of overtime which will
be required. The memorandum shall contain a space for the approval
of the Regional Administrator.

The Regional Administrator wiII return the original and duplicate
copy of each approved or rejected memorandum request for the approval
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of overtime work to the authorizing offrcer concerned. The original of
each approved memorandum request shall be transmitted to the Admin-
istrative Branch together with the Stock Form 1\30, Time and, Attend-
ance Report l and the Form H-200.2 Approual of Ouertime Worh, on
which the particular overtime is reported, as hereinafter provided.

Computdtion of Overtime Employment

Overlime Employment Unit

Overtime employment shall be computed on the basis of periods of
30 minutes or multiples thereof and shall be reported accord.ingly.
Periods of less than 30 minutes shall be disregarded.

leove wirh Poy

Absence from duty on authorized leave rvith pay during the basic
rvorkweek, including authorized absences on legal holidays, non-work
days, and days of compensatory time off shall not have the effect of
rerlucing the amount of overtime compensation to which an employee
may be entitled during an ad.ministrativc rvorhrveek.

Leove Without Poy

For any period of leave without pay within the basic 40-hour work-
week, an equal period of service performed. outside the basic workweek,
but during the same administrative workweek, must be substituted and
paid for at the rate applicable to the employee's basic workweek, before
any remaining periods of service can be paid for at the overtime rate.

Coll-bsck Overtime

Any period of authorized overtime performed. by an employee on a
clay outside his scheduled basic workweek, or for which he is called back
to his place of employment after the close of business on a scheduled
workday, shall be consid.ered to be at least two hours in duration for the
purpose of computing overtime employment hours.

Time in frsvel Stqtus

Time spent by an employee in an official travel status outside his
regularly scheduled hours of work, including days outside his sched-
uled basic workweek, may not be considered as hours of employment
entitling the employee to either regular compensation or overtimc
compensation.

Voluntory Overlime

Voluntary overtime is overtime rvorked at the option of the employee
which has not been officially authorized and approved in accordance
with the provisions of this Section. Such overtime is not compensable
either by overtime pay or by grants of compensatory time off. No
records of voluntary overtime shall be maintained.

l Section 2-7-7, Time and Attentlance Reports.
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Computotion of Overtime Poy

Overlime Poy Unir

Overtime pay will be computed on the basis of periods of 30 minutes
or multiples thereof.

Overlime Poy Rotes

An employee whose basic per annum salary rate does not exceed.
the minimum scheduletl rate of Grade GS-9 will be paid for authorized
overtime at the hourly rate of one and one-half times his basic hourly
salary rate.

An employee whose basic per annum salary rate exceeds the minimum
scheduled rate of Grade GS-9 will be paid for authorized overtime at the
hourly rate of one and. one-half times the basie hourly salary rate at the
minimum scheduled rate of Grade GS-9.

Effect of Night Poy Differenriql on Overtime or Holidoy Poy

The night pay differential allowed an employee who is assigned to
regularly scheduled. night work shall not be included in the basic per
annum salary rate used in computing any overtime or holiday pay
to which he may be entitled.

Effect of Cosr-of.living Allowqnces on Overtime or Other Premium Poy

The temitorial eost-of-living allowance paid to an employee assigned
to duty at a territorial post outside the continental United States shall
not be included in the basic per annum salary rate useal in computing
any overtime or other premium pay to which he may be entitled.

Effect of Annuiry Deductions on Overtime or Other Premium Poy

The gross per annum salary rate of the position heltl by a reemployed
annuitant (rate prior to the annuity deduction required. to be matle
from his salary) shall be used in computing any overtime or other
premium pay to which he may be entitled.

Compensolory Leove

Any employee may be permitted to take compensatory leave in lieu
of overtime pay for authorizetl occasional or irregular oyertime work,
if he so requests, subject to the approval of his leave approving omcer
and the limitations hereinafter stated. Ilowever, an employee who is
prohibited by reason of the aggregate compensation limitation (i.e.,
compensation at the rate of $15,030 per annum or $578.40 for a given
by-weekly pay period) from receiving overtime compensation may not
be granted. compensatory leave in lieu of such prohibited overtime com-
pensation. Compensatory leave shall be granted at the rate of one hour
off for each hour of overtime worked. for which the employee would
otherwise be entitled to overtime pay.

An employee's request to take compensatory leave in lieu of overtime
pay shall be made not later than the last workday of the pay period in
wfrictr the overtime is performed and shall be recorded on the Time anil
Attendance Report on which his attendance and leave for the particular
pay period are reported.
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The total accumulation of compensatory leave for any employee
shall not exceed 40 hours at any one time. Accordingly, if the amount
of compensatory leave reported for credit to an employee will result
in a balance of compensatory leave to his credit in excess of 40 hours,
the timekeeper shall credit the employee with overtime work for which
payment shall be made for the excess number of hours, regardless of
whether the employee has requestecl compensatory leave in lieu of
overtime pay.

Compensatory leave shall be so scheduleal by employees' leave ap-
proving officers as to permit liquidation of earned leave credits within
90 calendar days of the date on which such credits were earned. Ac-
cordingly, timekeepers shall maintain records of compensatory leave
credits to the accounts of employees and shall indicate for each such
credit the expiration date of the limitation period. If an employee
fails to take compensatory leave in the amount of a particular leave
credit prior to the expiration date of the limitation period, the time-
keeper shall request that payment for the leave be made to the em-
ployee. The request shall be made by reporting the total number of
hours for which payment is to be made on the employee's Time anil,
Attendance Eeport for the reporting period immediately following
that in which the use limitation period expired.

Overlime Authorizotion ond Approvol Procedure

When it is determined that it is necessary for an employee or group
of employees to perform overtime work, the offfcer or employee re-
sponsible for the work shall secure authority which may be oral or
rvritten for its performance on an overtime basis from an officer rvho
has been delegated authority to order or approve overtime work by
the particular staff unit or personnel concerned. Each sueh request
should be for a limited period covering, at the most, a single pay
period, and should indicate the nature of the deadline project or work-
load problem iuvolved, the grades of the employees who will perform
the work, and the estimated overtime rvhich wiII be required.

There shall be maintained on a daily basis a detailed memorandum
record of the overtime worked by each authorized employee. Follow-
ing the completion of all overtime work required in the pay period,
Form H-200.2, Approaal of Ouertinw Worlt, shall be prepared for the
approval signature of the officer who authorized. the work, in accord-
ance with the detailed instructions hereinafter provided.

The authorizing officer shall review the Irorm H-200.2, Approual of
Ouertime Work, to assure its conformance with his authorization and,
if he finds it in order, shall enter his approval signature in the space
provided and return the approved form to the timekeeper for the
staff unit which performed the overtime. The timekeeper shall tran-
scribe the approved hours of overtime worked by each employee (except
overtime worked by employees borrowed from other reporting units)
on the Tim,e and, Attendance Report for the pay period and indicate
whether the overtime, in each case, shall be paid for at overtime rates
or credited as compensatory time for which leave will be granted. The
approved. Form H-200.2 shall be forwartled to the Administrativc
Branch with the Tim,e ancl Attendance Eeport.
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If overtime work has been authorized for performarce on the last
Friday of the pay period or on the following Saturday, the Time and,
Attendance Report and supporting Form }I-2A0.2 shall not be for-
r,varded to the Administrative Braneh until completion of the work
in order that firm entries of the overtime work may be made on both
reeords.

Reports of Overtime Performed by Borrowed Employeer

If an employee is borrowetl from one tirne and attendance report-
ing unit to perform overtime work for another reporting unit, his
overtime shall be recorded aucl approved on the Form H-200.2, Ap-
proual, of Ouertime Work, prepared by the borrowing unit. An addi-
tional copy of the Form H-200.2 shall be prepared by the borrorving
unit and transmitted to the timekeeper for the lending unit, iu order
that the overtime rvork performed by the borrorved employee may be
correctly transcribed on the Tim,e ancl Attenclonce lleport on which his
regular attendance ancl leave are recorded.

Preporolion of Form H-2OO.2, Approvol of Overlime Work

A Forrn H-200.2, Approuctl ol Ouertinr,e Work, shall be prepared
frorn the rnernorarrdum rocortl of over:tirne worked purstrant to each
authorizatioir, in accordance lrith thc attar.hecl lixhibit A and the follol,-
ing irrstructiorrs lrhich arc riunrberecl to eorrespontl 'lvith the uumberecl
entries olr the eshihit:

(7) lteporting (tttit: Enter the llegiorral Office rrumber and the
narne of the branch, staff, or other reporting group exaetly as it
is showu orr the Time a,nd Attendance Report.

(2) Puy Pet'iocl 1[o... Enter the begirrning and ending dates of the
pay period during which the overtime was performed.

(3) l{ame of Entploycer List, iu alphabetical sequence with the last
name first, the rrame of each employee of the unit who per-
formed overtime'lvork.

(4) Borrowecl Entplo11ees.. If ernployees were borrowed from other
units to perforrn overtime work, Iist their names separately,
irr alphabetical sequerrce with the last name first, lrnder the
caption "Borrolved Employees. "

(5) Lend,ing Unif ; Opposite the name of each borrowed employee,
enter the name of the unit from rvhich he was borrowecl, in
order that the overtime work approved on this form may be
readily compared by the Administrative Branch with that
reported on the Ttme and, Attend,ance Report of the lending
unit.

(6) Hours of Ouertime Workecl: Euter in the appropriate daily
blocks opposite eaeh employee's name the exact number of
hours of overtime (including fractions of one-half hour) which
he worked each day.

(7) Total: Enter the total number of hours of overtime worked
by each employee during the pay period.

(8) Total: Enter the total number of hours of overtime worked
by ali employees each day o.f the pay period.
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(9) Cross-tofa,l.' Enter the total number of hours of overtime
rvorked by all employees during the pay period (the total of
columrr (7) rrhich should agree with the total of entries ou
line (8) ).

(10) "Irusfl7tcat,ion, f or Ouert'tnre.' Enter a brief statement indicating
the trature of the deadline project or rvorkload problem which
occasiouecl the overtime.

(11) r\onre and f itle: Secure the apprr-rval signature aud title of the
authorizing officer.

HOTIDAY WORK

Any employee n'ho is excused frour dut;, because of a holiday 1 or a
clay observecl in lieu thereof which falls within his basic 40-hour work-
l'eek shall be entitled to his basic compensation for that day.

Any employee rvho is assigned to duty orr a holiday or on a day
observed in lieu thereof which falls rvithin his basic 40-hour work-
l'eek shall be comperrsated at his rate of basic eompensation plus
premium comperrsation for not more than 8 hours of such work at a
rate equal to his rate of basic compensation.

The premiurn pa.y to which an eurployee is eutitlecl for authorized
work orr a holiday shall uot be considered in determining the amount
of any overtinre pay to u'hieh the employee rnay be entitled for author-
ized work in excess of 8 hours on the holitlay.

Any period of authorizecl duty performed by an employee on a
holiday or on a day observed in lieu thereof shall be considered to be
at least tu,o hours in duration for purposes of cornpensation and shall
be reported accordingly.

Authorized work on holidays whieh do not fall withiu au employee's
basic 4O-hour workweek shall be treated as authorized overtime for
compensation purposes and shall be reported as overtime work rather
than as holiday work.

Holiday work shall be authorized in accordanee with the procedure
for authorizing overtime ancl shall be approved orr Form H-200.2,
A'pytroaal of Ouerttme Worlt, together with overtime work, if any, for
the pay period iu rvhich it rvas performed. Ilowever, whenever such
holidaylvork falls s'ithin an ernplol.ee's basie 40-hour rvorkweek, en-
titling hirn to courpensation at the holiclay rate, a notation shall be made
on Form H-200.2 to indicate that the da1, sr't u,hieh the s'ork was per-
fornred was a holida.y aud the holiday shall be identifiecl. (See Exhibit
A, shox'ing work perforruetl by Frank R. Newtorr on a holiday which
ft,ll rrithin lris basic -l0-hour workweek.)

Holiday u'<rrk shall be reportecl ou the appropriate Time ettd ,lt-
tcnilance Report in accordance rvith the procedule preseribed for re-
porting overtime work.

REGU1ARTY SCHEDUIED NIGH' WORK

Premiunr courperrsatiun at a rate of 10 percent irr excess of his basi<t
coupeusation slrall be paitl to an employee for rvork betrveen 6:00 p.m.

1 See Section 2.7.1, Nornrol Tours ol Duty.
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and 6 :00 a.m. if his regular daily tour of duty or any part thereof
falls betweerl such hours and has been recorded on his Standarcl Form
50, Notification of Personnel Action, or other clocurneut approved b1,
the Regional Administrator, in the case of employees for whom the
Regional Office has authority to approve personnel actions, or the
Director of Personnel.l The 10 percent night pay clifferential is not
payable for any periotl of night u,ork which falls outside ar1 employee's
prescribed regular claily tour of duty.

Payment of a night pa), diffcrential rniry rrot be made for periods
wheu an employee is on leavc except in the case of paid (arurual, sick.
or compensatory) lea'r,e r'vhich totals less thau 8 hours during a single
pay period.2

If an employee u'ho is entitled to a rright pay clifferential is exeusecl
from duty on a holiday, he shall be paicl the night pay differential for
the holiday, in additiou to his basic compensation for that day, even
though the holiday occurs rvithin a period'ivhen he is on leave u'ith pa1'.e

If an employee rvho is entitled to a night pay differeutial is author-
ized to perform or.ertime or to x,ork on a holiday falling rvithin his
btrsic 40-hour workrveek, Jre shall be paid the light pay rlifferential for
his regular hours of night 'ivorli, plus or.ertirne or holiclav comperlsa-
tion at the authorized rates for such u,ork computed on his basic per
annum salary rate.

The hours of night rvork for which an employee is entitled to a night
pay differential shall be recordecl and iclentified on the Tinte and" Al-
tenil,ance Report on u,hich his attendance artrl leavc are reported, itr
accoldance with the tletailetl instructions contained in Section 2-7-7.

Section 2-?"1, Normal Tours of Duty,
36 Contp. Ger. 734.
36 Comp. Ger. 733.

1

3
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EXHIBlT A
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Section 3

TEAVE-GENERAL PROVISIONS

COVERAGE

All Regional employees of the Office of the Administrator are gov-
erned by these regulations, except:

(1) Part-time and intermittent employees for whom a regular tour
of duty on at least one day of each administrative workweek
has not been established in advance.

(2) Persons engaged und.er contract on other than a personal serv-
ice basis.

(3) Employees paid on a fee basis.
(4) Employees serving without componsation.
(5) The Administrator and such other employees specifically ex-

cepted from the Act by order of the President.

TEAVE ADMINISTRAIION

The Administrator is responsible for leave administration in the
Agency.

Regional Administrators are responsible for leave administration
within their respective jurisdictions. Regional Arlministrators and the
employees to whom they assign responsibility for granting and denying
leave carry the heaviest responsibility for the honest and equitable
administration of the leave regulations and policies. Only they can
mal<e the deeisions that reconcile the needs ancl desires of employees
with the requirements of the work situation. In order to achieve gootl
leave administration, leave approving officers must accept personal
responsibility for: (1) familiarity and compliance with these proceclures
and policies; (2) making sure that employees understancl the provisions
that apply to them ; ( 3 ) fair and honest enforcement of the leave system ;
and (4) judieious use of the discretionary authority that is theirs in
leave administration.

Each employee has a personal responsibility for complying with the
provisions of the leave regulations in such rvays as arranging with his
supervisor to take annual leave at such times as will fit in with the
needs of the offiee and of other employees; taking sick leave only in the
circumstanccs provided for in the leave system; and reporting and
signing for leave as provitled in this Chaptcr.
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IECHNICAl RESPONSIBITITlES

Technical responsibilities for the leave system are assignecl as follorvs:

(1) The Diuision of Personncl in the Central Ofiice is responsible for
the tlevelopmcnt and interpretation of leave policy.

(2) The Rcgional Aclm,inistratiue Bra,nch, is responsible for the
maintenance of leave records artcl for irrterpreting regulations
concerning the maintenance of these records.

(3) Each Regiona,l Ad'm,inistrator is responsiblc for (a) adrninister-
ing these regulations rvith respect to the employees untler his
jurisdiction; (b) designating employees in his organization lvho
may grant or deny leave; (c) subject to the approval of the
Director of Personnel, issuing instructions prescribing the con-
ditions under which employees may be granted leave and (d)
providing for the maintenance of bi-weekly time ancl attendance
reports for each employee uncler his jurisdiction.

DEFINITIONS

This paragraph provides a glossary of terms commonly used in leave
administration.
Abscnce with,ou,t leauc (AWL)-A nonpay status resulting from an

agency dctermination that it rvill not grant any type of leave (in-
eluding leave lvithout pay) for a period of absence for which the
employee did not obtain advance authorization or for which his
request for leave on the basis of alleged sickness has been denied.

Accru,ed, lcauc-4eave for the current leave ycar which an employee
has earned to date and has not used.

Accu,mu.lated, annual leauc-The unused annual leave remaining to the
credit of an employee at the end of the leave year.

Ad,minist r at iu c w orkw celc-Any seven consecutive calendar days.
Aduancc leauc-I.,eaye granted before it is earned.
Brealt in scruice-Separation from the rolls of one or rnore workdays.
Comytensatorll t,ime off-Time off rvithout charge to leave of any kind

for approvecl overtime performed.
Conto,gious d,iscase-L disease rulctl as sub.ject to quararrtirre or requir-

iug isolation of thc patient as defined by health authoritics having
juristliction.

Cou,rt Lcaue-Authorized. absencelvithout charge to annual leave or loss
of compensation for attending court as a witness on behalf of the
United Statcs or the Government of the District of Columbia, or
for the jury duty in any state, Federal or District of Columbia
court. Municipal courts are consiclered state courts, for this
prlrpose.

E nt,plql ee-Civilian officer or cmployee.
Erursed, absencc-Itbsence administrativcly authorized or approvecl

rvhich does uot result in a charge to lcavc of any kincl, or in loss of
basic salary.
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Ertended, leaue-Cortinuous leave of absence in excess of 22 rvorkdays.

Ilurlough-'Iemporary nonpay status and absence from duty required
by the appoinl.inq authority because of lack of v,ork or funds.
(See also "Military furlough".)

Ilome Leaae-A period of leave with pay (apart froru annual or sick
leave), authorized by law for use in the Il. S., in the Cornmonwealth
of Puerto Rico, or in the possessions of the U. S., after being earned
and accrued by an employee on the basis of a period of service with
the OA or constituent unit at a post of dLrty outside the U. S., or
outside the employee's place of residence if his place of residence
is irr the Commonrvealth of Puerto Rico or a possession of the U. S.
Home leave may be granted to eligible employees under the provi-
sions of the Federal Personnel Manua.l, Chapter 630 (Subchapter 6 ).

lntermittent employecs-Employees who are employed on an irregular
or occasioual basis'rvhose hours or days of rvork are not based on
a pre-arranged schedule and who are compensated only for the time
rvheu actually employed or for service actually reudered.

Leaue of abscnce-A period of time granted to an employee to be absent
from his duties.

Leaue gear-The period beginuing with the first complete pay period
of the calendar year to the beginning of the first complete pay
period in the follorving calendar year.

Leaue with,out pag (LwoP)-Temporary nonpay status and absence
flom duty granted upon an employee's request, or absence without
pay substituted for annual or sick leave requested by an employee
rvhen he does not have sufficient leave to his credit.

Maternity leaue-A period of approved abseuce for reasons related. to
pregnancy and confinement.

Medical certificate-Written statemerrt sigued by a registered. practic-
ing physician, or other practitioner, certifying to the period of dis-
ability of the patient rvhile he was unclergoing professional treat-
ment.

Militarg furlou,gh-Temporary rronpay status and absence from duty
granted by the appointing authority upon employee's entering U.S.
military service or other similar organization designated by law
or regulation.

Mil,itary l,eaue-The period of leave-not rnore than 15 calendar days
of any calendar year-from official duty authorized for civilian
employees who are members of the reserye components of the
armed forces of the United States, on days on which they are on
active duty.

Nonpag status-Lteave without pay, suspension, aud furlough r,vithout
pay.

Oaerdrawn leaue-The amount of leavc advanced. beyond that which
has accrued.
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Part-t,ime enlploAees-Employees lvho are regularly employed on a
pre-arranged schedule whose hours or days of rvork are less thau
the prescribed hours or days of rvork for full-time employees irl
the same group or class.

P ay -period---Bi-rveekly, semi-monthly or other pa5, period.

Perm,anent cmployee-Bmployees appointed to serve without a definite
time limitation.

Report,ing u,nit-An organization unit under a supervisor rvho has been
authorized to approve leave and to certify timc and leave repolts
for employees under his supervision.

Buspension-Temporary nonpay status and absence froru cluty requiro.l
by the appointing authority for cliscipliualy rcasons, or other rea-
sons pending inquiry.

Temporary employee-Bmployee whose appointnrent is designated as
temporary, or who is appointed to sen e for a period with a definitc
limitation, such as "not to exceed 1 year."

Term,inal leaue-I-teave granted prior to separatiort froru the Federal
service without a return to duty.

Tour of dutg-'Ihe number and schedule of hours an employee is ex-
pected to be on duty during each pay period.

Unliquidatecl ad,uance-That part of ailvance leave which has uot yet
been earned or covered by a refuud.

When actu,ally employed (WAD) entployee-L wolker employed orr
an irregular or occasional basis rvhose schedule of hours or days
of work is not necessarily based on a pl'earranged schedule and
who is compensated only for the time when actually employed.
(Such an employee may be paid on au annual, per diem, or per
hour basis.)
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Section 4

ANNUAT TEAVE

All employees of the Of6ce of the Administrator, except those spe-
cifically excluded in Section 2-7 -3 of. this Chapter, are covered by the
single leave system established by the Annual and Sick l-,eave Act of
1951, as amended, antl Civil Service Commission regulations based on
that Act.

ACCRUAL OF ANNUAT ]EAVE .

Leove Calegories

Employees are placed in one of the four leave categories d.epending on
(a) whether or not they have completed g0 days of current continuous
service under one or more appointments rvithout a breal< in service of
one worl(day or more, and (b) their total creditable Federal serviee.
Creditable service for leave purposes consists of:

(1) Any Federal service for which Civil Service retirement de-
ductions were made.

(2) Any Federal service for which the Civil Service Commission
will accept retirement deposits or redeposits.

(3) AII Fetleral military service on full pay and allowances.

The Division of Personnel or the Administrative Branch in the
Regions, according to the location of the official Personnel Folder, will
determine the amount of creditable service and the leave category for
all employees under the system.

Stondqrd Terminology for Leave Cotegories

Ca'rpconv 0 Ner,v ernployees or persons reemployed after a break in
service. Employees in this category will not receive credit
for leave earned until they have been employed. continu-
ously for 90 days without a break in service. At the end
of the 90-day period, persons in this category wiII be
credited with the Ieave earned during the initial 90-day
period and placed in category 4, 6, or 8, depending on
their prior Federal service.

Carpconv 4 Employees with less than 3 years service. Employees
in this category will earn 4 hours of leave for each full
bi-weekly pay period.
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C-a.tnconv 6 Employees with more than three but less than 15 years
of service. Employees in this category will earn 6 hours
of leave for each full bi-weekly pay period, except that
the accrual for the last full bi-r,veekly pay period in the
calendar year shall be 10 hours.

Cerocony 8 Employees with 15 or more years of service. Employees
in this category will earn 8 hours of leave for each full
bi-weekly pay period.

Porl-Time ond lntermittent Employees

Part-time employees earn annual leave if they are scherluled in ad,-
aanca to perform duty on at least one day of each administrative work-
week. Their hours of duty are aecumulated until they total the amount
necessary for one hour of annual leave credit.

category . 
Part-timffiii'.y"tToearnrcne hour

4 20 hours in pay status
6 13 hours in pay status
8 10 hours in paystatus

Intermittent employees earn leave as part-time employees if sched-
uled in ad.vance to perform duty on at least one day of each adminis-
trative workweek. Part-time and intermittent employees do not earn
Ieave for any hours in pay status in excess of the base pay hours in an
administrative workweek. They may not earn more leave in a leave year
than would a full time employee in the same leave category.

Chonges in Leove Cotegories

Employees will be notified of ehanges in leave category by means of
Form H-144, Notif,cation of Leaue Category Change.

Any change from leave category 4 to 6 or 6 to 8 takes effect as of the
beginning of the first pay period following that in which the employee
completes the preseribed period of service. Change from leave category
"0" takes plaee the first r,vorkday after completion of the required g0-
day period.

Laove Accruql in Non-Poy Slotus

Annual leave accrues to an cmployec only when in pay status. When-
ever a full-time employee's absence in nonpay status totals, during
a leave year, the equivalent of the base pay hours in one bi-weekly
pay period, his creclits for annual leave are reduced by the amount he
earns in one bi-weekly pay period. No leave shall accrue to an employee
who is in a nonpay status for an entire leave year.

leove Accruol for Froctionql Poy Periods

Annual leave is not earned during fractional pay periods occurring
at the beginning or end of a period of service. However, when an em-
ployee transfers between positions with difrerent pay periods, he will
?oge 2 4/21/52
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accrue leave on a pro rata basis for any partial pay period immediately
before or after the transfer.

ACCUMU1AIION OF 1EAVE

Employees Stqtioned in the Continentol Unitod States

Employees stationed in the continental United States may carry
over from one leaue gear to the next a maximum of 30 days of annual
leave. However, those employees who were entitled on January 6, 1952
to camy over more than 30 days annual leave continue to keep their
rnaximum leave accumulation until they use annual leave in excess of
the amount earned during the current Ieave year. Whenever this
happens, the balanee at the end of the leave year becomes the maximum
accumulation. When the balance at the end. of the leave year drops
below 30 days, the maximum allowable accumulation for future years
becomes 30 days.

Employees Stotioned Outside the Continentol United Stqtes

Employees stationed outside the continental United States and not
subject to the rules of the foreign service of the United States may
carry over as many as 45 days of annual leave from one leave year to
the next. The 45-day maximum is applicable only if they were: (a)
directly recruited or transferred from the United States by the Federal
Government; or (b) they were recruited locally but were originally
recruited from the United States and have substantially continuous
employment by other Fed.eral agencies, United States firms, interests,
or organizations, international organizations in which the llniteil States
participates, or foreign governmerrts, and their conditions of employ-
ment provided for their retum transportation to the Uniterl States; or
(c) they were recruitecl locally but were at the tirne of employment only
temporarily absent from the Unitcd States for purposes of travel or
formal study, and maintainecl rcsidcnce in the lJnited States during
such temporary abseuce; or (d) they are not nortnally residents of the
area concernecl but rvere disclrarged frour the military service of the
United States to acccpt employrneut rvith an agelley of the Federal
Government.

Whcn employces who havc: accumulated more than 30 days of annual
Ieave uniler this provision return to the lJnited States, the excess over
30 days remains to their credit until used in the same manner described
for employees stationed in thc continental United States who are per-
mitted to retain an accumulatiou of more than 30 days.

AVAITABITITY AND ADVANCES OF ANNUAI TEAVE

Annual leave accruing during the first 90 days of employment in the
Federal service, or following reemployment after a break in service of
one workday or more, is not available for use until completion of the
90 days. I:eave earned during the initial period may not be substituted
for I-,WOP taken during that period. IIowever, annual lcave which
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is recredited to an employee upon reemployment after a break in service
may be used during the initial 90-tlay period or subsequently.

After the completion of 90 days of continuous employment in one or
more appointments, without a break in service of one workday or more,
a permanent or indefinite employee, regardless of his length of Fed.eral
service, may he granted all annual leave that has accrued and advaneed.
annual leave that will accrue to his credit up to the end of the leave
year. A temporary employee rvho has completed 90 days current
continuous employment may be granted annual leave that has accrued.
ancl advance annual leave that will accrue to his credit up to the date
set for the expiration of his temporary appointment or the end. of the
Ieave year, whichever is earlier.

Annual leave will not be advanced in the following cases:
(a) If there is a likelihood that the employee will retire or be

separated from the service before the date when he will have
earned the leave.

(b) If the absence is due to pregnancy or confinement. (Excep-
tions may be made in unusual situations.)

GRANIING OF ANNUAL ]EAVE

Aurhority lo Approve Leove

The Regional Administrator shall designate by positions or categories
of positions the persons authorized to approve annual leave. Usually
the supervisor of each time and attendance reporting unit will be so
designated and will be responsible for approving all leave for that unit
except his own leave.

Administrotive Discretion

Employees with annual leave to their credit shall be granted such
leave at their request at such time and in such amounts as will best
reconcile the respective needs of the employee and the OA. Approving
officers shall by March 31 of each year, in cousultation T.vith the em-
ployees involved, establish a schedule which will assure each employee
an adequate vacation and which will provide employees an opportunity
to use annual leave which might otherwise be lost under the regulations
on maximum accumulation. fn exercising their discretion under these
regulations, approving offrcers shall give full eonsideration to the needs
of their employees. It is the policy of the Ageney that, insofar as
practicable, ernployees wishing to attend or participate in the observance
of various established religious holy days of their faith; for example,
Good Friday, or Yom Kippur, shall be permitted to be absent on annual
leave for this purpose.

Leave that has been granted may be revoked by approving offieers
and. employees recalled to duty if the work needs of the agency make
such action necessary.
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Approving officers are required to grant annual leave to employees
who have sufficient annual leave to their credit when:

(1) An employee who is not entitled to court leave is required to
be absent because of jury duty.

(2) An employee is to be placed on furlough in lieu of separation
by reduction-in-force. Upon the request of such an employee,
he should be granted, immediately prior to furlough, any an-
nual leave to which he is entitletl. An exception to this rule
is sometimes necessary, in which ease the official notices of
reduction-in-force will state the eonditions under which the
leave may be grantetl.

(3) An employee under reduetion-in-force separation notice re-
quests permission to use his eurrent year's leave accrual be-
fore separation. (If an extension of the notice period is neees-
sary SF-52, Request for Personncl Action, should be sub-
mittetl.)

Vocolion Leovc

Supervisors should encourage employees to take adequate vacations.
Sufficient continuous leave should be granted for vacation purposes to
provide rest and recreation, and therefore to be of benefft both to the
employee and the agency. The period of continuous leave granted
must be determined in the light of work requirements, but whenever
possible it should be not less than two weeks.

After permissible leave is taken or reserved for vaeations, employees
should be permitted to use any additional annual leave to which they
are entitled for shorter periods of absence for personal matters.

lnvolunlary leove

fn eertain emergency situations employees may be required to take
annual leave. Such aetion may be taken only after careful eonsideration
of all faetors relevant to the situation. Examples of emergeney situa-
tions when involuntary annnal leave may be required are:

(1 ) Reduction-in-force.
(2) Antieipated reduction-in-force, undcr circumstanees sueh that

if the reduction is made there will be insufficient funds for
lump sum payments unless annual leave balanees are retlueed.

(3) During the period of advanee notice of suspension or separa-
tion, if the employee does not apply for annual leave or loave
without pay.

(4) Pending tlisability retirement of an employee which the OA
has requested and the employee opposed. If the employee
has siek leave to his credit, and applies for it, he should not
be put on involuntary annual leave until he has used all of
his siek leave.
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The authority to require an employee to take arrnual leave is d.ele-
gated to Regional Administrators, arrd to such other officers as the
Regional Administrator may designate.

A supervisor may, however, place an employee uud.er his direction on
involuntary annual leave for not to exceed one work day if the ern-
ployee reports for duty in a condition unfit forlvork, excluding sick-
ness, or when his conduct constitutes a hazard. to his fellow-workers or
is harmful to the interests of the service.

Leove Enroule Belween Ofiiciol Stqtions

The appropriate approving offrcer at the releasing station is author-
ized to approve annual leave to be taken by an employee enroute to a
new permanent duty station provided the leave (1) is applied for in
advance antl (2) does not extend beyond the employee's scheduletl
reporting date at the nerv station. Prior clearance must be obtained
from the appropriate approving offieer at the ner.v station for leave
extending beyond the schecluletl reporting date.

An employee rvho wishes to request annual leave, or to extend. ap-
proved annual leave, r,r,hile enroute and after leaving his old station
must apply to the appropriate leave approving offieer at the new station.

Leove Before Seporotion

Except to allorv an employee to use his current year's leave acerual
rvhich rvould otherl,ise be lost, it is not OA policy to grant annuttl
leave to an employee rvhenever there is reason to believe that the
employee may separate before returning to active duty. Leave re-
quested solely to avoid a lump sum payment before separation shoulcl
be refused.

APPTICAIION FOR ANNUAL 1EAVE

Employees should request leave from their immediate supervisols.
Requests may be oral except as indicated below. Generally, on approval
of an oral request, the employee shall sign the Time and Attendance
Report in advance of the periocl of leave. Exceptions to this may be
made in times of emergency, or when the leave grant is for a specific
purpose and the exact number of hours charge is not knotn in advance.

Usa of Application lor Leave, Stondord Form 7l

Ar Application for Leaue, Standard Form 71, is required for the
following types of non-routine leave:

(1) Atlvances of annual leave in exsess of three days.
(2) Leave for which the employee is unable to sign the Time and

Attendance Report prior to it being forwarded from the
reporting unit.
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(3) Leave for which filal approval rests with arr approving author-
ity other than the supervisor of the time and attenclance
reporting unit.

(4) Leavc in cases where the employee is rrot located sufficiently
near the supervisor to apply in person, or when the employee
is in travel status.

Unscheduled Absence

Employees who must be absent because of emergencies should apply
for leave within the first hour of the working day.

Applications for emergency leave or extensions of leave and. any in-
quiries concerning such applications may be made, at the expense of the
employee, by telephone, telegraph, or other means of communications.

An employee absent rvithout permission will be carried on the Tirne
arrd Attendancc Report in nonpay status (AWIJ). This may later be
converted to annual or siek leave, depending on the circumstances, if
the enrployee has leave to his credit and has conviucing reasons for ltis
failure to apply in advauce for such leave. The conversion may tahc
plaee after the encl of the pay period.

CHARGE TO I.EAVE ACCOUNTS

illinimum Charge

The rninimum charge for anrr.ual leave is one hour. Charges for
absence in excess of one hour are made in multiples of orre hour. Un-
avoidable absence from duty of less than one hour may be excused
under certain conditions. Supervisors may excuse short periods of
tardiness. They may, for instance, have the employee make up the lost
time at a later date.

Doys Not Chorged-Holidoys

Anuual leave is charged only for absence upon days u,hen an em-
ployee would otherwise rvork and is not charged for regular holidays or
non-rvorking days established by Federal statute or by Executive or
Aclministrative Order.

When a holiday occurs on Sunday, the following l\Ionday is observed
as a holiday. When a holiday occurs on Saturday, the Friday immedi-
ately preceding such Saturday shall be observed as a holiday. Excep-
tions to these two rules are made if the regularly scheduled basic'work
week is other than Monday through Friday.

Substitution of leqve

When sickness occurs within a period of annual leave, sick leave may
be substituted for the annual leave for the period of illness, provided
that any grant of sick leave in excess of 3 u,ork days is supported by a
medical certificate, or other evidence administratively aceeptable.
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Annual leave may not be substituted for sick leave previously
granted, for the sole purpose of avoiding a forfeiture of annual leave
at the cnd of a calendar year.

DISPOSIIION OF ANNUAL TEAVE ACCOUNT

'When an cmployce transfers to or is reemployed in another position
covered by the Annual and Sick Leave Act of 1951, as amended, with-
out a break in service, his leave account is certified to the new agency
for credit or charge. For all other separations, except in the case of
d.eath or when an employee is reporting for active military service, a
lump sum payment is made for leave remaining to his credit, exclusive
of any leave accrual in the current leave year which will give the
employee a total of more than 30 days.

An employee who has been regularly scheduled to perform duty dur-
ing each administrative workweek and is transferred, or separated and
reappointed, to a position in lvhich he is no longer regularly scheduled
to perform duty in each administrative rvorkweek will be paid a lump-
sum for annual leave to his cretlit at the tirne of separation or transfer.

Recrediting of Lesve after Lump Sum Poymenl

If an employee lvho lias rcceived a lump surr payrnert in settlement
of his leave account returns to duty (regardless of the length of the
new appointment) prior to the date that his unused leave would have
expired, he must refuntl the amount of the lump sum payment that
would cover the unexpirecl portion of his leave together with necessary
tax deductions. AII such leave will be reeredited to the employee and
will be immediately available for his use regardless of his leave category.

Employees' leqve qnd Active Militory Service

Any employee who enters on active military duty is either separated
or furloughed, at the option of the Ageney, except that a member of a
reserve eomponent of the armed forces or a member of the National
Guard may be plaeed on leave of absence instead. If the employee is
furloughed he may elect to receive a lump-sum payment for all annual
leave to his credit or to have his annual leave held to his credit until he
returns from active military duty. If he is separated, he will receive
a lump-sum payment for all annual leave to his credit.

Deoth

The beneficiary of a deceased employee will receive payment for all
annual leave to the employee's credit, including the current year's
annual leave accrual.

Reslorqlion ofter Appeol

The leave account of an employee who is separated and then restored
to a position, as the result of an appeal, is certiffed for cred.it or charge
as of the time of separation.
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Seporotion of Employees lndebted for Advonce Annuol leqve

If an employee is separated while indebted for advanced annual leave,
he must refund. the amount due and unearned, or have such amount
deducted from any salary due him. No refund is necessary if the
separation is caused by death, retirement for disability, or if the em-
ployee is unable to return to duty because of a disability and presents
a medical certificate so stating.

4/23/62 Poge 9



Adminirtrotive Proctice Hondbook-Ficld Service

Pqrl 2. Personnel Administrqtion
Chopler 7. Attendqnce ond leove

When Sick leove is G]qnted

Sick leave is granted when an employee:
(1) Is unable to work because of siekness or injury.

4/23/62

Section 5

SICK TEAVE

ACCRUAT OF SICK TEAVE

Full-time employees earrL 4 hours of sick leave for each full bi-weelrly
pay period (13 days a leave year).

Part-time and intermittent employees earn one hour of sick leave for
each 20 hours in pay status, provided that they are scheduled. in aduance
to perform d.uty on at least one work day of each administrative work-
week. This advance schedule must provide for duty on specific days of
the week and at specific hours of the clay.

Sick Leove Accrusl in Non-Poy Stotus

Sick leave accrues to an employee only when he is in pay status.
'Whenever a full-time employee's absences in non-pay status totals the
base pay hours in one bi-r,veekly pay period, his credits for sick leave
are reduced by 4 hours. Any time in non-pay status less than the hours
of a full bi-weekly pay periotl is droppeil at t,he cncl of the leave year.

Leove Accruql For Froctionol Poy Periods

Sick leave is not earned during fraetional pay periods occurring at
the beginning or end of a period of service. However, when an em-
ployee transfers between positions with different pay periods, he will
accrue Ieave on a pro rata basis for any partial pay periods immediately
before or after the transfer.

ACCUMUTATION OF SICK I.EAVE

Unusetl sick leave may be aecumulateil to an employee's eredit with-
out limit.

GRANTING OF SICK ]EAVE

The Regional Administrator shall rlesignate by position or categories
of positions the persons authorized to approve leave. Usually the super-
visor of each time and attendance reporting unit will be so d.esignated
and will be responsible for approving all leave for that unit exeept his
own leave.

2-7-5
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(2) Is unable to work because of pregnancy and confinement.
(3) I\[ust be absent to be examined or treated by a doctor, dentist or

eye-specialist.
(a) Is neecled to take care of a member of his immediate family who

has a contagious disease (see definitions on Page 2, Section 2-7 -3) .

(5) Has been exposed to a contagious disease and his presence would
jeopardize the health of others.

Employee Responsibiliry

It is the employee's responsibility to request sick leave only at such
times and under such circumstances as are outlined in this section.
He is required to submit prornptly all forms, certificates, or statements
necessary in requesting or supporting grants of sick leave,

Supervisory Responsibility

Supervisors are responsible for determining that each charge to sick
leave is justifietl. If for any reason the employee's statement or metlical
certificate is not satisfactory, the supervisor shall require the employee
to submit additional evidence. If acceptable evidence is not forthcom-
ing, the absence shall be charged to annual leave or leave u'ithout pay.

Subslilulion of Leove

When sickness occurs rvithin a period of annual leave, sick leave may
be substitutecl for the annual leave for the period of illness, provided
that any grant of sicl< leave in excess of 3 work days is supported by
a medical certificate or other atlministratively acceptable evidence.

Annual leave may not be substituted for sick leave previously granted
for the sole purpose of avoiding a forfeiture of annual leave at the end
of a calendar year.

,tiloternity Leove

Maternity leave is chargeable to sick leave or any combination of
sick leave, annual leave, and leave without pay. The usual periotl of
authorized maternity leave is approximately fourteen weeks. fhis
period generally begins not later than six weehs before the expected
date of delivery and extends eight rveeks beyond the clate of delivery.

If there is to bc any deviation from this timetable, either for a longer
or shorter period, the employee shall be responsible for securing a
written recommendation to this effect from her physician or prac-
titioner.

A medical certificate shall be required for the entire period of in-
capacitation due to pregnancy or confinement for which sick leave is
granted. When possible, this certificate shall be secured in advance,
and should be considered. as adequate justification for absence charge-
able to sick leave from the date of ineapacitation until the end of the
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eighth week following the date of delivery. Any request for additional
sick leave shall be supportecl by acceptable eertification.

Maternity leave shall not be granted for absence due solely to the
employee's responsibility for the care of her child.

Ordinarily, sick leave for reasons of pregnancy and confinement
shall not be advanced.

Terminal Sick leove

Properly authorized sick leave may be granted immediately prior to
separation. The date on which the sick leave expires may be the date
of separation.

APPTICAIION AND APPROVAT FOR SICK IEAVE

Employees should request siek leave approval from their immediate
supervisors. Requests for approval may be oral except as indicated
herein.

Timing of Requests

Except in unusual circumstances, arrangements for, and approval of,
appointments for medical, dental, and optical treatment and ex-
amination must be sufficiently in advance to allow for any necessary
adjustments of worli schedules. Employees who must be absent because
of sicl<ness should see that their supervisors are notiffed within the first
hour of the working day or as soon thereafter as possible. Failure to
cornply with this procedure may result in the absence being charged
to annual Ieave or to leave without pay.

Use of Applicotion For leove, Slondord Form 7l

An Application for Leaue, Standard Form 71, is required for the
following types of sick leave:

(1) Leave for rvhich the employee is unable to sign the time and
attendance report prior to its being forwarded from the report-
ing unit.

(2) Sick leave in excess of three days.
(3) Requests for advance sick leave.
(4) Leave for which final approval rests with an approving authority

other than the supervisor of the time and attendanee reporting
unit.

(5) Leave in cases where the employee is not located sufficiently near
the supervisor to apply in person, or when the employee is in
travel status.

Medicol Certificotes

Sick leave in excess of three work days must be supported by a
medical certificate (see deffnitions, Page 3, Section 2-7-3) or other ad-
ministrativety acceptable evidence. The instructions on SF-71 require
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that the reason for not submitting a medical certificate must be intlicaterl
thereon. Sick leave of less than three work days may be granted without
a medical certificate. The supervisor may, however, require a medical
certificate for any period of absence for which he determines it ad-
ministratively desirable.

Absence Without leqve

When an employee is absent without permission and. has not ac-
counted for himself by the end of the pay period, he will be carried in
non-pay status (AWL) anrl the Time and Attendance Report will be
so noted. This may later be converted to sick or annual leave, depend-
ing on the circumstances, if the employee has leave to his credit and has
convincing reasons for his failure to apply for such leave.

ADVANCE OF SICK 1EAVE

Regional Administrators may grant advance sick leave of not more
than 30 days in cases of serious disability or ailments and when required
by the exigencies of the case.

No such advance shall be made if :

(1) The employee holds a limited appointment, or one expiring on a
specified date, in excess of the total sick lcave that would accrlle
during thc remaining period of such appointment. For this pur-
pose an employce serving in a probational or trial period shall
not be construecl as holding a limited appointment.

(2) The employee requests the advance to take care of a member of
his immediate family who has a contagious disease or when the
employee has been exposed to a contagious disease.

(3) The employee requests the advance because of pregnancy or con-
finement.

(4) It is reasonably apparent that the employee will separate or
retire before he could accrue the aclvanced sick leave.

SICK TEAVE ACCOUNI

The minimum charge for sick leave is one hour. Charges for absence
in excess of one hour are made in multiples of one hour.

Doys Not Chorged-Holidoys

Sick leave is chargccl only for absence upon clays when an employce
woukl otherwise work ancl is not chargecl for regular holidays or non-
work days established by Federal statute or by Executive or Admin-
istrative Order.

When a holiday occurs on Sunday, the following I\[onday is observed
as a holiday. When a holiday occurs on Saturday, the day immediately
precetling such Saturday shall be observeil as a holiday. Exceptions
to these two rules are made if the regularly scheclulecl basic work weeh
is other than Monday through Friday.

Poge 4 4/23/52



Sick Leove 2.7$

Disposition Of lhe Leove Account

Upon reemployment of an employee covered by this leave system on
or after January 9, 7962, without a break in service, of more than
3 years, the employee's sick leave account shall be recredited.

The leave account of an employee who is separated and then restored
to a position, as the result of an appeal, is certified for credit or charge
as of the time of separation.

Seporoting Employees lndebted For Adyqnce Sick leove

If an employee is separated. while indebted for advance sick leave,
he must refund the amount due antl unearned, or have such amount
deducted from auy salary due him. No refund is necessary if the sepa-
ration is caused by death, retirement for disability, or if the employee
is unable to return to duty because of disability and presents a medical
certificate so stating.
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Section 6

I.EAVE WTHOUT PAY

Leave without pay is a temporary nonpay status and absence from
duty granted upon an employee's request. The use of leave without
pay is a privilege and may be allowed or denied in aecordance with
the policies and standards prescribed herein except in the case of
disabled veterans who are entitled to leave without pay if necessary
for medieal treatment under Executive Order 5396. AII employees
are eligible for leave without pay except those specifically exeluded
from leave privileges by the provisions of Section 2-7-3.

A request for the use of leave without pay shall be allowed only after
an administrative decision that a grant of such leave will be in the
interests of management. fn granting leave without pay, consid.eration
shall be given to the general effectiveness of the employee and his past
record in using his annual and siek leave. Except as provided below,
leave without pay may be granted to an employee even though he has
annual and sick leave to his credit.

Initial grants of leave without pay shall not exceed 12 months. Al-
though such grants may be renewed for any like, or shorter period,
requests for renewals shall be scrutinized even more carefully than the
original grant for adherence to the criteria outliued below.

AUIHOR]ZED GRANI8 OF TEAVE WIYHOUT PAY

Leave without pay may be granted", all other factors being favorable:
(1) To cover an absenee without pay substituted for annual or sick

leave when the employee has no leave to his credit.
(2) To protect the status of an employee: (a) who is unable to per-

form his duties and who is pending disability retirement from
the time his sick and annual leave are exhausted until the date
of the Civil Service Commission's action approving or disap-
proving his application, and (b) between the date of the Civil
Service Commission's approval of an employee's application for
disability retirement and the end of the month in which such
approval is granted, provided. that the employee was not already
in a leave without pay status during the preceeding month fol-
lolving the exhaustion of his sick and annual leave.

(3) For the period the employee is paid tlisability compensation by
the Bureau of Employees' Compensation because of injuries re-
ceived on the job or because of an occupational disease. I:eave
without pay may also be granted to an employee pending final
action by the Bureau of Employees' Compensation resulting from
employm.ent-connected injury or disease.

(4) For the purpose of recovery from illness or disability not of a
permanent or disqualifying nature, when continued employment
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or immediate return to employment would threaten the impair-
ment of the employee's or others' health.

(5) For edueational or training purposes, when the course of study,
research, or other activities is in line with a type of work per-
formed by the Ageney and completion of which would contribute
to its best interests.

(6) In the event of serious personal emergencies.

Ordinarily, leave rvithout pay should not be granted in maternity
eases until all siek and annual leave have been exhausted; however, in
the event the employee has sick leave to her credit but does not submit
a rnedical certification of incapacit;r for duty for any part of the period
of absenee for which sick leave is requested, such part of the leave period
should be charged to annual leave or, if her annual leave is exhausted,
to leave without pay.

SHORT PERIODS OF TEAVE WIIHOUT PAY

freaye without pay for less than 23 workdays in a leave year is a
matter for the administrative diseretion of the leave approving offieer
authorized to approve grants of annual and sick leave for the employee.
Ireave without pay requested as a substitute for annual or sick leave
should be reviewed in terms of the approval eriteria given in this
Section and those in the Sections on Annual I:eave (2-7 -4) or Sick
Leave (2-7-5). Leave without pay substitutetl for sick leave should be
supported by the same documentation required to substantiate the sick
leave. Reasons for granting leave without pay should be noted on the
appropriate time and attendance report in the space provided for
remarks.

EXTENDED 1EAVE WITHOUT PAY

Extended leave without pay (leave without pay in excess of 22 work-
days in a leave year) shall be granted only when the services of the
employee can be spared. without undue detriment to the work of the
Agency and when it appears that there is a strong likelihootl of his
return to work at the end of the leave period .This consideration is
necessary since carrying an employee in a leave without pay status
results in certain costs or inconveniences to the Glovernment, sueh as-

(1) I-.ross of service which may be need.ed in the Agency.
(2) Necessity to employ or train a replacement on a temporary basis.
(3) Obligation to provide active employment at the end of the

approvetl leave period.
(4) Complication of retention preference registers in the event of

a reduction-in-force.
(5) Encumbrance of a position.
(6) Credit of six months of each year toward retirement.
Therefore, eaeh request for extended leave without pay shall be

examined. carefully to assure that the value of the Agency and the needs
of the employee are sufficient to offset these eosts and administrative
inconveniences.

Page 2 5/2o/s8



leove Wirhout Poy 2-7-6

Procedcrc

Requests for extended leave without pay shall be made in writing by
the employee, explaining fully the reasons for the request. The original
and one copy of the request, which shall be addressed to the Direetor
of Personnel or-in the case of employees for whom the Regional Office
has authority to approve personnel actions-to the Regional Aclminis-
trator, shall be submitted to the employee's leave approving officer.
Iu the case of illness, the request must be aecompanied by a medical
certificate or statement from the attending physician. Except in the
case of illness or emergency, the request should be made at least two
weeks in advance of the beginning of the leave period..

Upon determination by the leave approving officer that the employee's
request should be honored, a Standard Form 52, Requ,ast f or Personnel
Action, shall be prepared" and submitted through the normal approving
authorities to the Personnel Branch or to the Regional Administrator in
the case of employees for whom the Regional Office has authority to
approve personnel actions. The Standard Form 52 shall includ.e a
justification showing how the request meets the standards and a state-
meut as to whether temporary help will be needed. during the absence.
The original of the employee's memorandum request and any medical
certificates should be attached to the original copy of the Standard
Form 52; a copy of each of the Standard Form 52 and the employee's
memorandum should be filed by the leave approving officer.

Notice of approval of the request shall be made by Standard Form
50, Notification of Personnel, Action. Notice of disapproval shall be
furnished the employee by memorandum from the Personnel Branch
or from the Regional Administrator in the case of employees for whom
the Regional Office has authority to approve personnel actions, stating
the reasons for sueh aetion. A copy of the memoradum shall be fur-
nished the employee's leave approving officer.

Gleorqnce

An employee, upon beiug granted leave without pay for a period of
3 months or more, shall return aII advanced funds and Government
property for which he is accountable to the responsible organizations.
X'orm H-58, Cl,earance for li,nal Salary Payment, shall be initiated and
processed in such cases, in accordance with the procedures prescribed in
Section 2-4-3.

EFFECT ON ANNUAI AND SICK I.EAVE ACCRUA1S

For each 80 hours of absence without pay, a reduction of the em-
ployee's annual and sick leave credits shall be made in the same amount
as his leave earnings for an equivalent period of time.

EFFECT ON SIEP INCREASES AND CREDTIABTE SERVICE

Leave without pay in excess of two workweeks within the period re-
quired for one periodic step increase extencls the waiting period for such
step increase for an equivalent period. Leave without pay in excess of
6 workweeks within the period required for a longevity step increase
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extends the waiting period for that type of increase for an equivalent
period of time.

Not more than 6 months of leave without pay in the aggregate in any
calendar year may be counted as creditable service for retirement pur-
poses.

EFFECT ON PROBATIONARY PERIODS
'Whenever leave without pay in excess of 22 workdays within the one

year probationary period is granted to a probationary employee, his
probationary period will be extended by the number of days of leave
without pay exceeding 22 workdays.

EFFECI ON OVERTIIIAE PAY

For any period of leave without pay within a basic 40-hour workweek,
an equal period of sernice performed. outside the basie workweek, but
during the same ad.ministrative workweek, must be substituted and paid
for at the rate applicable to the employee's basic workweek, before any
remaining periods of service can be paid for at the overtime rate.
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Section 7

TIT1AE AND ATTENDANCE REPORTING

Procedures for the rrrainterralrcc, (,ertifieation, and submission of tirne
and attendance and leave records for employces of Regional Offices are
contained in the Timeheeper's llandbool<. 'Ihose proeedures are supple-
mentary to the policies set forth in this l\fanual ancl provide detailed
instructious for the lnaintenance on a daily basis of time and attendance
records and the submission thercof to payroll offices as supporting
documentation for payroll preparation.
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TIOUIDATION OF EXCESS ANNUAI. 1EAVE

Public Law 102, 83rd Congress, approved July 2, 1953, reduces
the maximum accumulation of annual leave to 30 days (45 days for
*.. gmployees stationed outside the continental United States), and
requires that each agency take measures to liquitlate, within a reason-
able number of years, annual leave in excesl of the amounts allowetl.
The law further providas that an employee with 80 or more days annrral
Ieave accumulation must use his earned annual leave eaoh year or lose
it at the end of the leave year.

poucr oil uouD^notl oF tEAvE tN gcEss 0F 80 DAvs

fn order to comply with the directive of Congress aqd at the same
time avoid disruption of the work of the Agency to the greatest extent
possible, the Atlministrator has approved, on an Agency-wide basis, a
ten year-ten percent plan for the reduction of exeees annual leave.
This plau is efiective at the beginning of the leave year which begrrs
on January 3, 1954, and requires that employees use 10 percent a year
of the anuual leave in €xcess of 30 tlays (45 tlays for some employees
stationed outside the continental Unitetl States) carried into the 1954
leave year. This is in addition to the annual leave curreotly eamed
eaeh year. A liberal leave policy shall be followetl in the grenting of
annual leave so that employees desiring to do so may reduce their
annual leave at a more rapid rate than the minimum prescribed berein.

ArPotiltilE]ltS tY nAiltra
Emplq... Who lrrrrf., Ilrn Gorrlbrat egoado

Since all units of the Eousing and Home F'inance Agency have
adoptetl I common excess leave liquidation policS there will be no
ehange in individual leave liquitlation progrems for eonstituent ag€ncy
employees transferring to the Office of the Administrator.

EarDby... Who lrsnefrr lrom Olhrr 6.&ra1 lgon&.
Employees with exeess leave balanees transfening to the Office of

the Administrator, from other Federal Agencies, will be picked up in
the Eousing and Eome Finanee Ageney plan at the beginning of the
year following their transfer and liquitlation of their exeess leave bal-
aneo will also be aceomplished by the end of the 1968 leave year.

rBPOl6lUUtY;Ol ADmlilBIlAllOl{ OF Pt N
Regional Representatives are responsible for the administration of

the ten year-ten percent plan antl the enforcement of these require-
ments.

During the months of tr'ebruary and March, each responsible super-
visor shall develop an annual vacation schedule for employees under
his supewision. This sehedule shall be developed in consultation with
z/r/u rPo.p t
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the employees involved. The schedule will provide for each employee
who has an accumulation of more than 30 days annual leave as of
January 3, L954, to take all annual leave which he wiII earn during
the leave year plus at least 10 percent of the annual leave in excess
of 30 days to his credit as of Januaiy 3,1954, in order to reduce his
annual leave balance at least 10 percent by the end of the year.
Schedules may be amended or varied during the year provided that the
10 percent reduction for each employee is accomplished. Employees
will be required to take annual leave as scheduled to reduce their
leave balances to the required level. 'Whenever it is necessary to meet
tho objectives of the plan, leave approving officials may, after full
discussion with employees afrected, place such employees on annual
leave without their consent. 

.l

EXCEPIIONS

Should emergency conditions require that an exception to the use
of the 10 percent excess annual leave be requested for any employee,
suoh request shall be made in writing by the Regioral Representative to
the Director of Personnel. If an exception is granted any employee
in one year by the Director of Personnel, the employee involved will be
reqriired to make up the difference in leave attrition the following year.
No further exception may be granted. such employee until he has made
up the difference in attrition to his Ieave balance.

PNOGRESS REPORIS

Regional Representatives shall report to the Director of Personnel
the first pay period foilowing each June 30 and at the end of each
leave year as to the extent of accomplishment of the above objective.

Tho Director of Personnel shall report to the Assistant Atlministra-
tor (Administration) and Administrator annually regarding the opera-
tion of this plan, and shall make any necessary recommbndations regard.-
ing its operation.

IEAVE ACCOUNIS OF NEW OFIICE OF IHE ADT'IINISTRATOR E}IPIOYEES

In tho event of transfer between divisions or of6ces of the Office of
the Administrator, it will be the responsibility of the receiving ofrce to
adjust its vacation.schedules to take into consideration the leave status
of the new employee.

I-reave information on employees new to tho Office of the Administra-
tor will be firrnished by the Finance and Accounts Branoh.

Pogr .2 2/s/s1
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Section 8

COURT I.EAVE

JURY SERVICE

'When 
a permanent or temporary-indefinite employee with a regularly

scheduled tour of duty is called upon for jury service in a court of any
State or political subdivision thereof, or in any court of the United
States or of the District of Columbia, such period of service shall not
be charged to annual leave. If an employee is in an annual leave status
when he is summoned for jury duty in a State or United. States Court,
court leave shall be substituted for annual leave for the period of such
duty. If the employee is in a leave-without-pay status, court leave is
not available to him since such leave is available only to employees who
otherwise would be in a duty status or an authorized leave-with-pay
status.

Durqtion of Jury Service

The term of jury service is the time from the date stated in the sum-
mons on which the employee is required. to report to the eourt to the date
on which he is discharged by the court, inclusive. However, such term
does not include periods during which an employee is excused from
jury duty for a full day or for a substantial portion of a day. fn sueh
case the employee is expected. to return to duty unless his return would
work a hardship on him because of the distance of the court from his
residence or plaee of duty, or unless he was assigned on night work.
If the employee does not return to duty when he is excused from jury
service for a day or a substantial portion thereof, he shall be charged
annual leave.

Acceplonce of Jury Service

Any employee of the Agency summoned for jury service in any court
should appear in accordance with the terms of the summons. In view
of the importance of trial by jury as an American system of justice,
it shall be the policy of the Ageney not to ask that its employees be
exeused from jury duty except in cases of real necessity. Any employee
may, of course, request exemption on his own initiative for compelling
personal reasons.

Non-Eligibiliry for Court Leove for Jury Service

Temporary employees (those appointed for definite period.s of 1 year
or less) and WAE employees, regardless of tenure, who have no regular

9/5/52 Page I
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tour of duty scheduled. in advance, are not entitled to leave of absence
with pay for jury service. The absence of such an employee may be
charged to annual leave, if available, or if the employee so desires he
may be placed in a leave-without-pay status.

Pcy Stotus of Employee

The pay status of any employee whose d.ate of separation has been
fixed by notice to him shall not be extended beyond such date for the
purpose of granting leave of absence with pay for jury service.

WIINESS SERVICE

Federol Government Wirness

An employee who is subpoenaed to testify in court as a witness for the
Federal Government, but not in his official capacity, shall be carried on
court leave. He must furnish evidence of attendance as a witness.

Non-Government Witness

Where an employee's appearance in court as a witness is not in behalf
of the Government or the District of Columbia, and not in his official
capacity, his absence from duty shall be charged as either annual leave
or leave without pay.

Witness in Ofiiciol Copociry

'When an employee appears as a witness in his official capacity,
whether in behalf of the Government or a private party, he shall be
considered in offlcial duty status.

ENTITI.EMENT TO COMPENSATION FOR JURY OR WITNESS SERVICE

An employee eligible for court leave may not accept fees for service
as a juror in a n'ederal or District of Columbia court where the jury
service is performed during the regularly scheduled administrative
rvork week. He may, holever, aceept such fees when the jury serviee
is performed outside his regularly scheduled work week. He may also
accept any allowances for mileage and subsistence authorized by law
to cover his actual expenses if required to travel arvay from his official
headquarters or home.

An employee eligible for court leave and serving as a juror in a State
or municipal court shall collect all fees and allowances payable to him.
If the jury duty was performed d.uring his regular tour of duty, the
employee shall forward the jury fees to the Regional Office Administra-
tive Branch for deposit. He may, however, retain (1) any excess of the
jury fee over the amount of his regular compensation, (2) any fees for
jury service performed outside his regularly scheduled work week, or,
(3) any allowance for mileage and subsistence authorized by law to
cover his actual expenses if required to travel away from his official
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headquarters or home. He may not retain jury fees for service as a
juror rendered during his regular tour of duty.

An employee eligible for court leave for the purpose of serving as a
witness for the United States, may not accept witness fees or other
compensation in addition to his salary other than travel allowances and
per diem in lieu of subsistence, authorized to cover the actual expenses
incident to witness duty.

9/5/62 Poge 3
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Section 9

VOTING 1EAVE

POUCY

In accordance with the letter dated April 14, 1958, from the Special
Assistant to the President for Personnel Management, the following
policy is hereby established for granting leave for voting and regis-
tration purposes.

fnsofar as practieable, without interfering seriously with operatiorx,
employees who desire to vote or register in any election or in refer-
enclums on a civie matter in their eommunity shall be excused for a
reasonable time for that purpose as follows:

(1) As a general rule, where the polls are not open at Ieast three
hours either before or after an employee's regular hours of work
he may be granted an amount of exeused leave which wiII permit
him to report for work three hours after the polls open or leave
work three hours before the polls close, whichever requires the
lesser amount of time off.

(2) Under exceptional eircumstances where the general rule does
not permit sufficient time, an employee may be excused for such
additional time as may be needed to enable him to vote, depend-
ing upon the particular circumstances in his individual case,
but not to exceed a full day.

(3) If an employee's voting place is beyond normal commuting
distance and vote by absentee ballot is not permitted, the em-
ployee may be granted sufficient time off in ord.er to be able
to make the trip to the voting place to cast his ballot. Where
more than one day is required to make the trip to the voting
place, offices shall observe a Iiberal policy in granting the neces-
sary leave for this purpose. Time off in excess of one day shall
be charged to annual leave or if annual leave is exhausted, then
to. leave without pay.

(4) For employees who yote in jurisdictions which require regis-
tration in person, time off to register may be granted on sub-
stantially the same basis as for voting, except that no such time
shall be granted if registration can be accomplished on a non-
work day and the place of registration is within reasonable
one-day, round-trip travel distance of the employee's place of
residence.

ADIIAINISIRAIION OF VOIING 1EAVE

The Regional Office is responsible for making information available
to aII employees concerning the specifrc jurisdictional voting and regis-
tration requirements, major election dates and the time polls open and.
close. In setting local practice for granting sueh leave the Region shall
be certain that it is in keeping with the Agency policy outlined above,
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aud that the actual time granted is based on specific information regard-
ing the time the polls are open.

It is the responsibility of supervisory omcers to assure that the voting
and registration leave privilege is not abused.. AIl leave for voting
purposes shall be applied for in advance.

Pogc 2 5/tt/sg



BENEflG|ANIB rcR OTHR T}IAN NEflTEMB{T FUNDS

Unless other beneffeiaries are desigpated in writin& 'rnpaid comper-
sation (leave, salary, travel expetrses, etc.) due a tleceaseal employee
shalt be paid to the persons surviving at the tlate of death in the follow-
ing order of precedenee:

(1) To the witlow or widower of the employee;
(2) If there be no surviving sporue, to the ehild or children of su€h

employee, and descendants of deceased ehildrea, by reprteen-
tation;

(3) If none of the above, to the parents of sueh employee, or the
mrvivor of them; and

(4) Ifthere be none of the above, tothe duly appointed legal reprc-
sentative of the estate of the tleceasetl employee, or if there be
nong to the person or pers(ms detemined to be entitled therrto
under the laws of the domieile of the deeeaeed employee.

Employees who wish to desiguate a difrerent order of pa5ment than
stipulated above should complete Standard F'orm 1152 and neturn it to
the offce that maintains their paymll records. Stantlard tr'orm 1152
may be obtained from the Regional Atlministrative Offcer. (E'or deoig-
nation of beneffeiaries for retirement firnds, see 2-4.4, Betirement.)

AdnlCrrrodvo Pr.rric. llordboot-OA Hold Sorvicr

lor 2, ?rnomol Adrnlnhroioa

Gtropor !. Conponrodon
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1 Questions of salary savings undor larvs prior to A[grtst 23, 195s, mP
the Director of Personuel.

2-8-6

Section 6

SALARY RETENTION

When an employee whose position is subject to the Classification Act
is reduced in grade through no fault of his own, and not because of a
reduction in force due to lack of funds or curtailment of work, he is
entitled under the conditions specified in the Salary Retention Act of
1958 to retain his rate of basic compensation.l (FPM, P-1-64.)

If it is determined that tlie Salary Retention Act applies to an em-
ployee who is being downgraded not more than three grades, he shall
(1) retain the rate of pay he was receiving prior to the reduction in
grade; and (2) be paid at this rate for two years, provided that he
corrtinues to be employed in the OA, CFA, or URA, in the Central
omce or in the field, without a break in service. If he is downgracled
urore than three grades, his pay is set utrder the formula specified iu
FPM, P-1-66.

PROCEDURE

When an employee is given the thirty day advance notice of dowu-
grading (Seetion 2-2-2) he shall also be informed whether he is entitletl
to salary retention benefits.

If it is determined that the employee is not entitletl to such benefits,
he shall be informed. of his right to appeal to the Civil Service Com-
mission. He may appeal the determination even though he also appeals
the classification action of the change to lower grade. (FPM, 21-330.06)

Correspondence relating to the granting or denial of salary retentiorr
benefits shall be made a permanent part of the employee's official
personnel folder.

ETAPTOYEE RTGHIS DURING REIENTION PERIOD

Periodic ond longevity Slep lncreorer

During the retention period an employee is eligible to earn periorlicr
or longevity increases in the grade to which he was demoted.
Raorsignment At Some Grode Level

Reassignment cluring the retention period to another positiou at thc
same grade level clue to misconduct, incapacity, or inefficiency, at thc
employee's own request, or due to a reduction in force based on lack of
funds or curtaihnerrt of 'work shall terminate the retained rate.
Promolions ond Demolionr

ff au ernployee rvith a retained pay rate is promoted or d.emoted
during the retention period, his rate of pay is adjusted itr accortlanee
rvith the rules set forth in the Federal Personnel Manual. (FPM, P-1-7)

Retirement cnd Group life lnsuronce

The retainecl rate shail be usecl to cotnpute retiretnent benofit$
rletermiue Group Life fnsttrattce paytnents.

,rt\a
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PAY ADJUSTMENT

An employee, upon terminatiou of his retention period, shall have
his rate of pay adjusted within the grade in which he is serving in
accordance with the highest previous rate rule (FPM, P-1-7). Flowever,
rvhere the employee's retention period is termiuated. under one of the
conditions in the law rvhich would deny him the benefits of salary reten-
tion, his rate of pay shall be atljusted within the grade in rvhich he
is demoted at the discretion of the appointing offiee.

llayrol'L Cluange rSh.p, Standard Forrn 1126, shall be considered suffi-
cient notice to the employee of the expiration of the tlvo-;'ear salarl,
letention period.

Follow-up records shall be maiu.tained in the Administrative Brancir
to insure pay adjustment at the end of the salary retention period.

7 ,
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Section I

GENERAT TRAINING POTICIES AND PROCEDURES

This Section outlines the basic policy, general standards, responsibili-
ties, and procedures for training and development of Regional Office
employees.l

POLICY

Training and employee development programs will be sponsored to
achieve more effrcient and" effective operations and to attain program
goals. It is the policy to supplement self-development efforts of em-
ployees through Agency-sponsored in-service and out-service training.
Thus the Agency will aitl in the development of skills, knowledge, and
abilities which will best qualify employees for the performance of
of0cial duties.

Training will be sponsored. to meet pre-determined and demonstrated
needs and will be evaluatetl in terms of its contribution to the improve-
ment of operations. There shall be equal opportunity in training, both
in-service and out-service, for all employees without regard to race,
creed, color, national origin, or sex.

AGENCY IRAINING PI,AN

AII major in-service and out-service training sponsored. shall be a
part of a continuous and comprehensive plan based on periodic surveys
of training needs formally conducted by the Division of Personnel at
least once every three years. Priority considerations by approving
authorities in deciding what training shall be sponsored will be based
on this plan. The plan will be amended and kept current by the
Division of Personnel through consultation with line officials and the
consid.eration of such factors as the availability of resources for training
and changes in Agency programs.

TRAINTNG THROUGH GOVERNi ENT FACIIITIES (|N-SERVTCE TRATNING)

Definition

In-service training is that conducted by Federal civilian or military
personnel acting in their official capacities and on property owned. or
substantially controlled by the Government. Training within this defi-
nition may be within the HHFA or in another Government agency.

I Soe Sectiotr 3-2-7, Yolume II, for Agency training policies and references to besic statutes
and regulations.
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Rerponsibilirier

Each individual employee has a responsibility to put forth every
effort to grow and d.evelop in his job by using every means available to
him in the work situation.

Management at aII levels will revie\v program operations on a con-
tinuing basis in order to itlentify problem situations which can be cor-
rected by training, and will take steps commensurate with available
resources to meet the training need. Specifically, the Regional Adminis-
trator shall see that:

(1) Reviews of training needs are conducted on a regular basis,
making use of existing management records and production and
staffing studies.

(2) Funtls are made available where possible when a sound training
investment is indieated to fill a iegitimate training need.

(3) The use of training and employee development programs is
encouraged rvhen it is in the best public interest.

(4) A11 in-serviee training cond.ucted in his organization is properly
evaluated.

(5) AII significant in-service training condueted in his organization
is reported to the Director of Personnel as it occurs.

(6) An annual report is submitted to the Assistant Administrator
(Administration) at the end of each fiscal year outliuing all
training conducted. or sponsored in the Region during the pre-
ceding year. This report, in duplicate, should reach the Assistant
Administrator (Administration) by July 31 of each year.

The Division of Personnei will:
(1) Service as an information elearing house ancl consultant on train-

ing and employee development matters.

(2) Develop procedures and policies on the cond.uct of training and
employee development programs.

(3) Devise improved. training techniques and training aids for use
of all leveIs of supervision and administration.

(4) Promote the use of improved training techniques and training
aids wherever operating needs require them.

(5) PIan, organize and d.irect central training projects und.er eircum-
stances where in-service training can be more economically and
effectively handled across organizational lines.

(6) Review training needs at least onee every three years.

(7) Coortlinate requests for training by or in other agencies.

(8) Auclit and evaluate in-service training programs as appropriate.

(9) Prepare training reports required by the Civil Service Commis-
sion, the Congress, or other outside authority.
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Generol Policy for ln-Service Troining

fn-service training is essentially a management function. Regional
Administrators and Directors may authorize in-service training to meet
specific needs as they arise. While such training does not require the
formal approval of the Director of Personnel, it should be developed
when practicable in consultation with the Central Office Employee
Development Staff in order to avoid. duplication of similar training
efforts in other parts of the Agency. The financing of in-service training
will be accomplished with regular administrative funds.

The need for in-service training is inherent in many organization
situations such as employment of new people, appointment of new
supervisors, assignment of aclditional duties, installation of new or
revised systems and procedures, transfer or reassignment of personnel
as a result of a shift in workload, or change in the over-all mission of
the organization unit.

In-service training need not be elaborate, formalized, or expensive
to be effective. One of the most efficient training methods is on-the-job
coaching where the employee learns by doing.

Urilizing Troining Progroms of Orher Agencies

If a training need cannot be met through Regional Office facilities,
facilities of other Government agencies may be utilized under authority
of the Government Employees Training Act. The agency sponsoring
the training has the option of accepting or rejecting such requests.
Utilization of programs of other agencies must be approved by and
processed through the Administrative Branch. The Administrative
Branch will notify management of the availability of training in other
Government installations when such training has applicability to
HHFA programs arrd. operations.

Form I{-830, Reqwest ancl Authoriaation for Training (Exhibit A),
will be used to request training in other agencies whenever there is a
fee or agency charges are involved. See t'Procedure for Requesting Out-
Serviee Training " below.

Requesls From Other Agencies to Porticipote in Regionol Office Troining Progroms

Requests from other Government agencies to participate in Regional
Offrce in-service training programs shall be referred. to the Administra-
tive Branch. Where spaces are available in Regional Offlce training
programs and the training of other than Regional Office personnel will
not violate HHFA policy nor interfere with the proper conduct and
effectiveness of the training, other than Regional Office personnel may
participate. Other IIHFA employees wiII be given first priority in such
cases. Reimbursement from participating agencies will be requested as
appropriate. An indication that reimbursement will be expected will be
announced in ad.vance of the beginning of training. As soon as possible,
the Fiscal Section, Administrative Branch, will be furnished with infor-
mation concerning the amount of reimbursement, the participating
agency to be billed, and the date of billing.
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Cooperotive froining Agreements wilh Orher Agencies

A training need may be met through a cooperative arrangement under
which the training facilities and resources of the Regional Office are
combined with those of one or more other agencies. Negotiations for
such arrangements will be initiated and approved by the Administra-
tive Branch.

TRAINING THROUGH NON.GOVERNITTENT FACtUilES (OUr-SERVTCE TRAINING)

Definirion

Out-service training is that conducted by any one of the following
non-Government facilities: the government of any State, Territory, or
possession of the United States; any foreign government or interna-
tional organization, or instrumentality of either; any medical, scientific,
technical, ed.ucational, research, or professional institution, foundation,
agency, or organization. Training conducted on Government property
by a non-government person is considered to be training through a
"non-Government facility" and is therefore classified as out-service
training.

Responsibiliries

Each employee beneflting from out-service training will be expected
to d.evote every effort to deriving maximum benefit from his training
and will be required to submit a written evaluation of his experience
at the conclusion of the training period.

Management at all levels will review program operations on a con-
tinuing basis in order to identify problem situations which can be cor-
rected by training and will take steps commensurate with available
resources to meet the training need. Specifically, Regional Administra-
tors will see that:

(1) Reviews of training needs are conducted on a regular basis,
making use of existing management records and production and.
staffing studies.

(2) Funtls are made available where possible when a sound training
investment is indicated to fiIl a legitimate training need.

(3) The use of training and employee development programs is
encouraged when it is in the best public interest.

(4) AII out-service training conducted in his organizalion is prop-
erly evaluated.

(5) Preliminary determination is made, by consulting with the Civil
Service Commission Regional Office and other Federal installa-
tions in the area, that training within Government is not rea-
sonably available in terms of distance, timing or other factors,
before submitting requests for training in non-Government
facilities.
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(6) All offers of eontributions, awards or pa)'ments in connection
with training in non-Government training facilities are referred
to the Assistant Administrator (Administration) for approval
prior to acceptance.

(7) No individual employee or particular group of employees receives
a disproportionate share of out-seryice training.

The Division of Personnel will:
(1) Serve as an information clearing house and consultant on OA

training and. employee development matters.
(2) Develop procedures and policies on the conduct of out-service

training and employee development programs.
(3) Review training needs at least once every three years.

(4) Evaluate out-service training courses as appropriate.
(5) Prepare training reports required by the Civil Service Commis-

sion, the Congress, or other outside authority.
(6) Review requests for training in non-Government facilities to

determine that sueh training is in conformity with Ageney train-
ing policy and over-all training plan, the Government Employees
Training Act, and. Civil Service Commission regulations, and
make appropriate recommendations to the Assistant Adminis-
trator (Administration) on all out-service training matters.

(7) Maintain administrative controls to assure that the number of
man-years of out-serviee training in any fiscal year does not
exceed one percent of the total man-years as shown by the OA
budget estimates for that year.

(8) Maintain fiIes of written agreement forms signed by employees
given out-service training.

(9) Maintain a record of estimated expenditures for out-service
training.

(10) I(eep records of contributions and awards received by employees
in connection with out-service training.

(11) I(eep records of rvaivers of limitations on training through non-
Government facilities granted by the Administrator or the Civil
Service Commission.

Generol Policy for froining in Non-Government Focilities

fn considering requests for approval of specific trtrirring in non-
Government facilities, approving authorities will generally approve
only that training which has a clear and direct relationship to the pres-
ent or future duties of the employee proposed for training. Opportuni-
ties for training in non-Government faeilities are to be used within the
general framework of established training needs. HHFA policy recog-
nizes that out-service training may provide incentive and motivation
for employees and an opportunity for the Agency to recognize and
reward and further develop employees of outstanding potential while
at the same time meeting training needs.

4/14/51 Poge 5
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fn arriving at a decision to send one or more Regional Office em-
ployees to a non-Government facility, consideration wilt be given to the
possibility that the same expenditure used. to conduct training by a non-
Government person on Government property may result in more em-
ployees being trained for the same expenditure of money without seri-
ously affecting the quality or effectiveness of the training.

Out-service requests initiated by individual employees will be con-
sidered under the same criteria that apply to any other training requests
and r,vill generally require the same levels of authority for approval.

Prohibirions ond Requirements in the Troining Act ond CSC Regulotions Governing
froining fhrough Non-Government Fociliries

The Government Employees Training Act and the CSC Regulations
contain the following prohibitions and restrictions governing the rec-
ommendation and approval of out-service training:

(1) An employee may not be trainecl in a non-Government facility
to fill a position by promotion if there is available, at or rvithin a
reasonable distance from the place or places where the duties of
such positions are to be performed, another agency employee of
equal ability and suitability who is fully qualified to fiII such
position. Career or career-conditional employees selected for
training given primarily to prepare them for promotion, must be
selected through the merit promotion plan procedures if this
training is required for promotion.

(2) An employee may be trained in non-Government facilities only
if adequate training is not reasonably available within Govern-
ment facilities.

(3) Training may not be authorized by or through a non-Government
facility which teaches or aclvocates the overthrow of the Govern-
ment by force, or by or through any individual with respect to
whom determination has been made by a proper Government
administrative or investigative authority that there exists a rea-
sonable doubt of his loyalty to the United States as ascertained
pursuant to CSC regulation 39.308.

(4) Training in a non-Government facility may not be authorized.
solely to provide an opportunity to obtain an academie degree.

(5) The number of man-years of training in non-Government facili-
ties shall not be more than one percent of the total man-years as
shown by the OA budget estimates for the same fiscal year.
Training courses of 40-hours duration or less are not chargeable
to this ceiling.

(6) Except for training courses of 40-hours duration or less, an
employee rvill be given out-service training only if he has had
at least one year of civilian Government service without a breal<
in service since his latest entrance on duty date in the Federal
service.
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(7) An employee selected for out-service training must agree in writ-
ing before the training begins to remain u,ith the Agency for at
least three times the length of the training period or repay the
additional expenses of training unless he is involuntarily sepa-
rated from the Agency. This agreement has been waived for
training courses of 40-hours duration ot less, for training courses
that involve no additional expense to the Government other than
salary, pay or compensation, or for corresponderrce training
courses. (AIso see "Employee Agrecment Requirernent" below
for an Agency requirement.)

(8) An employee may not receive rnore than one year of out-service
training during his first ten years of Fed,eral civilian service
and in each ten-year period after that. \Yaivers to ltems (5),(6)
and (8) ma)r be granted by the Deputy Adrninistrator in accord-
anee rvith Section 39.305 of Civil Serviee Commission regulations.

(9) Training may not be authorized by, or in or through any non-
Government faciiity any substantial part of the activities of
which is:
(a) The carrying on of propaganda, or otherwise atte.mpting to

influence legislation, or
(b) The partieipation or intervention in any political campaign

on behalf of any canclidate for public office.
(10) Training may not be authorized by, in, or through any non-Gov-

ernment facility that discriminates on the basis of race, creed,
color', or national origin in the admission or subsequent treat-
ment of stuclents. (If a Regional Office d.oes not know whether
a facility discriminates on the above basis, it should ask the
facility directly and obtain rvritten assurances. If a Regional
Office has reason to kno.w, either from its or,vn experience or from
experience of others, that the facility does not practice discrimi-
uation, it need not initiate arly nelv inquiries.)

Requests ond Approvols-levels of Authority

Single requests for out-service training of more than 120 hours or
costing more thar $500 exclusive of compensation, per diem, ant[ trans-
portation, or training involving the employment of an instructor with a
fee of more than $300 shall be requested by the Regional Administrator
and wiII require the approval of the Deputy Administrator.

Single requests for out-service training of more than 80 hours but
not more than 120 hours or costing more than $300 but not more tha^n
$500 exclusive of compensation, per diem and transportation, or train-
ing involving the employment of an instruetor with a fee of more than
$200 but not rnore than $300, shall be requested by the Regional Admin-
istrator, or his designee, and rvill require the approvai of the Assistant
Administrator (Administration).

Single requests for out-service training of 80 hours or less or costing
$300 or less exclusive of compensation, per d.iem, and transportation, or
12/3/53 Page 7
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training involving the employment of an instructor with a fee of $200
or less, may be approved by the Regional Administrator.

Requests for training by, in or through a foreign government or inter-
national organization, or instrumentality of either, shall be made by
the Regional Administrator and will require the approval of the Admin-
istrator who has authority to designate such organizations as eligible
to provide training, after consultation with the Department of State.

Selection of Employeer for Oul-Service Troining

Upon determination that training in non-Government facilities will
promote efficiency and economy of operations, the selection of an em-
ployee to be trained shall be based on the following considerations:

(1) The degree of the employee's need for training.
(2) The extent to which the employee's knowledge, skill, attitucles,

or behavior is likely to be improved by training.
(3) The extent to which the employee is believed rvilling and able to

apply the training upon return to the job.
(4) The length of time it rvill take for the Agerrcy to berrefit from the

training.
(5) Training opportunities previously affordecl the employee.
(6) How much benefit the Agency will receive from the training.
(7) The employee's own interest in and efforts to improve his work.
Wheu training is to be given some, but not all, employees in a giveu

oecupational or organizational group, the above considerations should
be applied on a relative basis.

Selection of Out-Service Troining Fqcilities

The principal criterion for selection of non-Government facilities for
training shall be the ability of such facilities to meet the training needs
efrectively, economically and in a timely fashion. Where there is a
choiee among facilities, such factors as the following will be taken into
consideration:

(1) Competerrcy to provicle particular training needed.
(2) Relative cost of the training.
(3) Geographie accessibility of the training facility.
(4) Availability of training at the particular time and place it is

needed.
(5) Practicability of administrative arrangements involved.
(6) Any other factors which bear upon the facility's ability to rneet

the training needs.

Competitive bidding will be used when substantial contracts are to be
let for out-service training, provided the bid procedure is practical in
terms of the specific training needs to be met.

Procedure For Requesting Oul-Service Troining

Form H-830, Reguest and, Authoriaation f or Trainina, shall be used
to request training in non-Government Facilities. If further explana-
tion or justification is necessary, a memorandum shall accompany X'orm
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H-830. A memorandum shall always be used to request the serviees of
a non-Government instructor. The memorand.um shall be prepared and
transmitted. in the same number of copies as requircd for Form H-830
and shall eover aII pertinent faetors of the proposed action.

AII requests, regardless of apploval authority, shall be submitted
to the Administrative Division.

Au original and fir,e copies of tr'orrn H-830 shall be subulitted orl
lequests for out-service trainirrg; a sixth copy is required if transpor-
tation or procurement is irnolved. Requesting and approving offrcials
ueed sign only the original of the Form. Facsimile signatures may be
used to indicate approvals on the copies.

For training of more than 40 hours duration, the employee must com-
plete and sign the agreement portion of the Form.

Distribution of approved copies of Form H-830 rvill be as follows:

Original 
-Training 

File
Copy -Division of Personnel. Note: The

original will bc retained by the
Division of Personnel if Central
Office approval is required and the
copy returned to the Region.

Copy -Official 
Personnel Folder

Copy --Accounting Branch, Administrative
Division

Cupy 
-Adrninistrative 

Divisiorr (if official

fiffii#Ji"ton 
or Procurement is

Copy -Employee. 
T}tis copy rvill be re-

turned through the requesting office
as notification of approval to that
office.

Disapproverl requests for training rvill be acknolvledged on the reverse
of Form II-830, or by memoraudunr citing reasons for the clisapproval.
Form H-830 indicating disapproved requests will be returned. to the
requesting office.

If the training rvill require the expenditure of funds, Form H-830
shall be routed to the Accounting Branch, Administrative Division, for
prevalidation as to the availability of funds prior to any processing for
approval. The Aceounting Branch rvill complete ftem 13 of the Form if
funds are available, retain one copy pending the return of an addi-
tional copy shot'ing approval or disapproval of the training, and return
the original and other copies to the Director, Administrative Division.

After the availability of funds lias been indicated, the Direetor,
Administrative Division, 'rvill forward Fonn H-830 to the Regional
Administrator for approval or surnaming the prevalidated copy. If
the Regional Administrator approves the request, Form I[-830 'will be
returned to the Administrative Division for processing. If the request
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requires Ccntral Ofifrce approval, the Regional Administrator will indi-
cate his concurrence by surnaming the prevalidated. copy, and Form
H-830 shail be forwarded. to the Division of Personnel.

If the final cost of training will be less than the amount originally esti-
mated. and reserved, or if the expenditure will not be made, the Account-
ing Branch shall be advised by memorandum as soon as the situation bc-
comes known. The memorandum will serve as the basis for reducing
or cancelling the related obligation, as appropriate. If the final cost of
training r,vill exceed the amount of fuuds previously reserved, an addi-
tional fund reservation, properly doeumented, shall be secured prior
to incurring obligations therefor.

Notificstion of Completion of Out-Service troining

Upon completion of an approved tour of out-servictr training by an
employee, the original requesting organization shall notify the Division
of Personnel by memorandum. Two copies of the memorandum will
be transmitted to the Administrative Division; one of these copies rvill
be given to the Accounting Branch.

Notiftcction of Foilure lo Complete Out'Service Troining

If at any point in his training period, regardless of length, an em-
ployee fails to complete his training satisfactorily, the requesting office
shall promptly notify the Director of Personnel and send a copy of the
notffication to the Admiristrative Division. A decision of action to be
taken in such cases will be made on an individual basis by the Director
of Personnel. "Satisfactory completion" of training will normally
mean meeting the usual requirements of the organization or institution
offering the training. -When a decision has been made, the Director
of Persomrel will notify the Regional Office to permit appropriate action
by the Accounting Branch, Administrative Division.

Employee Agraem€nl Requiremenl

Each employee given out-service training of more than 40 hours is
required to agree irr rvriting to remain with the Agency for at least
three times the length of the training period or repay the additional
expenses of the tra.ining, unless he is involuntarily separated. For
training costing $500 or more, exclusive of cornpensation, per diem and
transportation, the employee rnust agree to remain rvith the Housing
and Home Finance Agency for at least three times the length of the
tra,ining periotl or six rnonths, rvhichever is longer, or rcpay the addi-
tional experrses of the trainirrg urtless he is involuntarily separated.

Foilure to Fulftll Agreements

An employee who plans to leave the Agency and transfer to another
Government agency before completing the required service obligation
period. shall notify the Director of Personnel through his supervisor
in writing, with a copy of the notiffcation to the Administrative Division,
at least ten working days before the date of the proposed action. The
Director of Personnel will determine whether total repayment shall be
required or if repayment would be against equity, good conscience,
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01' the public interest. 'Ihe employee will be lotified of his decisiorr as
soon as practieable and prior to the employee's leaving the HIIF,\.

An employee s,ho fails to give at least ten rvork-clays adyance notice
of his interttion to leave the HIIIr'A and transfer to another Government
agency before complctiug tlre lequired service obligation periocl, and
does leave tlte Agency, r.ill be liable for repayment of thc adclitional
cxperrses ittcrured by the Gor,urnment in connection rvith the training
crovered by the agreement. The Directol' of Personnel t,ill deternrine
rvhether total or partial repayrnent shall be required or if such repay-
nreut s-onld be against equity. good corlseierlce, or the public interest.

^\n-v tither ernployeo u'ho fails to fulfiil the terms of his service
obligatiorr rvill be rcquired to pay to the (]ovenrment the additional
(,xperlses incuruecl in eonncetitln l-ith his tlainiug unless the Director
of Personrrel rleternriucs t.hat repayment rvould be against equitl-, good
cortscierret, ol the public inteyest. Enrployees rvho fail to fulfill the
tcrtns of their service obligation because of irrloluntary separation are
not required to makc repayment.

Iu each case u'hcu an ernploycre l-ill be required to make total or
partial repayment, ol u'hen repaymc.ut l,ill be rvaivetl, tlte Division of
Personnel rvill pronrptll' notifl, the Regional Office to permit appl'o-
priate aetion b-v tlrc Fiscal Section, Adrninistlative Branch.

Troining Expenses to be Borne by OA

Training expenses rvhicir the OA ma-v paf in connection s'ith out-
set'r,iee training inelude travel. per diem, tuition, registration fees,
matriculation fees, library and laboratory services, purchase or rental
of books, rnaterials. ancl supplies, arrd otlrer seryices or facilities directly
related to the training of employees. Iu adclition. transportation of
imrnediate family, household goods, ar.rtl personal effects, and relatecl
transportation services may be paid by OA lvhen the costs do not
exceed the estimated per diem payments for the period of trairring.
I'Iembership fees shall rrot be paid unless such fees are a necessary r.ost
rlirectly related to the training itself or u'hen the payruent for rtrem-
bership u'ill result in a total savings to the Government for the
t raining.

Per diem will be authorizetl irr accortlance rrith Section 4-4. " Per
Diem for' 'fravel \Yithirr tlre ('ontinental Unitecl States."

Method of Compuring the Troining Period

Normally employi:es assignetl to out-service training are expectetl to
eonform to the usual attendance practices of the training facility. llorv-
eyer, all c'rnploy'ee assigned to full-tirnc training in a non-Government
training facility ivill be counted as bt'ing in training the same number
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of hours he is in a pay status during his training up to a maximurn of
8 hours per day or forty hours per week. An employee assigned. on less
than full-time basis will be counted as being in training for the number
of hours he spends in class or rvith the instructor in such training.
Training time does not inelude stud.y tirne or time speut in going to
and from class.

fime ond Attendonce Reporting

An employee assigned to full-time traiuing arvay from his official
station will be considered in continuous duty and pay status, even
though the usual hours and rules of attendance of an out-service train-
ing facility are at variance with the normal Federal tour of duty hours.
Such variance u,ill not result in eharges to leave against the employee
nor in claims for overtime.

On the other hand, absences of an employee for purposes geuerally
covered by Ageucy annual and sick leave policy shall continue to re-
quire the application of the usual leave approval procedures and charges
to the appropriate leave aecount. Consequently, if leave is taken for
auy reason, the employee shall submit a properly executed SF 71,
Application f or Leaue, to his leave approving officer. If possible, the
completed SF 71 shall be submitted prior to taking the requested
Ieave.

Acceptonce of Contributions, Awords, ond Pqyments

The Assistant Adrninistrator (Administration) uray authorize an
enrployee to accept a eontribution or award in cash or in kind, of travel,
subsistence, and other expenses incident to atteudance at meetiltgs. if
such contribution, arvard, or payment is rnade by an organization deter-
mined by the Secretary of the Treasury to be exernpt from taxation
under the Internal Revenue Code of 1954 and if the contribution,
award, or payment is not a reward for serviees rendered. the organiza-
tion prior to the training or meeting, and its aceeptance would other-
wise be proper aud ethical under CSC regulations.

Requests for approval to accept such contributions, awards, and
payments shall be made through the Division of Personnel to the As-
sistant Administrator (Administration), with sufficient documentation
to indicate the nature of the organization making the offer and the
conditions under rvhieh the eontribution. au'ard or payment is to be
uade.

Approval of such requests shall be handled on an individual basis.
Where expenses incident to out-service training are reduced by the
approl,ed acceptance of awards, contributions, and payments, a proper
reduction shall be made in the Government payment as described in
Bureau of the Budget Circular No. A-48, February 13, 1959.
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Attendonce ot Meetings

Attend.ance at meetings or conventions by HHFA employees pri-
marily to represent the Agency or to present the Agency's views in a
particular area will be requested and authorized as outlined. in Sec-
tion 4-2.

Attendance at meetings or conventions by HHFA employees for
training purposes will be requested on Form H-830, Request and,
Authorization for Training, and will be processed according to pro-
cedures outlined in this Section as an out-service training request.
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2-9-t General Troining Policies snd Procedures

EXHIBIT A (Poge 2l

INSTRUCTIONS TOR COXPLETING FORI' H-83O

lbE tl-830 should be c@leted on all rcoests for tralnlng in rcD-Govetuent fetlltlag o! Covement
facllltles on a rehbursable basla. neoesta should be suloltted to the Olrector o, Peronnel ln t"he

Centrol offlce ed to the Dlr€ctor, ldrl.nlstratlve Brech, in the Beglonal offlc€. Alter oDprcval,
coDles ol the fom should be retumed to the Dlr*tor of Persnnel or the Dlrector, lfulnl8trctlve
Brech. fo! distrlbutlon.

Reeuestlng md appevinS offlclals need slp only the origlnal of the foh; f&slmlle si&atures nry
be used on the copies. tur tralning of rcre tha 40 hours duration, the sployee to be tralned oust
algn the agreement portioo at the bottDn of the fom o0 the orlginal. sd all @ple8.

Rcquests nust be subfritted et least trelve aorkdrys ln odvece of tlte beglnnlng of the tralnlng,

The follo*ing lnstructions should be noted ln completing fbm H-830,

Iicr , - Shor lEst hme, first nee, niddle lnltlal.
It.r 2 - Shor psltion tltle, cs trade sd srual salary.
ft!. 3 - Shor date ln nmerals (f0-2G30),
ft.! 4 - gDr career, csreer-@ndltlonal, or otber tse of epinhent.
,a.r 5 - Years of current dontlnrcus clvlllo servlce Dry lnclude seryl.ce ln other ageDcles 1l there

h6 k€n no lntervenlng break.
Il.r 6 - siox @nstltuent, offlce, or dlvlslon nee Md officlal duty stdtlon.
fier 7 - Bscrlbe current duties ed lesFnslbllltles ad lndlcate cledrly hor the eapl.oyee or Dr

grM rill b€neflt frco locre8ed Inorledge or s&llls equlred thbu8h thts tlalnlng.
ft.r 8 - mscrlbe Droposed t!6hlng, l0cludlng content od Eethod; a @pJ ot the unouceoeot ory

srve this puDose.
,tfi 9 - SlDr sch@I, unlverslty, prcfes6lonal orgelzatlon, @npry, or other trohl.nS !&Lltw ed

It6 locatlon.
It.r 10 - tn conputlng rclkdrys for full-tlne trolDlng, shox the nub€r of daJo to b6 6Dent ln tleln-

ing but not 1n ercess of 5 drys Der reek. ltr put-th€ tBi.nlng detemlng etual hours
ln attehdmce sd @nvert to 8-hour drya. [b rct tnclude trcvel tlhe ln 6t@tlng datea of
tralnlng perlod or @Dputlng mrtdaJa.

Itc, 1l - lt all trainlng ls recelved durlng duty hours. 6ho{ l00t o! orflclal tlDe: tf 8ll ttalning
ls leceived durlng off-duty houra, ahor t00f eoploJed s tiEe; It Dlred, thor prcFrtlon8.

fic. 12 - Ft*al lnfomatlon needed for eDDvel &tlon ed e@utlng purses.
ft.r ,4 - Cooplete for traihtng ot mre thu {0 hours durutlon.

MIS MAININC REQIJEI IS DI$PME MR fiE TOII''ING RETSON($: !
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Adminirtrorivo Prsctice Hsndbook-Field Service

Port 2. Personnel Administrotion
Chcpter 9. Employee Development

2-9-3

Section 3

FUtt TIME ACADEMIC TRAINING

INTRODUCTION

All HHFA employees are expected to bring to their jobs the requisite
knowledge, skill, and technical competence which qualifies them for
their positions. As they advance up their respective career ladders,
however, the Agency is interested in encouraging employees to improve
themselves and to keep pace with technical and professional changes.
This development process is regarded as a mutually beneficial activity
in which both the HHFA and the employee have a part. \Yhile a gr.eat
deal can be accomplished through self development efforts and through
use of Government in-service training facilities, sometimes the most
logical method for employees to increase their competency is through
full-term academic training. (The term here is used to coyer training
in the academic setting of one academic session-trimester, semester,
etc.-or longer, but does not include special training programs such
as executive development courses whieh are usually apart from the
regular academic program of the institution.)

It is appropriate, therefore, for the Agency to provide an atmosphere
in which full-time academic training in a field related to the Agency's
programs or management can be provided with the understanding that
absence from the job for such purposes will not jeopardize an em-
ployee's career with the Agency. The Agency will also show active
support for those employees who improve themselves through such
training by giving full recognition to it in merit promotion prograrn
consitlerations and in making selectiorrs for further training. In some
cases the Agency will go further and will provide active financial
support. The amount and type of support, must, of course, necessarily
vary with the individual situation, and will be influenced by avail-
ability of resourees to pay for the training and relative demands upon
such resources.

AGENCY SUPPORI FOR FUII.II'!/IE ACADE}IIC IRAINING

In order to encourage employee self development, the Agency will,
whenever feasible under the policies of this section, support individual
employees' decisions to take full time academic training. Agency
support may involve granting annual leave or leave without pay, giving
eredit for academic achievements in the course of the administration
of its personnel management and promotion plans, and in more unusual
cases by providing financial support of those chosen for full time
academic training under Agency procedures.

7/9/55 Poge I



2-93 Full fime Acodemic Troining

INDIVIDUAT EIIGIBITITY REQUIREi'IENTS FOR AGENCY SUPPORIED FULI..TIME ACADEMIC

TRAINING

Although circumstances will differ, the following criteria indicate the
situations in which full-time academic training related to Agency re-
sponsibilities may be indicated:

1. When training is necessary to up-date professional and technical
competence because of developing new knowledge and technologi-
cal changes related. to the worl< of the Agency;

2. When a developing employee rnust make the transition from a
purely professional or technical position to one including signifi-
cant managerial responsibilities, perhaps at a higher level of
management; and.

3. When it is in the best interest of the Agency to provide an
employee rvith some academic perspective about the Government
programs rvhich he has or rvill have a part in administering.

Agency financial support urrder this Section cannot be given to an
academic program whose primary purpose is achievement of a degree,
or to one to equip an employee to practice a different profession from
one in which he is employed by the Agency. The application of these
criteria rvould also include the test of the relationship of the training
to the work of the Agency and the individual position. (See Section
2-9-1, Volume III and Volume V).

In reaching a decision tlrat the reason for the training is such that
Agency support is appropriate, as inclicatecl above, the recommending
supervisor and the selection official or committee shall apply the fol-
lolving criteria:

1. The ernployee's need for the training proposed ;

2. The dernonstrated potential of the employee to absorb the addi-
tional training ancl apply it to the Agency work situation;

3. The demonstrated interest and ability of the employee to complete
the proposed educational program; and

4. The likelihood that the employee will meet the academic and
other requirements of the proposed educational institution.

In adrlition, the Committee or selecting official should eonsider the
likelihood of the employee under consideration continuing his career
with the Housing and Home Finance Agency beyond any nominal
period required by law or regulation.

REQUIREI\AENTS FOR I.WOP DURING TRAINING

Auy full tirne permanent employee aecepted by an accredited educa-
tional institution for full time aeademic training may be granted leave
r,vithout pay for a period of no more than one calendar year at a time
rrnder tJre following cireumstances :

Page 2 7/9/65



Full lime Acodemic Troining 2-9-3

1. The employee is in good standing and considered by his supervisor
and employing offfce to be working at an acceptable level of
competence.

2. The employee wiII have been with the Agency for at least one year
at the time the proposed training is scheduled to begin.

3. There is a reasonable Iikelihooil that the employee will return to
the Agency.

4. There is a reasonable expectation that the proposecl training or
education will in the future benefit the Agency through incrcased
employee effectiveness.

PREREQUISITE TOR AGENCY FINANCIAI SUPPORT

Agency financial support for ernployees 'will be granted those eur-
ployees who meet the individual eligibility requirements (given earlier
in this Section) and are selected through one of these two procedures:

1. Employees chosen through an Agency competitive selection proc-
ess announced for this purpose.

2. Employees chosen through their participation in a special train-
ing plan described below; provided that, unless specifically ex-
cepted, the requirements of the Agency promotion plan must be
met whenever the special plan provides for promotion.

Seleclion fhrough Agency Competition

Eligibile employees will be regarded as having been selected in compe-
tition when there has been an appropriate announcement made by
memorandum to management or through the regular training an-
nouncement system inviting supervisors to recommend or employees
to apply for the particular program.

'While this selection process will often be in connection with a special
award by an outside source such as the National Institute of Public
Affairs Career Education Award Program, it will not necessarily be
limited to this type of program.

The training announcement or memorandum will indicate the degree
of HHFA participation and will specify the selection method or
procedure.

Speciol froining Phns

In the course of management and program planning, it is often
expedient to make specific provision for the orderly development of
personnel as an integral part of the program planning. While the
formalization of such training plans is more usual when broad new
program changes or when work processes are to be affected radically,
as in automation, regular organizational planning in those parts of the
Agency doing technical and professional work may find formal develop-

7/9/55 Poge 3



2-9-3 Full fime Acodcmic froining

ment plans for individuals, classes of employees, or for whole organiza-
tions both appropriate and expedient. Such plans are called Special
Training Plans.

Special Training Plans for individuals or groups of employees in
similar positions or employment conditions are essentially formal
written commitments by management outlining in some detail the
training and education plan or program for these employees. Whenever
a special training plan includes full-time academic training it must
be initiated by the employee's immediate supervisor, and have the
specific approval of the Constituent unit, Regional Administrator or
OA office head and include:

1. A full statement of purposes and objectives for the total training
plan;

2. A description of how the plan will be carried out including selec-
tion methods and a description of the academic training included;

3. A specific outline of how the full-time academic training will
further the employee development objectives;

4. An indication of the degree of Agency ffnancial support; and

5. An estimated breakdown of the Agency out-of-pocket costs.

The plans should be submitted to the Director of Personnel who
will be responsible for obtaining any necessary additional administra-
tive clearances and for approval of the training plan.

The Employee Development Branch offers counseling and advice to
supervisors, administrative personnel and employees affected by such
plans in the design of the training plan and in relationships with the
academic institutions involved.

NATURE OF AGENCY TINANCIAT sUPPORI

The Government Employees Training Act grants the Agency wide
discretion in the extent of its financial participation in training in
facilities outside the government. The instructions and requirements
cf Section 2-9-1 regarding training through non-government facilities
are applicable to full-time academic training.

Such training may be supported by payments for the following:

1. All or part of the salary of employees in training.

2. Reimbursement to the employee, direct payment to the institu-
tion, or payment in advance to the institution or employee in
anticipation of expenses for:
a. Tuition, matriculation fees, library and laboratory services.

b. Purchase or rcntal of books, equipment, materials, and
supplies.

c. Other expenses directly related. to the training of the employee.
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Full fimc Acodemic Troining 2-9-3

3. The cost of travel, per diem, transportation of family and house-
hold goods whenever such expenses would be less than payment
of per diem.

Membership fees in on-campus or other organizations are not allowed
unless they are directly related to the cost of training. Payment for
employee overtime, holiday or night differential during full-time train-
ing is precluded.

The extent of such formal support will be subject to the availability
of funds and will generally be indicated in the Ageney announcement
of the training or contained in the special training plans. As a matter
of general intent, the financial arrangements shall be such that the
employee participating in the training shall experienee neither signifi-
cant financial loss nor significant flnancial gain as the result of expenses
in connection with his training.

ACCEPIANCE OF TRAINING GRANTS BY EMPIOYEES

Frequently because of the temporary nature of the training assign-
ment and the employee's significant financial and personal obligations
there are likely to be certain costs connected with the maintenance
of different households; in the movement of dependents; in the sale or
rental of the home ; temporary high rentals and other Iiving costs;
special educational materials; -and other costs over government set
maximums or expenses which the government does not normally pay.
Cash grants to cover these costs are sometimes offered to employees
selected for speeial training programs by universities, foundations
and other qualifying institutions.

Since these grants may only be accepted when approved by the
Administrator or his designee, the Form H-830 Request and, Authoriza
tion for Train'ing must indicate the amount or amount limits of the
grant, its purpose, and the institution offering it to allow for specific,
approval and documentation of the award.

The Agency will not pay for an item of expense for rvhich the em-
ployee receives grant money. Employees accepting a grant must submit
a written statement specifying:

1. The grant was used to pay expenses connected rvith the training
not paid for by the government.

2. The category of expenses for which the grant was used. (This
information should be in sufficient tletail to indicate that money
was in faet used in connection with the training, but a complete
dollar-by-dollar, item-by-item accounting, will not be required).

The statement is required rvithin trvo weeks of the end of training
unless the employee requests and receives an extension of this time
limitation on sueh grounds as the impracticability of the deadline
because the employee does not yet have all necessary expense in-
formation.
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