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INTRODUCTION

SCOPE

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

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

ORGANIZAIION AND NUiABERING

This Volume consists of four books.

Books f and II contain Part 1, General Administrative Practice;
Part 2, Personnel Administration ; Part 3, Budget and Fiscal Controls;
Part 4, Travel and Transportation; Part 5, Communications; and
Part 6, General Administrative Services.

Books III and 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.

Sections are numbered in relationship to the rest of the Yolume.'Where a three digit number is used (e.g., 4-3-2), the first tligit intlicates
the Part, the second the Chapter, and the third the Section. Where a
two digit number is used. (e.g., 4-2), there is no Chapter breakdown,
the first digit indicating the Part and the second 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 Transmittal
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 instruetions will be published in the
transmittal letters for this Volume.

Books I and,II of Volume V are il,istributeil on a separate d,istribution
list from Books III anil, IV. Th.e Transmittal l,etters for these distri-
bution lists will, therefore, be separatelg id,entifi,eil, and numbered,.
Those for Books I and, II will, be numbered FS-7, FS-2, FS-J, etc.
Those for Booles III anil,IV wil,l,be numbered FA-7, FA-2, FA-J, etc.

lt/20/61 (Book ll)
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Section I

ADMINISTRATTVE CONTR.OL OF FUNDS

SIATF EXPENSE

8.t-t

Ardgnmcnl of Rerponribilirier-Gentrol Ofice

The Atlministrator has designated the Director, Butlget ancl Organi-
zation Staff, as the official responsible for allotment of funds available
to the Office of the Administrator (exclusive of the Federal National
Mortgage Association). He has also designated the Assistant Atlminis.
trator (Administration) as the official responsible for determining antl
reporting violations of the law and regulations goveming the control
of funds, and for recommending disciplinary action where appropriate.

Arignmenl of Rerponribilirier-Field Service

Regional Representati.aes are designated as allottees for all funds
made available to Regional Offices for staff and related expenses, and
shall be responsible for the administrative control and appropriate use
of such funds, ineluding:

Restricting obligations and expenditures of the amounts matle
available in an official allotment document;

I-rimiting obligations and expenditures to the purpose authorized
and in accord with all applicable legal and administrative regula-
tions;
Insuring that all allotments together with all obligation and ex-
penditure transaetions are currently made a part of the Regional
Office accounting records, and. that these records, and reports
rendered therefrom, represent a true and eurrent statement of
the status of allotment aecounts.

The Begional Ailrwnistratiue Ofi,cer shall be responsible to the Ee-
gional Representative for maintaining or supervising the maiutenance
of accounts and. records of all funds of the Regional Office and for the
preparation of required reports showing the status of such aecounts.
Ee shall be responsible for notifying the Regional Representative when
it appears, from data available to him, that any allotment has been or
is likely to be exceeded.

Al,l, ofi,cial,s haaing auth,oritg to incur obl,i,gations anil, commitmants
against funils shall be responsible for assuring that obligations incurred
or approved by them are in aecord with any administrative authoriza-
tions or limitations for their respective purposes, and for the prompt
transmission of all obligation, commitment, and expenditure doctmenls
to the Begional Administrative Officer.

Contrcl of Allolmrntr Finoncod from Roimburremcntr, Tronrfcr ond tncomc

- B€imbursements, transfers, and other income collected by Regional
Offices shall not be available'for obligation and. expenditure excdpt as

ill/$, pogc t
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authorized through
ever, appropriation
No. 1, September
accounts.

Adminbrrofive Conrol of Furdr

the issuanee of an oficial allotment document. Eow-
refunds (as defined in Budget-Treasury Begulation
1950) sMll be posted ttirectly to Begional Offce

PROGRATIi EXPENSES

Obligations, commitments or expenditures applying to- program ac-
tivitieJshalt riot be iueurred unless an available balanee therefor exists
in an appropriate allotment account establishetl by the Director, Butlget
and Organization Staff.

Regional offices shall establish and maintaia allotmrnt ledgers-on each
allotient limitation for program funds on Standard Form 1015-Bevised,
.Atl,otment Ledger. A11 commitments shall be posted to this ledger and
shall reduce the uncommitted balance of the account. Commitments
are defined as transactions whieh represent a liability for the payment
of money by the Unitetl States Government whether or not such pay'
ment is due.

vtorATtoNS

Under the provisions of Section 3679, Revisetl Statutes, as amended,
the Administrator is required to furnish to the President through the
Director, Bureau of the Budget, and to the Congress, information on
violations.r Violations include all transactions in sonfisf with the law
and regulations issued thereunder, iucluding :

(1) the over-obligation or svsl-semmitment of an allotment;

(2) incurring an obligation for which funds have not been made
available through an allotment advice;

(3) deliberate failure to reeord. obligations and expenditures
agaiast allotment accounts; and

(4) deliberately applying obligations and expenditures against
allotment aceounts established for purposes other than those
for which the obligation or expenditure is incurred.

Any Regional Office employee having howledge of any violation shall
immediately report such violation to the Regional Bepresentative, who
shall promptly forward a report of the violation in memorandum form
to the Assistant Administrator (Administration), including an explana-
tion of the circumstances leading to the violation and a statement of
the action proposed to be taken.

lSection 3679 provirlos in part: "(i)(1) fn adtlition to any penalty or liebility
untler other law, any official or employee of the Unitetl States who shall violato
subsection (a), (b), or (h) of this section shall be subjeetetl to appropriate ad-
ministrative disciplino, including, when circumstances warrant, suspension from
tluty without pay or removal from ofrce I and any officer or employee of the Unitotl
States who shall knowingly antl wilfully violate subsection (a), (b), or (h) of thir
section shall upon conviction, bo fnetl not more than $51000 or imprisoned for not
mo-re- tha,rr two years, or both." Section 3679, Ievisetl Statutes, as amentlod, (31
U.S.C. 665). Beo EEFA Manual Series Yol. T,7-y4.

Pagc 2 ,/r/st
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Section 2

INTERNAT AUDIT OF REGIONAT OFFICES

AUDII PROORAIA

fnternal audits of the HHFA Regional Office operations and activi-
ties will be conductetl by the Audit Division. The period audited will
not necessarily be on a fiscal-year basis, nor will the period audited be
the same for each Regional Office.

For internal audit purposes, the activities of Regional Offices will be
segregated into three major aleas:

(1) General administration, including fiscal, budget, general services,
personnel, and other adrninistrative actir,itics, as u.ell as matters
of a general nature not falling within the scope of the llrban
Renewal or Comrnunity Facilities areas;

(2) Urban Renerval, including aII programs arrd activities assignetl
the llrban Renewal Administration for overall administration;

(3) Community Facilities, including all programs and activities
assigned the Community Facilities Administration for overall
administration.

The scope of audit of each of these three aleas is clescribed belou,.
Each of these areas rvill be audited at least allnually and reported
upon separately, except for the Puerto Rico Regional Office for lvhiclr
a single report for aII activities rvill be issued. Audits of thesc areas
in a single Regional Office may be conducted eoncurrently, consecu-
tively or at different intervals and for different periods, except in
the Puerto Rico Regional Office.

The annual audits of an area may cover only certain phases or seg-
rnents of the operations and activities of the area at any one time rvithin
the applicable scope of audit and reports will be macle accordingly.

PURPOSE OF AUDIT

Internal audits of Regional Offices will be made for the purpose of
informing the Administrator, the appropriate Constituent Commis-
sioner, Regional Administrators, and other responsible officials as to
whether the atlministration of Regional programs and activities reflects
compliance with applicable laws, regulations, delegations of authority,
and policies and procedures, and whether systems of internal eontrol
are adequate and effective.

12/26/52 Poge I
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SCOPE

In carrying out the audit
pass an examination of the

lnrerncl Audit of Regionol Ofhccr

purpose set fortll above, audits rvill encom-
following Regional Office operations:

Adminislrotion
Fiscol

An exarnirratiou of the accounting records, basic supporting docu-
mentation and other data to determine that program and administrative
financial transactions are evidenced by correct and properly authorized
documentation and, are correctly shown in the accounts; funds allotted
are obligatecl only under the terms of allotment documents and that
obligations and expenditures do not exceed allotments; accounting
techniques, the disbursements of funds, distribution of expenses to
programs, and the handling of collections are in accordance with regu-
lations and acceptable aceounting standards, applicable laws and regu-
lations involving leave, payrolls, unemployment compensation and other
adrninistrative procedures are follorved, financial controls are exercised
over programs in liquidation status to assure prompt follorv-up for the
eollection of receivables; accounting and statistical reports are prepared
from the accounting records and are correet; and that adequate control
and eoordination exist lvith respect to audit findings so that eollections
or adjustments of payments or other aetions are properly and promptly
effected.

Generol Services

An exarnination of records and other data to determine that pre-
scribed procedures, applicable laws, regulations, and administrative
policies are being followed with respect to travel and transportation;
toll calls; control of the incoming mail; noncurrent records; procure-
ment of supplies, equipment and services; personal property manage-
ment ; aclministrative real property management; use of government-
on'ned vehicles; and to determine that the methods employed for
corrtrolling and safeguarding eustody documents, assets and other valu-
able items are effeetive.

Budgel

An examination of records and other data to determine that the
procedures preseribed for the development of Regional Offiee budgets
are follorved.

Personncl

An examirration of records and other data to determiue that the
procedures prescribed by the Central Office are followed with respect
to recruitment, classification, transfer, promotion, termination, leave
praetices, and retirement of personnel and the maintenanee of pre-
scribed records.

Poge 2 12/26/62
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Comm.nt3 for Administrotive Coneidcroliong

To the extent that facts and observations on the following matters
are notecl during the course of the audit, the auditor will also com-
ment as to whether:

(1) Assignments of responsibilities of Regional Office staff conform
to established organization patterns.

(2) Statr rnembers are currently and adequately informed of policies
and procedures concerning their assigned duties.

(3) Staffing requirements appear to be reasonably in line with
workload requirements.

(4) 'Working conditions promote high morale and efficiency.

(5) Activities are being performed in an efiffcient manner.

Urbon Rencwol

Internal audits of Urban Renewal activities will include an exami-
rlation of Regional Office operations with respect to the following
pl'ograms:

(1) The Slum Clearance Program under Title I of the Housing Act
of 1949, as amended prior to the Housing Act of 1954 (OItt Act).

12) The Urban Renewal Program under Title I of the Housing Act
of 1949, as amended. by the Housing Act of 1954 and subsequent
amendments (New Act).
(a) General Neighborhood. Renewal Plans
(b) Feasibility Surveys
(c) Community Renewal Program

(3) The Urban Plamring Assistance Program.

With respect to each of these programs, the internal audit rvill in-
clud.e an examination (to the extent applicable for the specific program)
of d.ata and records reflecting Regional Office practices with respect to
all matters which establish or underlie financial obligations and trans-
actions; including the processing of: project reservations, project
applications, budgets; allocation of funds; and eontracts for financial
assistance, insurance and bonding coverages; third-party contracts;
Iand acquisition and disposition d.ocuments; relocation activities; site
preparation; property management, project financing; project audit
reports ; termirration and completion of projects; and. related reports
and operations.

Community Fqciliticr

lnterrral audits of Community Facilities activities will includ.e an
exarnination of Regional Offiee operations with respect to the following
programs:

l/28/63 Poge 3



3-t-2 lntornol Audit of Rcgionol Oftcrr

Active Programs

CoIIege Housing
Public Facility l-roans

Senior Citizens Housing Lroans

Area Redevelopment
Accelerated Public'Works
Ad.vauees for Public 'Works Planning
School Construetion

-Federal
-Non-Federal

Programs in Liquidation
First and Second Advance Planning
Defense Community Facilities
I-.ranham Act

With respect to each of these programs, the interual audit will in-
clude an examination (to the extent applicable for the specific program)
of data and records reflecting Regional Office practiees lvith respect
to all matters which establish or underlie financial obligations and
transactions, including: the processing of applications and loan agree-
ments, supervision of activities financed under contracts for Federal
assistance, including preconstruction and eonstruction activities; bond
purchases; project completion; collection of receivables; disposition of
uncollectible receivables; custocly, protection, maintenance and dispo-
sition of Federal property and of acquired securities and eollateral, and
action on project audit reports.

ASSIGNIIAENT OF AUDIT RESPONSIBITIW

The responsibility for the scheduling and conduct of all internal
audits of HHFA Regional Offices is assigned to the Autlit Division.

SCHEDUI.ING OF AUDITS

Each audit area of the Regional Office r,vill be audited within tu,elve
months after eompletion of the preceding audit.

Special audits will be made when specifically requested by the Admin-
istrator, Regional Administrator, Constituent Commissioner, or the
Assistant Administrator (Administration). Requests for special audits
should be submitted to the Director, Audit Divisiorr. Special audits
will be started as soon as possible after receipt of the request.

R.EGIONAI CONTACTS

The auditor will contact the Regional Administrator before com-
mencing the audit and diseuss the general scope of the audit.

Upon completion of the audit, the auditor will discuss the audit
findiugs rvith the Regional Admiuistrator. This discussiou will be
confined to the findings and such comments as the auditor finds are
reeessary to make in order to substantiate them. The auditor is not

Pogc 4 l/28/6,



lnternol Audir of Regionol Ofices 3-l-2

authorized to make special recornmendatious to Regional Administra-
tors for changes or improvements in prescribed policies or procedures
prior to formal clearance with the Central Office.

The findings in the report will be reviewed in the Audit Division ancl
the report transmitted as provided hereinafter.

REPORIS

Reports will be addressetl to Regional Administrators and u,itl be
prepared and distributed as follows:

Generol Administrotion

(1) One copy to the Administrator
(2) One copy to the Deputy Administrator
(3) Two copies to the Regional Administrator
(4) Five copies to the Assistant Administrator (Administration)

for redistribution to Division heads as desired.
(5) One copy to the Auditor-in-Charge, General Accounting OIfrce

(6) One copy to the Director, Compliance Division
(7) One eopy to the Audit Division file

Urbon Renewol

(1) One copy to the Administrator
(2) One copy to the Deputy Aclministrator
(3) Two copies to the Regional Administrator
(4) Five copies to the Urban Renewal Commissioner

(5) Two eopies to the Assistant Administrator (Administration)
(6) One eopy to the Auditor-in-Charge, General Aeeounting Office
(7) One copy to the Director, Compliance Division
(8) One copy to the Audit Division file

Community Fociliries

(1) One copy to the Administrator
(2) One copy to the Deputy Administrator
(3) Two copies to the Regional Administrator
(4) Five copies to the Community Facilities Commissioner
(5) Two copies to the Assistant Administrator (Administration)
(6) One eopy to the Auditor-in-Charge, General Accounting O{frce

(7) One copy to the Direetor, Compliance Division
(8) One copy to the Audit Division file

12/26/52 Poge 5



3-t-2 lnternal Audit of Regionol Officer

If during the sourse of the audit or through other sources of infor-
mation the auditor ascertains the existence of imegularities in the
handling of cash, property or other serious noncornplianee on the part
of Regional personnel, he rrill immediately prepare and submit a speeial
report to the Direetor, Audit Division.

FOTTOW-UP ON AUDII REPORIS

All audit reports shall include a recapitulation of findiugs requirirrg
aetion segregated between those items requiring action by the Regional
Offiee and those for the eonsideration of Central Office offieials. Horv-
ever, it should be noted that the comments, exceptions and recommenda-
tions in audit reports are uot direetives to take speeifie aetions with-
out further considerations.

Regionol Office Action

With respect to items requiring Regional Office action, the Regional
Administrator may either:

(1) Accept the audit flndings and take the aetion(s) uecessary to
carry out the recommeudations, or

(2) Reject the aud.it findings with a full explanation of his reasons
for rejection, and rvith recornrnendations to the Central Office
for disposition of the rejected item(s).

The Regional Administrator shall report in rnemorandum form rvith-
in 60 days on each item listed as requiring Regional Office action.
The original of the memorandum shall be addressed to the Deputy
Adrninistrator, Attention: Director, Audit Division, and a copy shall
be forrvartled to the Assistant Adruinistrator (Admirristration) or the
(lonstituent Commissioner irtvolved as appropriate.

fn reporting actious takert or to be taken, specific information must be
given as to the nature of the action, the date by which action will be
completed, the content of the administrative determination, if any,
and the reasons for making it. Regional recommendations which re-
quire Central OIfice approval shoultl be included in the same reply.
Each such recommendation should be related to a specific item in the
audit report and should be supported by a statement of the facts and
circumstances 'u,hich led to the recommendation. No attempt shall be
rnade to put such recornmendations into force until they are approvetl
by the Central Office.

Iterns cited iu tht' auclit report which require only Central Office
actiorr l'ill not require comment by the Regional Administrator except
on specific request. Holvever, in any case rvhere the Regional Adminis-
trator rvishes to cornment on such items, he may do so. Such comments,
together rvith the reasons for making tliern, should be prepared in
mernorandum form and addressed and forrvarded as provided under
this caption above.

Poge 6 12/25/62
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Ccntrol Oftce Action

With respect to each item cited as requiring Central Offiee actiou,
the Assistant Administrator (Administration) or the appropriate
Constituent Commissioner shall act 'within 60 days either to correct
the condition cited ol to determine administratively, for specific rea-
sons, that corrective action is not required. The action taken shall be
reported in memorandum form, the original addressed to the Deputy
Administrator, Attention: Director, Auclit Division, r,ith a copy to
the Regional Administrator involved. Reports must be specific as to
the action taken or to be taken, the date by whieh actiort rvill be com-
pleted, and the content of any administrative deterrninatiorr urade and
the reasons for making them. In eases rvhere the action is not yet com-
pleted, a further report shall be made rvhen the action is completed.

FOTIOW UP BY AUDIT DIVISTON

The Audit Division rvill initially l'evie\\' the file u'ithiu trvo urontlrs
after the original distribution of the report and rvill prepare follorv
up letters to the appropriate Regional Office and Central Office offi-
cials, Iisting each itern on rvhieh notice of action has not beerr received.
If replies are not received within 30 days or rvithin the time specified
in the initial follorv-up by the Autlit Division, the Audit Division u'ill
prepare follow-up letters for the signature of the Deputy Atlministrator.

In those cases where the initial reply of the Regional Administrator,
Constituent Commissioner or Assistant Admiuistrator (Administra-
tion) establishes specifc dates for eompletion of action on open items,
such dates shall beeome aetion completion dates unless the Director,
Audit Division, questiorrs the length of the period involved, in lvhich
case the matter will be referred to the Deputy Administrator for
decision. If action is not completed by the dates thus established,
the follow up by the Director, Audit Division, rvill be as at the close
of the allowed period.

CTOSING AUDII FII.E

When all items in the audit report have been cleared by corrective
action of administrative determination, the Audit Division rvill so
advise the Regional Administrator by memoraudum, and the file will be
closed.

Copies of this memorandum will be sent to the Deputy Administrator,
the appropriate Commissioner, and such other Central Offiee offieials
as are directly involved in matters covered by the audit report.

12/26/62 Poge 7
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Section 3

CORRESPONDENCE WITH THE GENERAL ACCOUNTING OFFICE

ACKNOWIEDGEII'IENI OF GAO INQUIRIES

During an audit of any particular locatior:r, the General Accounting
Oftiee may write letters of inquiry to HIIFA Regional and Central
Office officials. Where the General Accounting Office requests a reply
by a speeific date, and the reply cannot be made within the period speci-
fied, a letter of aeknowledgment should. be written by the addressee to
the General Aceounting Office explaining the situation and advising
approximately when the reply will be received. Where no specific date
is mentioned for a reply, every effort should be made to reply as soorl
as possible, and, where the reply eannot be made within thirty days,
an explanatory letter should be dispatched to the General Accounting
Office similar to that indicated above. A copy of the aeknowledgments
should be sent to the Director, Autlit Division.

The replies to GAO inquiries mentioned herein are not to be con-
fused with HHFA replies to the General Accounting Office on d.rafts of
final audit reports. The Housing and Home Finance Agency, by
agreement, is committed to replying to the General Aceounting Office
on such drafts within 30 days.

CENTRAI. OFFICE CI.EARANCE

Many of the matters raised by the General Accounting Office for
eomment by Regional Offrce officials involve policy and other considera-
tions that should receive the attention of appropriate Central Office
officials. To assure that Regional Office responses to GAO requests for
comment on policy and other matters are consistent with established
national policy or with Central Offiee views in areas where policies have
not been promulgated, Regional Administrators shall:

(1) Send drafts of proposed responscs to GAO inquiries on program
matters (with a copy of the iucoming eorrespondence) to the
Urban Renewal Commissioner or Community Facilities Commis-
sioner, depending on the program involved, for review, clearancc
or comment, and return for dispatch by the Regional. Office.

(2) Send to the Assistant Administrator (Administration) proposed
responses to GAO iuquiries relating to general administration
(other than matters of a routine nature) for review, clearance
or comment, and return for dispateh by the Regional Office.

(3) Sentl to the Director, Autlit Division, proposetl responses to
GAO inquiries on policy questions cutting across program lines
for review, clearance or comment, and return for dispatch by
the Regional Office.

(4) With respect to aII communications dispatched to the General
Accounting Office, other than those of a routine nature, send one
dispatch copy to the constituent commissioner concerned and. one
to the Director, Audit Division.
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Seclion 4

INVESTIGATION OF MATTERS REPORTED IN OA AUDITS

The Compliance Division in conneetion with its responsibilities for
reviewing the Agency's inspection and audit facilities is not responsible
for reviewing project or internal audit reports to determine whether
any facts reported indieate the neetl for investigation. This Section is
intended to clarify responsibility for requesting investigations of mat-
ters revealed in audit reports.

(l) Project Auilits. Regional Administrators are responsible for
determining whether investigation is required with regard to
matters covered in URA or CFA project audits, and for recom-
mending to the appropriate Constituent Commissioner that the
Commissioner request an investigation by the Compliance Divi-
sion.

(2) Internal Aud,its of Begional Offices. Constituent Commissioners
are responsible for determining whether investigation is required
with regard to matters covered in internal audits of CFA antl
URA program activities in Regional Offices. The Assistant Ad-
ministrator (Administration) is responsible for tletermining
whether investigation is required with regartl to matters eovered
in internal audits of administration activities in Regional Of-
fices. Regional Administrators may also request the Compliance
Division to investigate matters pointed out in internal audits
of Regional Office program or administration operations.

With regard to aII projeet and internal audits, the OA Autlit Branch
will, either during the course of an audit or during the review of the
audit report, call to the attention of the Deputy Administrator, the ap-
propriate Constituent Commissioner, the Assistant Administrator (Ad-
ministration) or the Compliance Division, any matters which may re-
quire investigation; and the Deputy Administrator or the Constituent
Commissioner or Assistant Administrator (Administration) may, at
his discretion, request an investigation by the Compliance Division.
The Audit Branch will not, however, finally determine the need for
investigation nor request the Compliance Division directly to cond.uct
investigations.
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Section 5

USE OF IMPREST FUNDS 1

REQUISITIONS

Supplies and equipment are ordered by submitting the original and
tn'o copies of Fonn TI-70, Rcqu,isit,ion f or Supplies and, Equipment (see
Section 6-2), to the Director, Administrative Branch. If the Director,
Administrative Branch, or his designee, determines that the required
items are to be purchased from Imprest Funds, the following endorse-
ment shall be placed on the face of the requisition:

TO CASHIER:
Purchase is approved as to item, delivery, source, and amount
described above. This form shall be considered as a purchase order
for the purpose of supporting payment from fmprest Funds.

Date

Administrotive Proctice Hondbook-Field Service
Port 3. Budget ond Fistol Controls
Chopter l. Generol

1 See also Sestions 4-5 and 4'7

ro/lo/62

Signatrrre

3-I.5

The endorsement shall be dated and signed by the Director, Admin-
istrative Branch, or his designee, and one copy of the requisition shall
be returned to the requisitioning of6ce for over-the-counter purchase.

limitotion

The maximum dollar amount of articles or services procured by use
of Imprest Funds from one vendor at any one time shall not exeeed
$50.00.

ADVANCE OF CASH

The employee designated by the requisitioning office to make the
purchase shall submit the endorsed requisition to the Cashier. If in
order, the Cashier shall advance the estimated amount of cash needed
to make the purchase, obtain an Interinx Receipt for Cash (stttb
attachecl to S.F. 1165, Receipt for Cash-Subuoucher), and return the
requisition to the designatecl employee as anthority to purchase the
articles or services stated thereon.

If a purcrhase for rvhich cash is advanced cannot be cornpleted and the
required. receipt(s), as described. below, returned by the end of the
second business ilay follor,ving the date of the advance, the cash must
be returned to thc Cashier; other\vise the Cashier is required to take im-
urediate actiou tou'ard recovery thereof. Supervisory officials shall, if

Poge I



3-r -5 Use of lmprest Funds

necessary, take prompt and effective action to assist in recovering any
cash advances, sinee the Cashier is aecountable for sueh advances.

RECEIPT REQUIREMENTS

Each purchase madc shall Lrc supportecl by an original bill, sales slip,
cash register ticket, invoice of the dealer, or equivalent receipt form
itemizing the articles or ser\rices purchased and the amount thereof. fn
addition to these requirements, r,here indiviclual purchases are for
$15.00 or more, the receipt form must be signed by the clealer or his
agent as evidence of payment.

Action Upon Completion of Purchoses

'When the purchase has been cornpleted ancl the articles or services
have been delivered to the ordering office, the receiving certificate (lower
left-hancl corner of the requisition) shall be executed by the person
receiving the item(s) purchased. 'Ihe designated ernployee shall then
surrender the requisition, together with required receipt(s), to the
Cashier who will mark the Intc.rint, Ecceipt f or Caslt stub " VOID " and
return it to the employee. On the basis of the receipted d.ocurnents, thc
Cashier shall make final settlement rvith the clesignated employee.

INSTRUCTIONS FOR CASHIERS

A "Manual of Procedures alrd Instructions for Cashiers" has been
issued by the Treasury Department to all cashiers. The provisions of
the Treasury Department manual, insofar as they pertain to the use of
imprest funds as herein clescribed, sha_ll be followed. Of particular
imiortance are the provisions of Section'3 of the Treasury D6partment
manual dealing with the advance of cash to cashiers for disbursing
purposes and the transfer of responsibility and accountability for such
cash. 'When, in the absence of the cashier and/or alternate cashier,
verification of eash is required, the Regional Aclministrator shall desig-
nate three employees to verify the cash..
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Section 5

REQUESTS FOR DISPOSITION OF SATARY CHECKS AND SAVINGS BONDS

Form II-200.64, Beguest f or Disposition of Salarg Check anil Sauings
Bond,, (Exhibit A), shall be used by employees to request disposition of
their checks and bontls on a temporary or occasional basis, or to request
disposition of their checks, by mail, or a permanent or eontinuing basis.
Xror disposition of bonds on a permanent basis employees should contact
their Administrative Officer to obtain Treasury Department tr'orm No.
2254, United, States Saaings Bond,s Auth,orization for Purchase anil, Re-
quest for Change. Disposition of checks and bonds in connection with
fina1 salary payment when employees are separated or plaoed on leave
without pay is provided for in the instructions in Section 2-4-3, Volume
v.

Employees shall submit a separate Form H-200.64 for each pay day
for which they wish to request a temporary change in the regular dis-
position of their cheels and/or bonds. Distribution of checks and bonds
in accordanee with such requests wiII be limited to the pay day specified
thereon.

When requesting permanent disposition of checks, the word "perman-
ent" shall be shown on Form H-200.64 in the block entitled, "Pay Day
Afrected" (see Exhibit A).

Form H-200.64, which may be obtaiued from Time and Attendance
Clerks s1 l\flministrative Officers, is furnished in sets of an original and
one copy, and instructions for its preparation are provided. thereon.
Both copies of the completed form are to be submitted to the Designated
Agent, Administrative Division of the Regional Office.
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Section 7

CONTROT OF CASH RECEIPTS

This section prescribes procedures for the handling of money de-
livered to the Regional Offices or to employees acting as representatives
of a Regional Office, whether such money is in the form of checks,
money orders, or currency and whether such money represents an om-
cial or a personal remittance. The term "official remittance" as used
hereinafter means (a) any remittance which is the property of the
Office of the Administrator or (b) any remittance which is the prop-
erty of another Government agency or a constituent agency.

The procedures are designed to protect both the Regional Office and
the individual employees whose duties require them to handle money so
received. It is important that every Regional Office employee having
such duties be familiar with this section. Supervisors at all levels are
responsible for calling this section to the attention of their employees
and for securing adherence to the procedures herein.

DISPATCH OF REMIITANCE DOCUIAENTS

Any office transmitting a remittance to another office shall include
therewith all related documents received with the remittance, including
the original envelope, to facilitate correct processing. However, courtesy
copies and bulk material not essential to correct disposition need not be
sent with the remittance.

REMIITANCES RECEIVED BY INDIVIDUATS

Remittances of funds which are the property of the Office of the
Administrator are occasionally delivered directly, rather than through
the mails, to employees acting as representatives of the Regional Office.
Such remittances are sometimes forwarded in envelopes addressed to a
specific employee and marked "personal." Since the MaiI Room does
not open mail so marked, remittanees so transmitted are not recorded.
in the Mail Room.

An employee who receives a remittance which is the property of the
Office of the Administrator shall be responsible for immediately deliver-
ing the remittance and any related documents to the Mail Room, attaeh-
ing a note stating the date and hour of receipt. If a remittance is not
accompanied by supporting documents, the note should identify the
source and purpose of the remittance. The Mail Room shall record and
deliver such remittances in accordance with the instructions provided
below for the handling of official remittances.

7/28/55 Poge I



3-1-7 Contro! of Cosh Receipts

Whenever the circumstances make such action desirable, the Ad-
ministrative Division shall prepare a letter to the remitter acknowledg-
ing receipt and requesting that future remittanees be addressed to the
Regional Office and be accompanied by a statement of the purpose of the
remittance.

REMITTANCES RECEIVED BY MAIT ROOM

Ofiiciol Remittonces

The l\{ail Room shall record each opened item of mail forurd to con-
tain an official remittance in a register maintained on Fonn H-56,
Incom,ing Negotiable a,nc1 Registcred Ma'il. Each entry on the Register
shall be initialed by the person opening the item containing the remit-
tance. To the extent feasible, the Register should be maintained by an
employee other than the one assigned to open the mail. (Refer to Sec-
tion 5-2 for instructions regarding the maintenance of Fonn H-56.)

Remitlonces of o Personcl Noture

'Whenever mail containing remittances of a personal nature is re-
ceived in the Mail Room the follog,ing instructions shall apply:
(1) Remittances foru,arded to employees in Treasury Department

checkmailing envelopes shall not be opened and, consequently, shall
not be recorded.

(2) Remittances forwarded to employees in envelopes marked personal
shall not be opened or recorded. (Refer to the instructions in this
section under the heading Remittances Received by Individuals,
rvhich are to be follo'r,r,ed when the addressee discovers that such
remittances are the property of the Office of the Administrator.)

(3) Remittances forrvarded to employees in envelopes, other than
Treasury Department envelopes, which are not marked personal
shall be opened. If such remittances are found to be personal they
shall not be recorded.

Delivery of Remittonces

A remittance which is clearly the personal property of an employee
shall be delivered to that employee directly.

All other remittances d.iscovered in mail opened by the Mail Room
shall be delivered to the Accounting Branch, together with the Form
H-56 on which such remittances are recorded. Each remittance entry
on the Form H-56 shall be initialed in the Accounting Branch after
which the form shall be returned to the Mail Room.

DISPOSITION OF REMITTANCES

Normally, official cash remittances shall be deposited by the Account-
ing Branch rvithin forty-eight hours following receipt thereof in the
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Regional Offrce. However, if a remittance is found to be the property
of another tr'ederal ofifice or agency or a consituent agency, the Account-
ing Branch shall seal the remittance and all accompanying documents
in an envelope ad.dressed to the other office and send. it to the Mail
Room for delivery by mail with return receipt requested or delivery by
messenger, as appropriate. It is the responsibility of the Accounting
Branch to see that the appropriate entry on Form H-56 is corrected to
show disposition of the item. If delivery is to be made by rnessenger
Form H-33, Request for Speci,o,l llessenger Seraice, shall accompany
the remittance and the messenger will obtain a reeeipt on the original
of the Form H-33. If the Branch cannot determine ownership within
the 48-hour period, the remittance shall be deposited pending identifica-
tion of the orvner.

Following deposits of official cash remittances for credit to the ac-
counts of the Office of the Administrator, any correspondence or other
documents which are properly for the attention of other OA offices shall
be released. to such offices by the Accounting Branch.

AUDITS

The Autlit Division wiII examine the registers maintained in each
Regional Oftice in accordance herewith in the course of its periodic
internal audits.

7 /2A/65 Poge 3
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Seclion I
THE GENERAL PIAN OF OA BUDGET ADMINISIRATION

The Offce of the Atlministrator funetioxs as a Bingle, integrated
organiz&tion with a single budget. The basic objective of the butlget
process is to achieve the best possible balance between the financial
resources evailable to the Office and the requirements of the various
prograrns for which it is responsible.

OENERAI. ASSIGNIIE}II OF RESPONSIBITITY

The basic pattenl for the allocation of available funds between offees
and activities is fixed by the Adminishsfor, after eonsideration of the
views of the heatls of Central Offiee divisions, Regional Representatives,
the Director of Bieltl Coordination, and the Assistant Administr"ator
(Administration).

Specifie operating decisions necessary in carrying out the broad
budget plan are made, after consultation with the Director of X'ieltl
Coordi''ation, by the Assistant Administrator (Administration), or to
the extent authorized by the Assistant Administlstor, by the Director,
Butlget antl Organization Stafr.

The Director, Budget and Organization Stafi (or his designee) is
the official responsible for allotment of all funcls available for obligation
or expenditure by the Office of the Atlministrator.

The Begional Bepresentative is responsible for the development of
budget plans and reeommendations for the operations of his Begroq
and for the exeeution of the Begional program in accordance with the
approved budset pmgrarn.

ITIEORY OF THE CO'TBINED ACCOUNI

fn order to achieve administrative eonvenience, flexibility and econ-
omy, most of the funds available for sta,fr expenses of the Office of the
Administrator ans consolidated into a single account for use.l This con-
solidation is referred to herein for convenience as the "combined ae-
count." It carries the title of the basic appropriation, Salarie.s and
Expenses, and the apprcpriation symbol 86 0100. Bunds so eonsoli-
dated include all thoso dirrcctly appropriated to or authorizeil for ex-
penditure by the Atlministrator.

Where funds are appropriated to another agercy and made available
to the OA through allocations or working funds (as in the case of

r The euthority lor such consolitlation oppeers in Sect. 502(c) (3) of the Eousing
Act of 1948, as follows: t'. . . firntlg matle evailable for atlminigtrative expensea in
carrying out the functions, powers, antl duties imposed upon the Eousing and Eome
Finance Administrstor, ttre Eome Loan Bank Boartl, t.he Feileral Eowing Com.
missioner, and the Public Eoushg Commirsioner, respectiveln by or purauant to
law mey at their option be consolidatod into single oclminigtrativo expense accounts
of gaitl oftcere or agencies for expenditure by them, respectivoln in aceorila,nco
rith the provisions hereof." (See Vol. I, rTEFA Manual Seriea, 3-104)
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school construction funds, which are appropriatetl to the Offiee of
Education, and funds for disaster relief, which are appropriated to
the President), present reguiations require that tley be separately
accounted for. Hence, such funds are not includetl within the com-
bined account but are separately allotted.

The combined, account is designetl primarily for administrative con-
yenience and economy. It permits several different funds to be treated
as one; by making thls posJible, it avoids many cumbersome ac-counting
and budgetary controls which otherwise would be necessary. Howeaer,
it itoes not lrie the Administrator or the Begional, Bepresentatiues from
accountabiiitg for the use of fund.s in relation to the programs anil
actiuities inaol,aed,. This point is developed in greater detail below.

BUDGEIAR,Y TIIiITAIIONS AND ATTOCATIONS

Under applicable law and regulations,z no obligation or expenditure
may be incurred in excess of a definite amount made available to the
operating official for that purpose. Before any obligation can be incurrod
by a Regional Office:

(1) Funds must be appropriateil, or authori,zeil for use by the
Cougress;

(2) X'unds must be apportioned, by the Bureau of the Butlget;
(3) Funds must be al,l,otted, by the Butlget and Organization Staff,

Central Office.

Amounts so allotted constitute limitations, and any obligation in-
curred in excess of the related allotment is a violation of the law and
regulations referred to, and subjects the official responsible to the
penalties preseribed for such violations.

Allotments serving as limitations will be issued as follows;
(1) A single total amount for the combined aecount, 86 0100.
(2) A single total amount for each, of the allocation and working

fund accounts required to be separately maintained, which
support prograrrxr expected to be active in the Region involved.

(3) In the case of program funds (as distinguished from funds
available for staff expenses) amounts from time to time, on a
project basis or otherwise, as may be appropriate.

In atldition to the allotment limitations listed above, the Butlget antl
Organization Stafi shall issue to each Region an employment allowanco
establishing a marimum number of positions wh'tch may be filleil, at ang
one time during the period covered. This employment limitation shall
be in a total figure, and shall be further broken down into the numbers
of professional and clerical positions making up the total.s The author-
ized uumber of clerical positions may be exceeded (within the app[cable
total for all positions), but the authorization for professional positions

-r See AntiDeficiency Act (IIIIFA Manual Series, Vol. I. 7-3-4), and regulations
of tho Ailministrator, Vol. II (3-3-f) antl Yol. V (3-1-1).

'For this purpos6, the term "professional', relers to poaitions at grade GS-9 anil
above, and tho term "clerical" to positions at grade GS-8 and below.
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may not, and substitution of professional for clerical positions rcquhes
the issuance of a revised allowance.

BUDGETARY AIIOCAIIONS

The limitations established by allotments will be further broken down
into subsidiary amounts which show their composition. These are
budgetary alloeations as distinguished from limitations. They are
intended to clarify the assumptions and decisions which went into the
establishment of the over-all limitation. An over-obligation of one or
more of these budgetary allocation figures is not a violation of the law
and regulations for the eontrol of funds, as long as the total applicable
allotment is not over-obligated. Budgetary allocationq therefore, are
primarily for the information and guidance of the Regional Bepresent-
ative.

Allotments to Regional Offices for staff expenses shall be aecompanied
by explanatory schedules showing budgetary alloeations on two bases:
(1) by program or activities; antl (2) by the standard objects.of ex-
pense; without regard to source of funds.

REI.AIIONSHIP OF EXPENSES TO SOURCES OF FUNDS

It is a basic principle of the law governing the use of X'ederal funde
that such funds shall be used only for the purposes for which appro-
priated.a It is the responsibility of the Administrator to assure that
available funds are used in aecordance with the intent of Congres,
insofar as that inteut ean be established from appropriatiou or author-
ization language and from the legislative history.

For those activities covered by the basie appropriation "Salaries and
Expenses, " it is generally possible to determine from the Congressional
hearings, reports and debates approximate levels at which the various
programs are expected to proeeed. In the case of programs separately
authorized or appropriated for, there is, of eourse, a specifie figure
showing the level of activity approved. All Central Offiee and Regional
officials share in the responsibility for managing the activities of the
Office in conformance with the general butlget plan made possible by
theso indicators of Congressional intent.

Budgetary allocations by programs within the combined aecount are
made primarily for the purpose of carrying out this responsibility.
Therefore, even though the amounts allowed for different activities are
not limitations in the technical sense of the term, it is nevertheless
the responsibility of the Regional Representative to plan and carry out
the Regional program so that actual expenses conform within reasonable
limits to the amounts alloeated for each program as well as remaining
within the authorizetl total. Otherwise, there can be no assurance that
the expenses of the OA as a whole will conform to the budget plan
and. to the mandate of Congress.

NEVEION OF BUDCET PI.AN
'Whenever it is the judgment of the Begional Bepresentative that,

as a result of changing workload or other operating consid.erations, the

Go.r.r. urr.
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actual oosts of Begiohal operations for a butlget periotl will tlifier
materially from the budget plan for the period as rrcfleeted in alloL
ments and budgetary allocations, he shall submit a request for a re'
vised Regional budget as provitled in subsequent sections of this Chap-
ten 'When a revised butlget is received, or if the revision recommendcd
cannot be approved, it is the responsibility of the Regional Bepresenta-
tive to take such steps as may be necessary to atljust the Regional
work pmgram to the budget plan and the resources available.

In submitting or considering whether to submit a revised butlget
plan as provided herein, each Regional Representative is responsible for
bearing in mind the fast that the cost of any given progtam or activity
in his Region has a direct bearing on the finaneing of that activity in all
other Regions and in the Central Office, and on trhe outcome of the butlg-
et plan as a whole. The flexibility intentletl to be achieved in the butlget
and aceounting operatiou extends to minor variations, such as in-
evitably occur, within the establishecl framework It does aot extmtl
to any major shift in current or contemplatetl activity or emphasis
between programs. ,

In general, a deviation of more than, Ll/o from the budgeta,ry allo-
cation for any activity will be subject to special inquiry and justifl-
eation, and it is expeeted that such deviations will be less in the case
of the larger prograrns.

3.3-r fhr Gcnuol PIon of OA Eudgcr AdminLhorlon
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Section 2

ATTOTTIENT OF FUNDS FOR STAFF EXPENSES

DEBilMON OF USIATF EXPENSES'

The term stafi expenses as used herein refens to all expenses of the
Begional Office staff as such, both administrative and non-administrative,
as distinguished from program expeurcs. Accordingly, it includes sal-
aries and related costs for travel, communications, etc.; it exclude
loans, grants and similar applications of progra,m funds.

FORII OF A1]OTTIEiIIS

fn accordance with Section 3-1-1 hereof, Administrative Control of
X'unds, all allotments will be issueal on X'om E-158, Aitroica of Allot-
?nont, oyer the signature of the Director, Budget and Organization Stafl
el his <lesignee.

COYERAGE AND TIXIE BASE FOR AIIOIIIENIS

There will be four allotment limitation aecounts for stafi expenses:
(1) The combined aceount (covering all programs except 2, 3, and

4 below.) 86 0100
(2) School Construction-Administrative 86 3906
(3) School Construction-(Non-administrative) Engineering In-

spection of Section 203 and Section 204 (tr'etlerally ConstnrcL
ed) se.hools 86X3901

(4) Disaster Belief-Administrafiy6 86-11X0039
fnsofar as possible, allotments will be made on a lump sum basig

without regard to objects of expense, to allow neoessary flexibility in
Begional Office operations. Ilowever, shoultl legal limitations be placed
on certain objects of expense by the Congress in making appropriations,
it will be necessary for the Buclget Office to establish separate controlg
over the limited objects.

Allotments will be issuetl on an annual basis in order to enable
Begional Offices to plan activities on a long-term basis and to submit
requests for revisions only as unanticipated ehanges in workload occur.
Eowever, the annual allotment will be broken tlown by quarterly
amounts, and the cumulntiua total of these quarterly ffgures, besin-
ning with the first quarter, must be treated as limitations on obliga-
tions to be inenrred. through the relatetl portion of the year.l

In orrler to pmvide a rrasonable working margin, the amount pro-
vided for the first quarter will generally be about ffve percent above
estimated needs, and the amount for the fourth quarter will be cor-
respondingly smaller. To illustrate, a $2,000,000 budget for an ofrce

1 This result cennot be avoitletl, sinee the funtls are apportionetl on a quarterly
basis by the Bureau of the Butlget antl sueh apportionmeatg themselves aet er
limltatioas.

7lrl52 Pogr f
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expected to rcmain level throughout the year might be allottetl eumn-
latively as follows:

525,000
1,025,000
1,525,000
2,000,000

NEOUEST AND JUSIIFICAIION FOR ANNUAI. ATTOTIIAENTS

Regional requests for annual allotments will be pnepared and sub-
mitted for the ensuing fiscal year within fifteen days after receipt
of information from the Budget and Organization Staff as to the
prqgram assumptions and general budgetary pieture, or by June 10,
whiehever is later. Two copies of the request and supporting documents
shall be forwarded to the Assistant Administrator (Administration)
Attention: Budget and Organization Staff, and one copy of the request
and supporting doeuments shall be forwarded to the Director, Division
of Field Coordination. Eaeh such request will include the following er-
planatory and supporting materials:

Norrqlive Justifcotion

This portion of the submission should include a brief but compre-
hensive reyiew by the Regional Representative of the Region's work
pmgram and 'financial requirements for the coming year. Insofar
as possiblo it should avoid restatement of matters already familiar to
the Central Office, and should concentrate on prospects, problems and.
needs as viewed from the field.

Among other matters, this summary shoultl review the eurrent status
and prospeets of eaeh pmgram in the Region, and should explain con-
eisely: any recourmended changes from the going rate and the present
stafr, indicating anticipated workload in each of the progranx related
to sueh changes; the basis on which travel is estimated; and the need
for new or unusual items or trends in the remaining Other Objects
of Expense. If the cost of paid overtimo or lump-sum leave payments
is expected to be a significant item in the budget, this should be dis-
sussed. in the justification. Detailetl inforuration on the current stafr
will not be necessary, since the Butlget and Organization Staff main-
tains reeords which show grade, organizational placement, annual rate
and actual cost for each Region.

Supporting Sdrcdubr.

Supporting detail will be provided on three forms, as follows:
tr'orm H-165, Estimate of Munimum Positions to be Fil,Leil,,bg Fune-
tional, Grougts and Quarters (Exhibit 3-3-2-A).
Form E-166, Estimnto of Total Staff Eaperces bg Progroms, by
Quortars ( Exhibit 3-3-2-8 ).
X'orm E-167, Dstimate of Total, Staff Eapewes bg Object, bg
Qunrters (Exhibit 3-3-2-C).

APPROVAT OF IHE REGIONAI. BUDEET PIA}I
'Within ten days after receipt of all Regional estimates, the Butlget

Office will issue an Adaice of Allotmenf, X'orm E-158 and a Begional

Pasc 2 7lll52
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Budget Plon, Eorm H-168 (see Exhibit 3-3-2-D) to each Region. fn
addition to the allotment advice, budgetary allocations will be matle
on the following bases:

(1) Position ssilings in total, antl by professional (GS-9 antt above)
and clerical (GS-8 and below). The position s6iling will be
applicable by quarter.

(2) Budgetary allocation by object for total of all allotments on an
annual basis.

(3) Butlgetary allocations on an annual basis by program showing
staff time (man years) and total staf expenses.

(4) Narrative explanation of the basis for any ehanges from tho
Begioral request.

REI'ISIONS !N IHE REGIONAT BUDGET P1AN

Rcgionat Rcqucdr

Requests for revision of the Reginnal, Builget Pl,anrForm H-168 need
not be submitted at ary specified time but must be submitted promptly
upon recogrition of need. Revisions should be requested whether or twt
a change in allotments 'i,s required whenever it becomes apparent that
position ceilings or budgetary alloeations by program are not sub-
stantially in conformance with the Regional workload. It will not
be lecessary to request a revision solely in the budgetary allocation
by Objects of Expense unless there is a significant change from tho
original allocation. Ordinarily, the Montlilg Beport of Obli,gations bg
Program anil, Oblect Classtficatiaa, Form H-223 will provide suftcient
advice of changes in rate of obligation between objects.

Begional requests for revision of the Begional, Buil,get Ptron, should
eover only the allocations (and allotments, if necessary) which require
ehange, aud should be accompanied by a narrative description of the
eircumstances which make the ehange or changes necessary and. a re-
vised X'orm E-168. In fiIling out the revised. Begionol Budget Plon,lLio
latest approved figures should be included in the "From" column of the
appropriate parts of the form. The figures entered in the "To" columu
should indicate the requested changes. The approval column should bo
left blank for Budget Offiee use. Two eopies of the request shoultl be
forwarded to the Assistant Administrator (Administration) Attention :
Builget and Organization Staff, and one copy should be forwarded to
the Director, Division of Field Coordination.
tcmknnuol Rcvlcw

Not later than January 15, each Regional Reprresentative shall sub-
mit in memorand.um fom. a general review of the work program and
budgetary prospects of the region for the second haU of the fiscal
year. Two eopies should be fonrardetl to the Assistant Adminislmlss
(Administration) Attention: Budget and Organization Staff, and one
eopy sent to the Direotor, Division of X'ieltl Coordination. This review
shall cover much the same area as the narrative justification accom-
panyrng the request for annual allotments, and shall call attention to
new or changed trentls, outstanding problems, and their butlgetary sig-

Tlllgz Pogo 3
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EXHtBtr 3-9-2.A

nificance. No tletailed schedules need accompany this review unless a.

revised butlget is requested in conneetion with the submission.

Approvol of Rovircd Rcgionol Budgrt Plon

Within the Iimits of available nesources the Butlget and Organization
Stafi will atljwt the overall budget plan to meet Begional needs. With-
in 10 days after reeeipt of a request for revision, the Butlget antl
Organization Stafi will issue a revised Form E-168 and appropriate
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Alotrmil of Fundr ;or. ttofr E:ecnrr. 8€.2

allotment changes. If the rcvisetl plan difrers from the request, a
narrative explanation of the reasons for ehanges will be provitled.

SUGGESflONS rcR PNEPANAilON OF DEIAITED ESIIMATES

Btimotc of llodrnom Pocitionr ro br Hlbd by ]uncionol Groupc, by Quailon (Iorm ll.l6lt).

Note that separate lines have been providetl on this form for the
functions desiguatetl as Control and Financial Analysis, sinee the
organizational plaeement of those activities is not uniforrn between
Regions.

Erlimolcr of Srofi Expcnrcr-Fornr ll.166, qnd l{-167

Quarterly estimate.s on X'orms H-166, antl E-16? shoultt represent
the esti,mated, ust of running the Begionnl, Ofwe for e,aah of the
four quarters. While attotments will be issued on a cumulative quirter-
ly basis to eonform to the apportionment pattern, as noted above, the
estimates should be submitted. on a separate quarterly basis to facil-
itate analysis of trends. The five pereent working margin (referred
to earlier in this section) should not be inclutled in the first quarter
estimate, as this will be providetl automatically by the Butlget antl
Organization Stafr when allotments are issuetl.

Avcrogr Sroffing-Torol Rcgionat Ofice

Average stafi in the Fiscal Year column of tr'orm H-166 will rep-
resent man-years, and in the Quarter columns will be man-quarters.
Man-years will generally be smaller than the total poeitions expected
to be filletl, beeause of delays in filling vaeancieg establishment of
new positions after th6 beginning of the year, etc. A fair approxima-
tion of total man yeam can be obtained by the following method:

Months X'illetl Man-Year Equivalent
1.1
2.2
3.3
4.3
5.4
6.5
7.6
8.7
9.7

10 .8
11 .9
t2 1.0

Man-quarters can be estimated for the total Region with suffcient
aceuracy as in the following illustration:

X'illetl Positions
Beginning of quarter 40
Entl of ffrst month 42
Entl of seeond. month 44
Ilntl of thircl month M

170 tlivitleil by 4 is 42.5 man quarters

Pogc t7lrlsz
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Any minsl discrepaneies resulting from the two approximations
suggested above will be srr.-all enough to be adjusted reatlily in the
final figures.

Avrrogc Srofi fim. by Prograrn

'While the estimate of total Regional Office stafi eannot be matle with-
out thoughtful consideration of the volume and timing of the work-
loatl in eaeh of the programs antl of all Regional Office activities as a

?o6o 6 |lrlc,



Aflotmoat of Fondr for 5tofi Enpcmor a{a

unit, the detailed tlistribution of average stafi time to each program
cannot be done aeeuretely until the overall size and general funetional
distribution of the Regional staff have beeu decided upon.

Distribution of statr time to eaeh of the programs is complicated by
the fact that most employees wiII be involved directly or indirectly
iu several programs. Something elose to the following method. should
be used in making the estimated distribution of staff time to each
of the prograru:
(1) Estimate average staff neeessary to carry out each of the ilircct

program activities. Most or all of the Irocal Requirements, En-
gineering and. X'inancial Analysis stafrs will be accountetl for in
this step, as should any other staff memben or groups whose time
is spent on direct program activities. For those activities funded
from non-administrative expense funtls (site engineering inspee-
tion of Section 203 anil Section 204 schools, college housing proj-
ects, and. defense community faeilities projects) the estimate so
derived will represert onlg actual, ilirect staff thne to ba chargail,
since no indirect or overhead staff may properly be charged to
these funds.

(2) The remainder of the staff time (representing mainly indirect and
overhead costs) as estimated should next be allocated to programs
on the basis of the pereentage that the direet staff time for each
program bears to the total direct staff time. While only direct staft
may be charged to non-administrative funds, this tloes not mean
that no indireet staff serviees or general overhead result from these
activities. It follows that staff services and general overhead resulL
ing from non-administrative aetivities should be charged to the
corresponding administrative expeuse portion of each of these
programs.

Example Using 40 Man-years Total Staff Time:
Man-Years /s of Tolal Man-Years

Direct Staff Direct Proratetl Totolrime Stafr rime 
*f#tfrg*"*rrfr 

Tim6

Defense Programming
Disaster Relief
Advance Planning ...
College Eousing-Adm. 4.0

Non-admin. 2.0

1.0
2.0
1.0
2.0f

Total
School Construction

Atlmin. 9.0
Non-admin. 3.0

Total

10
20
10

20.

40,

3.0
6.0
3.0

u.o:

12.0r

4.0r

4.0
8.0
4.0
6.0
2.0

r3.0
3.0

Iotal Region
-G*-*t*g" is ffguretl
chargetl to ailrninistrative

,lrl52

. 30.0 100 10.0 40.0

from the total for the progtam. The Intlireot stef, time ls
funils ir each case.
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EXH|BIT 3€-2-C

Prronol Sctvlccr ond Clthcr B<pcnro by Progrum

Persotal Serutnes-An ayerage salaxy should be multiplied by man-
yeam to compute the personal services eost of the portions of programg
funded from non-administrative experun funds. This is neeessary
beeause it is believed that the average man-year cost for these activities
will be higher than for the rest of the programs, because of the high
proportion of professional engineering time and the fact that there

Pogo 8 7ltl52
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is no overhead eharge. ffug remaining penonal services costs may
be distributed to programs funded from administrative expense funds
in the proportion that each of the man year estimates bears to tho
total for these programs.

Trarsel-Mogb of the travel estimate ean be relatetl tlirectly to the
antieipated workload of the prograrns requiring travel. Estimstes
for general and incidental travel shoultl be prorated on the same
basis as pertonal serviees costs funded fmm administrative expense
funds.

Objects 03 th,rmgh J5-The total of these objects of expense shouLl
be ilistributed by the percentages used in tlistributing overhead
stafi time, motliffed to rrcflect any known reasons for varying this
result. If special eircumstanees warrant a disproportionate tlistribu-
tion, these e.stimates may be alistributetl on any basis which produces
equitable results, antl the narrative should include a statement of
tho methotls employed and the reasons.

,lrl52 Pogr 9
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Choptrr 4. Dlrtribuflon of b<prmrr to Prcgnrnr

3-4-t

Section I
GENERAT PRINCIPTES OF EXPENSE DISIRIBUTION

All stafi expenses of Begional Offices shs[ be tlistributed cumendy
to the variorrc prograuu antl activities of the offices. Expenses tlireotly
related to specifio prograrns shall be chargerl to such programs; in-
direct and overhead eosts shall be distributett on a basis which will
pnoduee a reasonable and fair statement of the costs incurred by the
offiee for each authorized aetivity, as described herein.

It is the objective of the cost distribution to prod.uce statements of
program costs which are sufrciently acrurate and reliable to meet
operating needs, without putting the Government to the expense of
maintaining an elaborate eost aecounting system.

It is recognized that sueh a system, however detailed, depentls in
the last analysis on the exercise of reasonable judgment and. on factual
reporting by all employees. Accordingly, it is the responsibility of
Regional employees in general and of supervisory employees in par-
tieular to be familiar with the requirements of this Chapter, and to
report eumently and aceurately on their activities as required herein.

It is the policy of the Office of the Atlministrator that reports of
expenses by programs shall reflect as aeeurately as possible the aetual
eurrent activities and the tlistribution of staff time in each reporting
office. fn some cases it beeomes impossible to meet current worHoatl
in the various prograrur atlequately within approved. butlgetary alloea-
tions. The remedy for this situation is the submission of a revised
budget plan, as outlined in the preeeding chapter. It is not per-
missible to distort the cost distribution so as to support one activity
at the expense of another. 'Where the overall buclget situation is such
that the budget plan cannot be revised to meet Begional rrcommenda-
tions, it is incumbent on the Regional Bepresentative to make such
adjustments in the Regional work program as will permit that program
to be carried out as well as possible within the approvetl butlget.

7 lrl52 Pogc I
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Section 2

DESCRIPNON AND DEFINITION OF PROGRAM CATEGORIES

The following paragrephs briefly defiue the program or actiyity
categories recognized in the OA butlget and describe the types of
eosts chargeable to each. All of the prograns in the OA are included
for informational purpmes. The extent to which the Regional Offices
participate in each program is indicatetl in the description of the
program.

AGENCY.WIDE PROGRA,IT SUPENVEION Al{D COORDINAIION

This category relates to the funetions of the Administrator as head
of the Agency under Reorganization PIan No. 3 of 1947. It does naf
inelude eosts of supervision of operating functions vested directly
in the Administrator.

In the Regional Offiees, activities under this head will inelude in the
main: (1) representing the Atlministrator and the Agency in tlealings
with state and loeal officials and the public in the Region with respect
to the general policies and progtams of the Agency; antl (2) work-
ing with field officials of the constituent ageneies to improve eoordina-
tion of all HEFA activities in the Region. Ilowever, it should be
noted that efrorts to coordinate constituent activities directly relat-
ing to provision of defense housing and community facilities in spe-
eiffc critical defense housing areas would be properly chargeable to the
Programming category diseussed below. X'or ffscal year 1953, Supervi-
sion and Coordination will include only the time which the Regional
Representative, himself, puts in on the aetivities tleseribetl in this para-
graph.

HOUSIT{G TESTARCH

This program involves research and studies in the technological and
economic phases of housing, and the dissemination of the results of
such studies to the industry and. the public in the interest of improved
housing and redueed costs. The activity is carried on in the Central
Offiee, and will involve the Regional Offices only by special assignment in
specific eases.

SLUil CI,EARANCE AND URIAN REDEVEIOP'TIEiTf

This program relates to the provision of ffnancial aitls to eommunities
for the clearanee of slum and blightetl areas ancl to enable their rerle-
velopment primarily through private enterprise. The program is con-
ducted by the Central Office. Where such arrangements are desirable
for effeieney and eeonony, Central Office stafi members of the Division
of Slum Clearanee and Urban Redevelopment may be temporarily or
permanently stationed in Regional offiees. In such cases the Regions
may be requested to carry these employees on their payrolls, and funds
will be allotted for the purpose. The only Regional eosts for this cate-

il1152 Pogr t
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gory wi[ bo those speciffcally authorized in eaeh case and. eovered by
atltlitional allotments.

lnrpcction ond Audir of Slun Cleorqncc Proicclr (Non-Adminirlrotivc)

This category covers the reimbursable costs of provitling lepresents-
tives at the site for inspeetion and audit of projects being undertaken
under Title I of the Eousing Act of 1949. Thie activity will not afiect
the Regional Officrs unless special arrangements aDe made as noted a,bove.

A]A5KA HOUSING P1961Af,I

Under P.L.52 (81st Cong.), the Alaska Eousing Act, various finan-
eial aids are provided to assist in the development of needed housing
in the Territory of AJaska. This is a Central Office prrgram. No
Regional costs wiII be involved except as specific activities may be as-
signed from time to time to Region VIII.
COI]EGE HOUSING PROGRAM

Under Title fV of the Eousing Act of 1950, Ioans may be made to
institutions of higher learning to aid in the provision of needed student
and faculty housing. Regional costs attributable to this activity will
inclucle dealing with actual and. prospective applicants; review and
recommendations with respect to applications; negotiation of project
loans; and servicing of loans made insofar as this requires Regional
participation.

lnrpcction ond Audir of College Houring Proiecr (l{on-Adminirtrotive)

This category includes the costs of auditing the books and records
and of providing engineering inspection of projeets und.er eonstruction
in the College llousing Program. The autlit program will be earried
out by the Audit Branch, Central Office. Engineering inspection will
be provided by Regional Offices.

Costs chargeable to this category will consist primarily of actual time
spent at the project site and. travel to and. from the site. Actual time
worked in the Regional Office in continuation of the site inspection job,
such as completion of inspection reports, may also be charged. Indirect
and. overhead. expense will uot be charged to this activity.

PREFABRICATED HOUSING IOAN PROGRAT,I

Staff expenses under this head include processing of applications
from existing manufacturers for loans to aitl in the production or mar-
keting of prefabricated housing, and the administration, servicing and
liquitlation of loans when assigaetl to the Regional Office.

ADVANCE PLANNING PROCNAilS

Stafr expenses in this category eover the liquitlation of the first and
second atlvance planning programs 1 and relate mainly to the comple-
tion of plans on projects still under way; determination as to when
ad.vances outstanding are repayable; and. handling of colleetions, cd,rr-
cellations, withdrawals and refunds.

l See EEtr.A Manual Series Yol. I, 3-8-2.
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X'ield staff,eqpens.es under this program consist of supervising opera-
tion of remaining Federally-owned Lanham Act community faeilities
properties, making arrangements fon the disposition of sueh facilities,
and collecting the pmeeeds of rentals or sales.

PnoonArxlrt{o DEFE!{SE HouttNo AilD commuillry FActltflEt
HHFA-Oficr of rfio Admlnlrrrofr

This category relatee to the functions of the.[dminigtmtor in aiding
or stimulating the provision of needed defense housing (both private
and public) and eommunity facilitieg and inaludee the following ac-
tivities 1 :

(1) Evaluation of defense impact in local areas and. recommendations
for or against the designation of such anoas as critical defense
housing areas under P. I-r. 139;

(2) Surveys and resureys of eritical deferse housing areas, and
preparation or revision of housing progtarns to meet the ueetls of
such areas;

(3) Examination of applications from local communities fon assistance
in the provision of defense eommunity facilities, and negotiation
of agreements for such assistanee including financial analysis of
applicant's ability to participate in fnaucing such projects;

(4) X'ollow up on the efiectiveness of program detemination and
subsequent actions in meeting defense needs of critieal areas.

With respect to defense eommunity facilities, the programming func-
tion ends with the Administrator's appmval (or rejection) of a project.

Fcdrtul Srcurlry Agmcy-Pub[c lllohh Srpicr

Eramination of applieations from loeal eommunities for assistanee
in the provision of defense eommunity faeilities, and ffnaneial analysis
of applicant's ability to participate in financing sueh projects, will be
carried out by OA Regional Offiees with respect to projects to be assistetl
by the X'ederal Security Agenc5 or to be finaneed jointly, as well as
those to be assisteal by this Agency. It will be neeessary to aeeumulate
separate infomation on the cost of this aetivity to provide a basis for
reimbursement for that portion related to I'SA functions and reqronsi-
bilities.

cor{srRuc'noN oF DEENSE cotiiluNlTY }AclmEt
This activity is fundetl from the appropriation for the pmvision of

defense oommunity facilities, in aecord.ance with the appmpriation lan-
$rage.2

Defense eommunity facilities projects are eonsiderccl to enter the
eonstmetion stage (as distinguished from the programming stage)
when the Administrator has approved the projects, thus establishing

Drrolploe ond Deinition of Prograrn Cot goft.

tAlimilAllcE Al{D DtsPoStItoN oF DEFENSE PUIUC WOnrS

l But see footnote untler .{Defsaso Protluction Aativities,, below.
t See EEI'A Manual Seriea Yol. t, 7-2-A
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3-Gl DorcriFicn ord Dofinirlon of Progror Colrgodx

a firm progtan as to the type and size of facility, esti-ated aost, aid to
bs furnished, etc. Administrative expenses charged to this qtegory
iuclude costs of supervising preparation and review of plans and speci-
fications; supervision of competition and contract awards-; etc. Ir
short, this category covers aU stafr expenses of the Regronal Office re-
Iated-to this program after eompletion of programming on community
facilities projects eacapt project audit and inqroction, discussed below.

lnrpcction qnd Audit of Dsfonrc Community Focilirio Proiecrr (Non-Admlnirtrotivc)

This category includes the emts of autliting the books and records
of local ageneies and of providing enginselir* supervision snfl inspec-
tion at the site of defense community facilities projects being con-
structed under P. IJ. 139. The audit program will be earried out by
the Audit Branch, Central Offiee. Engineering supervision and in-
speetion will be provitletl by Regional Offices.

Costs chargeable to this category will consist prinarily of actual time
spent at the project site and travel to and from the site. Actual
time worked in the Regional Offiee in continuation of the site inspection
job, sueh as completion of inspection reports, r&y also be charged.
Indirect and overhead expense will not be charged to this activity.

DEFENIE PRODUC?ION ACTIVITIES

This category relates to the functions of the Atlministrator untler the
Defense Pmduetion Act of 1950, as amended, and related Executive
Orders and delegations from the Director of Defense Mobilization.l

Since the passage of P. L. 139 on September 1, 1951, aetivities at-
tributable to the eategory "Defense Production Activities" are of two
main kinds: (1) functions involved in nation-witle credit controls
affecting residential credit; (2) claimant agency funetions, including
development of estimates of materials requirements for howing, partici-
pation in development of controls over critical materials, and admiuis-
tration of certain delegated authorities under materials eontrol regu-
Iations. Regional costs for this activity would corsist primarily of ex-
penses in connection with actions taken pursuant to CMP regulations
and tlelegations of the Atlministrator thertund.or.

SCHOOI. cONsTRucrloN (ADrrrlNEIRAIlvE)

This eategory covers staff expenses necessary for making appraisals,
review of applications and recommendations thereon, review of plans
and specifications and. supervision of eonstruction contraet awards

18ee EEFA Manual Eeries, Vol. I, 3-3-1 antl 3-3-3. All gtaff cxpenses of the
Regional Offices for special tlefense activities prior to the enaetment of the Defense
Eousing and Community Faeilities aud Services Act of 1951 (P.L. 139) were
chargeable to this category.

Since the enectmelt of P.L. 139 on September 1, 1951, many aotivities previously
contluctetl on a gomewhat gimilar boeis unaler the Defenso Protluction Act-notably
tho surveying of tlefense impact in critical areas and tho development of dofenso
housing prograr[F-have been carried out under the provisions of P.L. 139 anil
are chargeable, as indicated ebovo, to tho activity "Plogrqm-i.g of Dofenao Eour-
ing and Community Facilities."

Flgo I Tltle



Drrcriplion ond Dofinition of Progrcrn Cotcgoric *2

for school projects being assisted under P. Ir. 815 (81st ConS.). It also
includes supervision of construction and inspection of projects being
provided under grants to local school boards as authorized by Section
202 ol the Act.

lnrpection of Scctionr 20il ond 204 School Proicdr (Non-Adminirtrolive)

This category relates to the stafr expenses of engineering supervision
and inspection at the site of school projects being eonstructetl tlirectly
by the X'ederal Government under Sections 203 antl 204 of P. IJ. 815.

Costs chargeable to this category will eonsist primarily of actual time
spent at the project site and travel to aud from the site. Actual
time worked in the Regional Office in continuation of the site inspection
job, sueh as completion of inspection reports, may also be charged. fn-
direct and overhead expense will not be charged to this activity.

DrsAsrER nEUEF (ADMINISTRAflVE EXPENSES)

This category relates to administrative expenses neeessary in carrying
out the fuuctions of the Administrator under P. IJ. 875 and Execu-
tive Order L022lr including advising the Governors of States as to
tr'ederal assistance available; proeessing requests for assistance; enter-
ing into agreements covering the terms and conditions under which
assistance wiII be rendered; supervising and inspecting the execution of
such agreements and the use made of tr'ederal funds; examination of
reimbursement vouchers and. other documents to assure propriety of
payments; and related activities.

TECHNTCAT COOPERAflON (POTNT tV)

Under this category the Agency cooperates with the State Depart-
ment and. the Mutual Security Administration to make technical
skills anal experience in conneetion with housing antl community de-
velopment available to participating foreign couatries. This is a
Central Office activity.

l See EEFA Manuel Sories Yol I, 3-7
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Clhsporr rl Dirrrlbcrlon of Eqonr; to Progrurm ' ' 'r' .

Soalon 2
'' a. DESGRIETIOiI..AND DEFINIIPN OF PROORA'S CATECORTES ,.

The follobiirg paragrabtrs''trrieny define the progam or activity
categories recognized in the OA budget and des@ibe the typee ot
eosts charggable to each. All of the programs in the OA are included
for i.nformational purposes. The extent to which the Regional: Offices
participate .in each progiam is indicatetl in the description of tho
program.

iur*ar-*,r, pRoonAm supERvrsto* A*D cooRDrNArot{ . ' '

This eategory relate-s to the functions of the Administrator as head
gf tIq Ageney under Reorganization PIan No. 3 of 194?. It doe9,rs6tr
inalude costs of supervieion of operating funetions vested direetly
in the Administrator.

In the Begional Offiees, aetivities uniler this heatl will iaclude in the
main: (1) representing the Administrator and the Agenay in dealings
with stdte and loeal officials and the publie in the Begion with respeet
to the general policies and programs of the Agency; and (2) work-
ing with field ofEcials of the eonstituent ageneies to improve eoordina-
tion of all HEf,'A activities in the Region. Ilowever, it shoultl be
noted that efiorts to coordinate eonstituent aetivities directly relat-
ing to provision of defense housing and community facilities in spb-
eiffe eritieal defense housing areas would be properly ehargeable to the
Programming category diseussed below. tr'or fiseal year 1953, Supervi-
sion and Coordination will include only the time which the Regional
Representative, himself, puts in on the activities tlescribed in this para-
graph.

HOtlsING IESEANCH

This program involves research and studies in the teehnologieal anil
economic phases of housing, and the dissemination of the results of
sueh studies to the industry and the public in the interest of improved
hougiug and reduced costs. The activity is earried on in the Central
Offiee, and will involve the Regional Offices only by speeial.assignment in
qreeific eases.

sturll ctEARANcE At{o ltItAN jsggyB'op}tENt

This program relates to the provision of financial aitls to eommunitieg
for the elearanee of slum and blighted areas antl to enable their rede-
wlopment primarily through private enterprise. The program is eon-
ducted by the Central Office. Where sueh arrangementg are desirable
for effcieney atr{l eeonomy, Central Office staff members of the Division
of Slum Clearanee and Urban Redevelopment may be temporarily or
permanently stationed in Regional offiees. In sueh eases the Regionc
may be requested to carry these employees on their payrolls, and funds
will be allotted for the purpose. The only Rcsional eosts for this eat+
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gory \ri[ be those speciffcally authorized iu mch case and covered:by
additional allotments.

lnrpoctlcn ond Audit of Slum Cborcnco Proioctr (Non-Adminlrtrotivr)

This category covers the reimbumable costs of providing representa-
tives at the site for inspection and audit of projects being undertaken
under Title I of the Housing Act of 1949. This activity will not afteet
the Regional Offices unless speeial arrangements are -ade as noted above.

AI,ASI(A HOUSING PBOORA'II

Under P.L.52 (81st Cong.), the Alaska Eousing Act, various ffnan-
cial aids are provided to assist in the development of needed housing
in the Territory of Alaska. This is a Central Offiee pmgram. No
Regional costs will be involved exeept as specife activities may be as-
signed from time to time to Begion YIII.
COLLEOE HOUSING PNOONAM

Under Title IY of the Housing Aet of 1950, loans may be made to
institutions of higher learniug to aid in the provision of needed student
and faculty housing. Regional costs attributable to this activity will
include dealing with actual and prospective applicants; review and
reeommendations with respeet to applications; tregotiation of projeet
loans; and servieing of loans made insofar as this requires Regional
participation.

lnrpoction ond Audir of Collogc Houring Proiccrr (Non-Adminirhurivc)

This eategory includes the costs of auditing the books and reeords
and of providing eugineering inspection of projects under eonstruetion
in the College Housing Program. The audit program will be carried
out by the Audit Branch, Central Office. Engineeriug supervision and
inspection will be provided by Regional Offices.

, Costs ehargeable to this eategory will eonsist primarily of aetual time
spent at the project site and travel to and from the site. Actual time
worked. in the Regional Office in eontinuation of the site supervision
and inspection job, such as completion of inspection reports, may also
be charged. Indirect and overhead expense will not be charged to this
activity.
iBtraantclrro HoustNG loAN PnocRAr

Stafr expenses under this head include processing of applieations
from existing manufaeturers for loans to aid in the production or mar-
keting of prefabricated housing, and the administration, servicing and
liquidation of loans when assigned to'the Regional Office.

ADVANCE P1ANNING PROGNAilS

Staff expenses in this category cover the liquitlation of the ffrst and
second advance planning prograns 1 and relate mainly to the eomple-
tion of plans on projects still under way; determination as to when
advances outstanding are repayable; and hgndling of collections, can-
cellations, withdrawals and refunds.

l geo EEFA Manual Series Yol. I, 3-8-2.
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Dorcrllrior ond Drf,ntlon of Prcgren CoD.go?h. !.lA

MAlilTEilA}ICE A}ID DIS'OSIIION OD DEFEiISE PUIUC WORKS :

X'ietd stafi expenses under this program consist of supervising opera-
tion of remaining Federally-owned Lanham Aet eommunity facilities
ppbpe{iep,. maliln} anaqs'empnts f9r the disposition of sueh facilities,,
and collecting the pruceeds of rentals or sales.

PnOGIAT{il|NO DTFENSE IIOUSIIIO AllD CO,|II$UNITY FACIUTIES :

HHFA-4ficr of rhc Adminirrrgtor

This category relates to the functions of the Administrator in aiding
or stimulating the provision of needed defense housing (both private
antl public) and community facilities, and ineludes the following ae.
tivities I :

(1) Evaluation of defense impact in loeal areas and recommendations
for or against the designation of sueh areas as critical defenso
housing areas under P. Ir. 139;

(2) Surveys and resuryeys of eritieal defenss housing areas, and
preparation or reyision of housing progrems to freet the needs 0f
such areas;

(3) Examination of application"s from loeal eommunities for assistanee
in the provision of defense eommunity faeilities, antl negotiation
of agreements for such assistanee including fnancial aualysis of
applicant's ability to participate in finaircing sueh projects;

(4) Follow qp on the efiectiveness . pf. program determination and
subsequent actions in meeting d.efense needs of eritieal areas.

'With respect to defense eommunity facilities, the programming func-
tion ends with the Admiuistrator's approval (or rejeqtion) of a pmject.

Fodorol Srcurlry Agmcy-Pubfic Hcotth .Srrvicr

Examination of applications from local eommunities for assistanee
in the provision of defense community facilities; and finaneial analysis
of applicant's ability to participate in finaneing sudr projects, wiU bd
earried out by OA Regional Ofrces with respect to projeets to b6 assisted
by the Federal Security Agency, or to be finaneetl jointly, as well as
those to be assisted by this Ageney. It will be neeessary to aceumulate
separate information on the eost of this activity to provide a basis fop
reimbursement for that portion related to tr'SA funetions' antl tesponsi:
bilities.

CONSIRUCflON OF DEFENSE CO,TUAUNTIY FACITTTIES

This activity is fundetl from the appropriation for the provision of
defense community.faeilities, in aecordanee with the appropriation lan-
guage.2

Defense eommunity faeilities projeets are eonsidered to enter the
eonstruetion stage (as distinguished from the program-ing stage)
when the Administrator has approved the projects, thus establinhing

l But see footnote untler '{Defenm Protluction Activities" bolow.
, See AiffA Manual Se"ier Vol. l,7-2-6.
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a firm program as to thc type aud rim of facilityi edinrt.d erf aiil to
bc furnishe( etc. Administrative expenses charged to thie cs-t€gory
inelude costs of supervising prrcparation and revbw of planr and speci-
fications; supervision of competition and contraet awards; etc, In
short, this eategory covefir all stsfi expenrcs of the, Regioual Offce re-
latcd to this program after completion of pmgramming on commuuity
facilities projects eaccpt project eudit and inpootion, dircur*d,bclov,

lmpoction ond Audit of Drfrnro Gommunlty Fodlid.t ?roi.Gtt (tlon'Adntni.trctlt.)

This eategory includes the costs of auditing the books and reeords
ol local ageneies and of providing engineering supervision and inspec'
tion at the site of defense community facilities projects being eon-
strueted under P. L. 139. The audit pmgtam will be carried out by
tho Audit Braach, Central Offeo. Dngiueoring Bupervirior and iu-
speetion will be provided by Begionol Offices.

Costs chargeable to this eategory will consist primarily of actual time
went at tho prgject site end travol to oqd from tho sito. Aetqal
fisre worked in the Regional Office in eontiuuation of the site supervi-
eion and inspection job, such as completion of inspeetion reports, may
a-[o be charged. Indirect and overhead expense.will not be c.harged to
this activity

DEFSI3g ?RODTrcTloN ACTNI'T!3

tf,i..ui"go.y *f"i". i" ,Oe functions of the Administrator undcr tlo
f)efcnSe Prodriedion Act ol-1950, as ambnded, and related Erecutive
Ordets and delegations from the Director of Defense Mobilizatibn.r

Sitrce the passagt of P. I-r. 139 on September 1, 1951, aetivities aG
tributablo to the category "Defense Production Activities'lare ol two
main kinds: (1) funetions involved in nation-wide credit eoutrolE
affeeting resideniial eredit; (2) claimant"agency funetlons, inclutllng
development of estimates of materials requirrements for housing, partici-
pation in development of controls over critical uraterialg and admlni*
tration of certain delegatod authorifies'under materials eontrol rcgu-
htions. Begional costs for this aetivity would coilist primarily'ofix-
penses iu connection with aetions takeu purrusnt to OMP regiulatiom
and dtlegations of the Atlministrator thereunder. ij

tcHoor col{'rnuqloil (ADiltNE nArtvEl

This category covers staff expenses necessary for making apprairah,
review of applications and recommendations thereon, rgview of plaql
and speeifications and supervision of construetion'contract awarth

t Eee EEFA Maaual Beriea, VoI. f, 3-3-1 anil 3-3-3. AII rtafi oxpenser of t[e
Regional Ofrces for special dofense a,ctivities Drior to tho enactment oi tho Defenrc
ffousing _antl Co-mmririty f'acilitiea eutl Beriicec Act of f951 (P.L. 139) were
chergeeblc to thla eategirry.

Elnec thc €Df,etncnt ol. P.L. 139 on September 1, 1951, many actlvitiet previoudy
coailwteit on s rcmcwhrt dmller basir uiit6" the ifotedc Pr6dwtfm AeLnot*bfv
tihe aurveying of tlefenso impact in critical areas antl the tlevelopment of ilofeua[
houging prograns-have been carried out untler the proviciotrs -of P.L. 139 onrt
ere chergeable, as indieated^above, to thc aptivity sfrogrmning of Defore Eour"
ing anil Comnrunity Fecilities.,,
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DrrcrlplNc lad Drtdtlcr ct ?rqnr Cltogcd.. t-a.t

forsehool projects being aseisted under P. IJ. 815 (8lgt ConS.). It also
includes Bupervision of construetion and inspeetion of projects being
provided under grants to loeal school boards as autlorized by Section
202 of the Act.

' lmprcfioa of toctlonr 203 ond 2Of School Prdocrr (llon Adminirrrofivr)

This category relates to the staff expenses of eugineering supervlsion
and inspection at the site of school projects being constructed direetly
by the Federal Government under Sections 203 and 204 of P. Ir. 8f5.

Costs chargeable to this category will consist primarily of actual timo
spent at the project site and travel to and from the site. Aetual
time worked in the Regional Office in continuation of the site super-
visiou and inspection job, sueh as completion of inspection reports, may
also be charged. Indireet and overhead expense will not be eharged
to this aetivity.

DtSASrEt REUEr GDrultlilSttAflYE AOENSE!)

This category relates to administrative expenses necessary in earrying
out the functions of the Administrator under P. Ir. 875 and Execu-
tive Order l022lr ineluding advising the Governors of States as to
tr'ederal assistance available; processing requests for assistanee; enter-
ing into agreements eovering the terms and conditions under which
assistance will be rendered; supervising and inspecting the execution ol
such agreements and the use made of Federal funds; examinatiou of
reimbursement vouchers and other d.ocumeuts to assure propriety of
payments; and related aetivities.

tEclll{rcAl cooPEnAnoN (Pom M
Under this category the Agency eooperates with the State Depart-

ment and the Mutual Security Administration to make technieal
ekills and experienee in eonnection with housing and eommunity de-
velopment available to participating foreign countries. This is a
Central Office activity.

t 8"" EEFA Manuat Eeries Vol I, 3-7.
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Porf 3. Budgcr ond Ercol Coatrcl.

Ghoprtr t0. Dirtribution of &ponro to Progrunr

3-{3

Seclion 3
TYTETHOD FOR DTSIRIBUTING EXPENSES TO PROGRA'UIS

- I3 geleral, the eurrent distribution of staff expenses for each office
shall reflect with reaso-nable acsuracy the actual-eurrent activities of
the office and the actual application of staff time and other resourees.
Such reports shall be accuiate enough to serve for intelligent mana,ge-
ment of the overall OA butlget and as a basis for fair and rbpresentative
reporting on the activities of the Office as a whole. It is not intentled
to_add lnaterially to administrative costs by excessively refined pro-
cedures for eost accounting. If the proeedures and requirements of 

-this

Sestion are fully understood. and carefully followetl by all B,egional
Bepresentatives and. supervisors, aceurate reports can be produced with
little additional effort or paper work.
IY"ES OF COSTS BOR PURPOSE OF DISIR|BTMON

Costs subject to distribution may be gmuped into three olasses on
the basis of their treatment in the system, as follows:

Direct cosfs, whieh are thoee attributable speciffeally to a single
program or activity. Such costs shall be assignetl direotly to the
appropriate aetivity eccorutt ;
Distfruteil cosfs, which are t'hose which relate to two or mone pno
grarns, and must be distributed among the aetivities afiectetl on tho
basis of informed judgment; and
Ooerhead, costg which are those not speciffeally related to any pro-
gxam or prograrns, but related ratter to the general ex?erlse of the
rrcgional offiee--as general office serviees, preparation otf pay rolls,
eto. Such costs are pmratetl as describetl below.

OEilERAI PNOCEDURE FOR COST DISTilBUTION

At the close of each month the Regional Administrative Officer shall
prepare a distribution of total staff expenses to programs and activities
in confomanee with the following general procedure:

The Regional Administrative Oficer shall secure from each supeF
visorT employee of the Regional Offiee an estimate of the percentage dis-
tribution of stafr time for himself and employees under his supervision
as between the various pmgxans and activities in the ofice. These dis-
tributions shall cover all employees, whether charged as direct, distrib-
uted or overhead eost. If otherwise in eonfom.anee with the requirements
of this Section, the distribution report may be either broken down by
intlivitlual employees or summarized for the rcporting unit. The Regional
Atlministrative Oficer shall review sueh estimates and satisfy himself
that they are reasonable in the light of the workload and activities of the
offce; where any tlistribution appears to him out of line, it shall be
diseussed with supervisor involved ancl if necessary with the indi-
vitlual employees. fn no ease shall the Regional Atlministrative Officer
preparo an estimate for any group of employees except those whom he
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personaUy superyises. Estimates must be made only by supervisors and
should reflect their best judguent as to the stafr time actually worked
on the various programs.

Dircct ond Dirtribstcd Cort

Direet eosts for salaries will be drawn from the tlistribution reports
mentioned above. Other direct eosts, since they are charged currently
to the appropriate program aceounts, may be taken directly from tho
books at the end of the month.

Distributetl costs for personal service.s will be drawn frcm the distri-
bution reports mentioned above. Such costs for objects of expense
other than personal services shall be distributetl to programs in the
same proportions as personal service eosts.

Ovcrhcod Corte

Overhead costs shall be prorated among the programs in the pro-
portions that direct and distributed costs for each program, respectively,
bear to the total direct and distributed costs.

OENENAT PRINCIP1ES OF DISTRIBUTION BY OBJECTS OF EXPENSES

07 Personal, Seru,tces. Salary eosts of persons assigned full time
to one activity (e.g., employees working fuII time on a disaster relief
project) will be treated as direct costs. Salaries of persons working
direetly on two or more programs (e.g., most Begional Office engi-
neering staff, both professional and clerical) will be treated as
distributed costs. Staff not assigned to program operations (e.9.,
regional administrative staffs) will be treated as overhead. eosts.
02 Trauel. Where a trip is wholly or primarily related to a specific
program it shall be charged directly to that account. All sthsl
travel shall be treated as distributed or overhead. costs in aecord.-
ance with the treatment of the traveler's salary as outlined above.
03 Transportation of Things. Obligations for this purpose shall be
charged as direct costs where they result from a specific program;
otherwise they will be treated as overhead.
04 Communications. I-.,ong distance ealls antl telegrams wholly or
primarily related. to a speciffc activity will be charged directly to
that account; other communications costs wiII be charged as over-
head.
05 Eents and, afitities. Obligations for this object (to the extent
that they appear in Regional aecounts) will normally be overhead
costs.
0649. Obligations for duplicating, miscellaneous eontractual sery-
ices, materials and equipment will be eharged as direct costs when-
ever the individual obligation is specifically related to an identifiable
activity; otherwise they will be eharged as overhead.

75 Taaes anil, Assesstnents. These eosts are treated. on the same
basis as the personal services to which they relate.

REOIONAl OFFICE PROCEDURES AND DOCUI{ENIAIIOTI

Monthly experue distributions made in aceordance with this Seetion
shaU be adequately and currently documented, and such documentation,
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including the estimates submitted by each superyisor, shall be retainetl
by the Regional finance office available for audit.

Copies of any written instruetions and forms used in carrying out
the distribution requiretl by this section shall be filed for review and.
approval by the Butlget and Organization Stafr, Central Office. fndi-
vidual time records for employees, while aeceptable as documentation,
should not be relied upon to the exelusion of the considered judgment of
supervisors, since they are easily distorted by intlivitlual carelessness or
lack of understand.ing.l

1 Note, however, that intlivitlual time recortls are requiretl for other reagong for
employees engaged in site supervision antl inspection of projects-(aee Seetion 3-4-2).
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Section 4

SEPARATE EXPENSE CATEGORIES

OF IHE THREE AGENCY.WIDE ACTIVITIES

This Section sets forth procedures for separating, in HIIFA reeords,
the expenses of the three Agency-wide activities: (1) General Agency
Supervision, (2) Consolidated Compliance Activities, anal (3) Urban
Renewal Coordination (these categories were formerly consolidated
under the expense heading "Agency-wide Program Coordination and
Supervision"). Effective July 1, 1958 Urban Renewal Coordination
activities shall be included in the distribution records as part of the
Urban Renewal Program and no longer shown as a separate activity.

IDENIIFICAIION OF SEPARAIE CAIEGORIES

The separate categories are described briefly
mining which staff activities are to be included

below to aid in deter-
in eaeh category.

Generql Agency Supervision

Staff activities required to assist the Administrator in carrying out
his functions as head of the Agency shall be classified under " General
Agency Supervision." These functions include: (1) developing or
analyzing legislative proposals involving housing; (2) formulating and
administering housing policies; (3) interpreting housing programs to
organizations and officials representing the housing industry, local
government officials, labor and minority groups, and social service
organizations; and (4) coordinating housing activities of the constituent
agencies.

Consolidoted Complionce Activities

Staff functions relating to the provision of agency-wide inspection
and compliance service and the coordination and evaluation of overall
investigation, inspection and compliance activities fall within the " Con-
solidated Compliance Activities" category.

Urbon Renewql Coordinqtion

Activities geared to assisting the Administrator in fullfiIling his
responsibilities for coordinating Urban Renewal activities at the Fed-
eral level fall within the " Urban Renewal Coordination " category. These
responsibilities involve: (1) execution of the "non-delegable author-
ities" in connection with determining whether workable programs sub-
mitted by communities meet the requirements of the Housing Act of
$5a; Q) certifying to the constituent agencies affected. that Federal
assistance for slum clearance and urban renewal projects and FIIA
Section 220 or 221 insurance may be made available to communities;
anat (3) d.etermining that the relocation requirements of Section 105
(c) of the Act have been met.

These responsibilities also include execution of the following "dele-
gable" authorities: (1) in connection with approval of urban redevel-
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opment or urban renewal plans contemplating rehabilitation or con-
struction of dwellings in an urban renewal area with mortgages insured.
by FHA under Section 220; ancl (2) certifying to the FHA Commis-
sioner that such plans conform to the general plan for the locality and
that there exist both the necessary authority and the financial capacity
to assure the completion of such redevelopment or urban renewal plans.

D]STRIBUTION OF EXPENSES

Generol Agency Supervision

This is not a general overhead category and does not encompass
supervision of individual programs or staffs in the Regional Offices.
Only expenses for the activities described above as "General Agency
Supervision" activities should be allowed in this category.

Consolidoted Complionce Activities

Personal services and travel for Compliance personnel stationed in
the field will be paicl by the Central Offrce. Field charges will include
other objects provided for thesc personnel and personal services for
field personnel specifically detailed to worl< on Compliance assignments.

Urbon Renewql Coordinotion

Administrative expenses of employees assigned full-time to the Urban
Rcnewal Branch shall be allocated directly to the Slum Clearance and
,Ilrban Renewal program category, irrespective of whether their activi-
ties are related to lyorkable program determinations or to speeific slum
clearance or urtran renewal projects.

The administrative expenses of other Regional Office employees shall
be allocated to: (1) Llrban Renelval Coordination when they are
engaged in activities related to workable program determinations; and
(2) the Slum Clenrance and Urban Renewal program category when
they are engagecl in activities related to a specific slum clearance or
urban renelal project.
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Secrion I
BUS AND $NEET CAR TOKENS

Bus and street car tokens may be purchased for use of Begional
Offico employees who are required to make official trips involvins publio
tranqrortation within the official Regional headquarters. If the local
transit system does not use tokens, cash faxes may be paitl out of
personal funds and reimbursement obtained by submitting a claim on
Standard Form 1012-Revised, Traoel, Vouaher. No voucher shall be
submitted, however, u:rtil a claim of at least one dollar has accumulated-
Transfers shoultl be used whenever possible to avoid the use of atltli-
tional tokens or the payment of additional fares.

The Regional Administrative Officer shall be responsible for the
custody and issuance of tokens which shall be kept in a loeked re-
ceptacle.

ACCOUNTABIUTY nECOnDg

An accurate and complete record shall be maintained on Form E-64,
Tolaen Accountabtlitg Reenrd,, of the number of tokens received antl
issued, the date, destination, and the signature of the employee to
whom tokens are issued. As tokens are purchasetl the dates and
amounts shall be reeorded in the "B,eceived" column and atlded to
the previous balance. 'Wlen the last entry has been recortled on one
Forrn E-64, the balance on hand shall be carried forward to the first
line of the next sheet. The balance of tokeus on hand as reflected by
the Form E-64 shall be verified weekly with the number of tokens on
hand. tr'orus E-64 shall be kept available for periodic audit.

PROCURE,TTENT OF IOKENS

The initial supply of tnkens shall cover estimated rrequirements for
a period of 60 days and subsequent purchases shall be made when neces-
sary based on requirements for a similar period. Copies of Purchase
Orders issued for procurement of tokens shall be retained with the
Form E-64 for audit purposes.
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4-t

Section I

GENERAT PROVISIONS RETAIING IO TRAVET

TIte procedures in Part 4 govern travel at Government expense by
field employees. They eover the general administrative requirements
with respeet to the authorization and eompletion of travel and the sub-
mission of reimbursenrent vouchers. However, the Manual is not a
travel handbook or a eomplete guide to special or unusual travel
situations.

RESPO}ISIBII.IIIES OF TRAVEI,ERS

Employees tr"aveling at Governrnent oxpense are expected to fa-
miliarize thernselves rrith these procedures and the provisious of the
Standardized Govenrment Travel Regulations. By so doing they rvill
simplify the handling of travel authorizations and travel reimburse-
ment vouchels and rvill avoid situations in u'hich their ffnaneial inter-
ests may be affected adversely.

When situations arise 'u'hich are not covered by these procedures or
the Standardized Government Travel Regulations, travelers shoultl
eonsult the Director, Administrative Branch.

All travelers t'ill be held to strict compliance 'w'ith the laws, regula-
tions, and decisions rl'ith respect to travel. No authority exists to waive
any law, regulation, or deeision on the basis that the traveler was not
aware of it at the time the travel was performed.
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Section 2

TRAVET REQUEST AND AUTHORIZATION

Travel at Govetnrnerlt expense nust be ( 1) recommended by an officer
authorized herein to make sneh recornmendatiorrs ard (2) authorized or
approved in lrritiug by the Administratol or by all offieer to lvhom sueh
authority has been expressll- delegated by the Adrninistrator.

RECOMMENDING OFFICERS

Regional Adrninistlators and their rlesignees are authorized to recom-
rnend the performance of tlavel at Govetnment expense by employees
under their superl,ision.

AUTHORIZING OFFICERS

Regional Atlministrators have been clelegated authority (1) to au-
thorize or approve officiai trar.el when llecessaty in eonnection rvith
Regional activities by ernployees (exeept themselves) unaler their acl-
ministrative juriscliction, except travel on an actual subsistence expense
basis, and (2) to authorize or approve expenses of employees in GS
grades through and including GS-12 ancl their immecliate families on
transfer rvithin the Region from otre official station to another for
permanent duty. fn accordance rvith the provisions of this Section,
this authority is subjeet to restrictions eoncerning travel to national
conventions or meetings.

Regional Ac.lninistrators have been authotized to redelegate this
authority.

PRIOR RECOIAMENDATION AND AUTHORIZATION REQUIREMENTS

Travel at Government expense must be officially recommencled and
authorized prior to its performance unless an emergency or unusual
cir:cumstance prevents sueh action. If tra'r,el is performed for official
purposes without prior recommendation antl authorization, reimburse-
ment of the expenses ineurrecl ma1, be macle only if the traveler justifies
the trip in terms of the advantage to the Govemment.

The Standardized Government Travel Regulations also ptovide that
travelers may be reirnbursed for certain items of travel expenses, such
as excess baggage eharges, eharges for the hire of special eonveyanees.
and charges for extra-fare trains or planes, rvhen such items have
been expressly authorizecl or atlministratively approved.

Accordingly, all claims for unauthorized trip. expenses or for iterns of
expense requiring speciffc authority shall contain a statement (or be ae-
companied by a memorandum attached to and made part of the claim),
3/l/52 Poge I
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explaining the offieial circumstances which occasioned the expenditure
and justifying it in terms of the official need or advantage to the
Government.

Each elaim reqnesting teiurbursement of rurauthorized expenses not
covered by prior authorization shall be transrnittecl to the Administra-
tive Braneh for consideration. An authorizing offieer will indicate his
approval or disapproval of the claim or items in question prior to trans-
mitting the claim to the fiscal unit for settlement. If payment is disap-
prorred, the traveler shall be notified through the issuance of a Form
H-209, Administratit,e Differcncc Btatemenl, rvhieh sets forth the facts.

TRAVET AUIHORIZATION PROCEDURE

Travel is normally authorized on an individual trip basis.

General travel authorizations may be issued, on an annual basis, to
employees l'ho are required to travel frequently antl on short notice.
General travel authorizations shall specify the geographieal area in
n hich travel may be perforrned and shall be issuetl only when travel is
so frequent that the issuanee of indivitlual authorizations would cause
an unreasonable admiuistrative burden. General travel authorizations
u'ill not be issued automatically on the basis of title or organizational
positions nor shall the1, include authorization to attend eonventions.

Securing Trovel Authorizotion

Travel authorizations shall be requested on Form H-25, Traael Order

-Request 
ancl Atttltorizatiott (Exhibits A and B).

Form H-25 shall be (1) prepared in the traveler's unit; (2) signed by
the requesting official; (3) signed by a designated recommending officer
under Item 17 as required uncler "Recornmending Officers" above; and
(4) foru,arded to the Atlministrative Branch. In those cases involving
transfers and recruitments rvithin a Region and for which the Regional
Administrator has approval authority, Item 17 shall be signed by the
Regional Administrator or his designee.

Regulations preseribing the rnodes of travel and aecommodations au-
thorized and travel expenses allo'rvable are eovered in Sections 4-3 and
4-4, respeetively.

The Administrative Braneh shall review the request, and, if in order,
assign a number indieating the type of authorization to be issued. The
following numbering system shall be used: SPECIAL AUTHORIZA-
TIONS-use eonsecutive numbers starting with 1 for eaeh fiseal year;
GENERAIT AUTIIORIZATIONS-use consecutive numbers starting
with 1 for each fiscal year, prefixed. by a zero; e.g., 01, 02, 03 ; AMEND-
MENTS-use the original authorization number suffixed by small
letttrs, starting u'ith a; e.g., 1a, 1b, lc, 2a,2b. )e.

The travel authorization shall be completed and submitted to an au-
thorizing offieer for signature.
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Copies of the approved travel authorization shall be distributeil as
follows:

Original-returned. to the traveler as evidence of his authority to
perform the travel.

All copies-retained by the Administrative Branah.

Amendmenls to Trovel Authorizotions

Travel authorizations may be amended if it is ilecessary to extend the
time specifietl in the original authorization, or to motlify the itinerary,
mode of travel, or other condition specified therein.

A request for an amend.ment shall be prepared on Form II-25 antl
shall refer by name to the original order and restate all the conditions
of the original order necessary to indicate clearly the purpose of the
amend.ment. The amendment information shall be spelled out in
Item 11, Remarks, of Form H-25; for example, "This amends Travel
Order No. 

-, 
flafgal 

-, 
for the purpose of (aclding names of cities

to the itinerary, deleting names of cities from the itinerary, or extend-
ing or limiting the dates of travel)."

IRAVET REOUIR]NG SPECIAL JUSIIFICATION OR AUIHORIZAIION

Trovel of Regionol Administrotorc

each Regional Adminis-
eovering travel within
directed, to antl from

The Division of General Services will issue
trator a1r annual general travel authorization
his Region and adjoining states, and, when'Washington, D. C.

Authorization for attendanee by Regional Administrators themselves
at national conventions or meetings requires prior approval in accord.-
ance with the procedure outlined below under "Attendance at National
Conventions."

Trqve! lo Woshington, D. C.

Regional Administrators shall not authorize or approve travel by
Regional staff members to 'Washington, D. C., unless sueh travel has
been requested or approved in ad.vance by the head of an OA office;
the Director, Administrative Management Division, Community Fa-
cilities Administration; the Director, Division of Administrative Man-
agement, Urban Renewal Administration; or their superior officers.

Attendonce ot Regionol Convenlions I

Regional Administrators may authorize or approve travel by Re-
gional Of6ce employees to Regional or Statewide conventions and
- t fn"-tuilr "conventlon" atrd "meeting" as used in this release refer to conventiotrs and
meeting,B of outside_organizatio-ns, associatio-ns, atrtl societies. lhey do not iucluale meetings
or confereaces of Regional Ofrce staff lvith other Federal officials or with Stote or loc;t
officials on matters directly related to the administrstion of Agency programs.

The restrictions under this and the succeeding heailing apply to attendance at couventions
Ly Regional Ofrice_ staff as-replesentatives of the Agencl'; for attendance solely for training
purposes, under the provisions of the Government Employees Training Act, seo "Travel to
Attend Training Sessioas," belorr.
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meetirgs within the Region or, in cases where a Regional convention
affecting all or part of the jurisdietion of an HHFA Regional Office
is heid outside the Regional boundary, to an adjoining Region in which
such couvention may be held. Authorization shall be given for each
trip. Regional Administrators shall not authorize attendance at na-
tional conventions, or meeti:rgs of national organizations, even though
such conventious or meetings may be held within the Regional bound-
aries or in the Regional headquarters city. Authorization to attend
such national assemblages shall be secured from the Central Of6ce in
accordance with the procedure outlined under "Attendance at National
Conventionsr " belortr.

Attend.ance at conventions shall be restricted to that absolutely essen-
tial to the conduct of the Agency's busiaess. Regional Administrators
shall themselves review each request for convention attendance for the
purpose of holding such attendance to a minimum. Where attendance
is requested for the purpose of observing rather than actively speaking
or otherwise participating iu explanations of Agency programs, con-
sid.eration should be giveu to alternative ways of securing the informa-
tion to be gathered through such attendance. Attendance at the same
convention by more than one Regional Office staff member as repre-
sentative of the Agency shall be screened personally by Regional Ad-
miaistrators to assure that the number of B,egional Office staff in
attendance is held to the minimum necessary to give adequately, or
acquire, information on the regional programs.

There are listed below several requirements of policy, law, and regu-
Iation which should be observed by travelers, authorizing and approv-
ing officials, and Directors, Administrative Branch, i:r connection with
authorizing travel to conventions and. preparing and. reviewing travel
vouchers. Directors, Administrative Branch, should familiarize them-
selves with applicable statutes, regulations and. decisions of the Comp-
troller General in this area.

(1) Travel for the prupose o{ attendiug conventions or other meet-
ings of outside organizations shall be approved only for the
purpose of giving or acquiring information relating to the work
of the Agency, and only where such attendance is in the interest
of the Government and will further Agency programs.

(2) It is especially important that the criteria specffied above be
elearly demonstrated in the ease of attendance at a convention or
meeting on Agency business by an employee who is a member
of the particular society or association, to avoid any possible
implication that the primary beuefits of attendanee wiII accrue
to the ind.ividual as a member of the society or association, rather
than to the Ageucy.

(3) Registration fees may be considered. as reimbursable expense
when such fees are required to be paid as a part of the cost of
attending meetings and conventions antl such attendance is for
the purposes stated in paragraph (1) above. No authority exists,
however, for the pa;rment from Regional Office funds for dues

Pogc t0 7125/63



Trovel Request qnd Authorirtion 1-2

or fees to societies or associations for any other purposes. Nor
may payments be nade for the cost of meals or entertainmeDt.
Receipts for any registration fees reimbursable nnder the
above criteria should be obtained b1' employees ancl attached to
the pertiuent travel voucher. The voucher should bear a state-
rnent justifying payment of such fees turder these criteria, in-
cluding the staternent that the registration fee did not eover the
cost of membership, rneals, or entertaiument.

In preparing Forr. r IT-25, Tra,uel Ordcr-Reqltest ancl, Authoriza-
tion, for travel to attentl ureetings aud conveutions, shorv under Ttern g,

' 'Purpose of Travel " autl ltem 11, ' 'Remarlis' ' :

(1) The natnrt, of tlrc ureetiug, iuclutling the name of the associa-
tion or societr autl the subject ol' categoties of sub.jeets to be
discussetl at the meeting.

(2) The purpose of attendance, inclicating clearly the manner in
u,hich Ageue)- progl'alns rvill be adr.anced by attendance aud
the specifie t.vpes of infolmation relating to the rvorlt of the
Agency rvhich rvill be given or aoquired. This should be stated
specifictrlly. (As a guide, see Exhibit C uncler "Purpose of
Attendanee" and "Relationship of Work to be Aceomplishetl
at I\feetiug to the Imrnediate Authorized Prograrn of the
Agency.") Do not use stock phrases rvhich merely state the
conclusion that Agency prograrls rvill be advanced, rather than
the facts upon rvhich that cor.relusion is based. Tf the person
attending t;ill speak or participate iu a panel diseussion, state
the subject on u'lrich he rvill speak.

Attendonce ot Notionol Conventions or Conventions Outside Regionol Boundories

Atteudance at national conventions ol national rneetings of outside
organizatior-rs, and of lueetiugs or conventions held outside the Regional
boundaries execpt as specifieally autholizetl uttrler: " Attendance at
Regional Conventiorrs" above. rmst be aclministratiriell' approved. in
a,dvance, by the Deprrtl, Adnrinistrator'. No eurltiol,ee sltall commit
himself forrnally or informalll' to attencl or participate it't sri.crlt eott-
ventiorrs or met:tings before securittg the aplrroval of the Deputy Ad-
ministrator. The policy criteria set forth abor-c for: attenclance at
Regional conventions rvill appl5, in the revierr anii approval of atterrcl-
anco at (rtltor t.orrvcutiolts.

Apploval for attendance at cortventiorts leclrtiriu* Central Office
approval shall be requestecl on I'rtrrn }f-Gi. Requcst f or ,lutlloriza,ti.on
to Attoncl lleetitrcl (Exhibit C), r,hiclr the Regional Administrator
shall submit in duplicate to the Deputy Administtator. Unless special
eircumstances ale shorrlr to justify an exception, Form H-67 lnust be
submitted not less than trventy da.r*s befote the teqt'rested travel *'ill
begin.

Uporr approval by tlie
returnecl to the Regiolal

3/1/52
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H-67, the Regional Office will prepale Form H-25 under the normal
procedure specified under "Travel Authorization Proeedure," above.

Travel to Attend froining Sessions

Travel for the purpose of authorized tlaining under the Governrnent
Employees Training Act shall be approved only after the training itself
has been approved on Form H-830, Request ancl Authorization for
Training. For regulations governing the approval of training, see
Section 2-9-1.

In certain cases it may be desirable to have Regioual Office employees
attend national or regioual eonventions for training purposes, as dis-
tinct from attending as representatives of the Agency. fn such cases
approval shall be requestetl on Fonn II-E30. under tlte plocredures itr
Section 2-9-1. However, iI the employee rvill be appearing as a repre-
seutative of the Agency in any portion of the conference or meeting,
authorization for attendance must be obtaiued and Form H-830 rvill
not be used.

Deloils Between Regions

The Regional Administrator may authorize or approve official travel
performed by an employee under his administrative jurisdictiorr in
going to and returning from auother Region on an official detail. Such
action shall be taken only after receipt of approval of the detail by the
Director of Personuel. Costs of the travel shall be paid initially by the
Region from rvhich the employee is detailed.

Official travel performed by an employee so detailed during and in
connection rvith his assignment under such detail shall be authorizetl
or approved by the Regional Administrator to rvhose jurisdiction he
has beeu detailed, and rvhose office shall bear the cost of such travel.

fronsfers of Oficiol Stotion 1

When, in the intelests of tlie Goverument, an employee is transferred
from one official station to another, for permanent duty, the travel
expenses of the employee and the expenses of transportation of his irn-
rnediate family and household goods and personal effects (including
packing, crating. temporary storage, d.rayage, and unpacking) rnay be
authorized for payment from Govemment funds (see Section 2-3-3).

The legal and regulatory requirements governing travel by depend-
ents of employees and the shipment of household goods and effects are
detailed and cornplex. Employees authorized to travel to a new official
station at Governrnent expense should consult the Director, Administra-
tive Branch in advance of making shipment or performing travel,
since failure to ascertain and observe these requirements may result
in serious financial loss to the employee.

1 -4.lso see Section 2-3.3, "Translers of Feileral Enrplol'ees at Goyernmeut )lxpensc."
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fronsfers Between Regions

Tlre ofiice originating Stautlard Fornr 52, Bequest lor Personnel
Action, recommending a permanent change of official station shall com-
plete and submit it to the Central Office rvith a request for authorization
of travel and expenses on Form H-25, Trauel Ord,er-Request atuil
Authorization. Any special provisions, sueh as the names, ages, relation-
ship, and modes of travel of dependents to be moved and the approxi-
mate weight of household effeets to be shipped shall be entered under.
Item 11 on Form II-25. The requesting officer will sign in Item 16.

If the recommended transfer is to be approved and travel and trans-
portation expenses are allowable, the Director of Personnel will sign
Item 17 of the Form H-25 and forward it, with the necessary journal
information, to the Division of General Services of the Central Office
for issuance of the travel authorization.

Tronsfers Wirhin the Region-GS-|3 qnd obove

The procedure for eompleting and processing Forrn H-25 outlined
under "Transfers Between Regions" above should be follorved for all
employees in GS grades GS-13 and above.

New Employees Recruited from Another Federol Agency

Recruilmonl3 Belw€€n Regions

When an employee is recmited from another Government agency
and it is determined that he is eligible for transfer at Glovernment
expense, the office originating the Standard Form 52, Eequest for
Personnel Action, shall complete and submit a request for authoriza-
tion of travel and expenses on Form H-25, Traael. Ord,ar-Bequ,est and,
Authorization.

Since the personnel action and the request for authorization of travel
and. expenses must be approved at the same time, Form II-25 should
accompany Standard Form 52 or be forwarded as soon as possible
after submission of that form.

The procedures for completing and processing Form II-25 outlined
under "Transfers Between Regions" above should be followed.

Within Regionol Boundories-GS-I3 ond Above

The procedure for completing and processing Form H-25 outlined
under ''Transfers Between Regions " above should be followed when the
action involves employees at the GS grad.es GS-13 and above level.

Appointments to Positions lnvolving Monpower Shortoge

Appointees to positions for which the Civil Service Commission de-
termines there is a manpower shortage are entitled to expenses of (1)
travel, (2) transportation of their immediate families, and (3) trans-
portation of their household goods and personal effects, all from their
3/l/52 Page 7
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places of actual residence at time of seleetion fot appointment or for
promotion to their first permanerlt duty statiorrs, antl (4) advanee of
funds for these purposes. (Section 7 of the Adxrinistrative Expenses
Act of August 2, 19.16, as amended by Public Larv 86-587 approved
July 5. 1960.)

The procedures for completing artd processing Form H-25 outlined
uuder "Transfers Betrveen RegioIrs" above should be follo'rved for ap-
pointments to these positions regardless of grade.

Reimbursement of Aduol Subsistence Expenses

Employees are expected to travel oI1 a per diern basis unless prior
authorization for travel on alr aetual expense basis has been obtained
ou the basis of the criteria set forth in Section 4-4. IIo's'ever, reim-
bursernent for actual expenses based on these eriteria may be approvecl
subseqlrellt to travel t,ile, urntsual and unanticipated 

-circuriritances

arising tluring a trilt require an elnplo)'/ee to iucur subsistence eosts
in exeess of his authorized per 11iem.

Travel orclers proposing tlavel ot1 all actual subsistettce expense basis
shall be ploeessecl as presclibed in this Section, be approved by the
Regional Administrator. and be fonvarded to the Division of General
Sen,ices. The Divisiou of Genelal Sen'ices ri'ill revierv the justificatiorr
for trar:el ou an actual expense basis to deterurine s'hether the criteria
outlined above have been rnet aud subltlit tlre ordel to the Administratol
for action.

\\'hen priol authorizatiorr has not been obtained. the employee lnav
tlairn reinrbulsernent for artual expenses on his tlavel voucher. The
voucher shall contain a justification for the expenses incurred, be
approved by the Regional Adniinistrator, and he submitted to the
Division of General Services. The Division of General Services 'rvill
reries,the justification to tletertnine rvhether the eriteria outlined above
harre been met and submit the loucher to the Administrator for action.
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EXHIBIT B
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EXHIBIT C
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Administrqtive Proclicc Hondbook-Field Service

Port 4, frovel snd fron3po?tdlion
4-2

Section 2

TRAVET REQUEST AND AUIHORIZATION

Travel at Government expense must be ( 1) recommended by an officer
authorized. herein to nrake such recommendations and (2) authorized or
approved in writing by the Administrator or by an omcer to whom such
authorit;r has beeu expressly delegated by the Administrator.

RECO'IAMENDING OFFICERS

Regional Administr:rtors and their designees are authorizetl to recom-
mend the performance of travel at Government expense by employees
under their supervision.

AUTHORIZING OFFICERS

Regional Administrators have been delegated authority (1) to au-
thorize or approve offieial travel rvhen necessary in connection with
Regional activities b.v employees (except themselves) under their ad-
ministrative jurisdiction, except travel on an actual subsistence expense
basis, and (2) to authorize or approve expenses of employees in GS
grades through and ineluding GS-12 and their immediate families on
transfer within the Region from one official station to another for
permanent duty. In accordance lvith the provisions of this Section,
this authority shall not be utilized to authorize travel to national con-
veutions or meetings.l

Regional Administrators have been authorized to redelegate this
authority.

PRIOR RECOM}IENDATION AND AUIHORIZATION REQUIREMENIS

Travel at Govenrment expense must be officially recommended and
authorized prior to its performance unless an emergency or unusual
circumstance prevents such action. If tlavel is performed for official
purposes without prior recommeridation and authorization, reimburse-
rnent of the expenses incurred may be made only if the traveler justifies
the trip in terms of the advantage to the Government.

The Government Travel Regulations also provide that travelers may
be reimbursed for certain items of travel expenses, such as excess bag-
gage charges, charges for the hire of special conveyances, and charges
for extra-fare trains or planes, when such iterns have been expressly
authorized or admiuistratively approved.

Accordingly, all claims for unauthorized trip.expenses or for items of
expense requiring specific authority shall contain a statement (or be ac-
companied by a memorandum attached to and made part of the claim),
explaining the official circumstances which occasioned the expenditure
and justifying it in terms of the official need or advantage to the
Government.

1 See "Attendance at l{&tional Conventions and Conventions Outside fl,egional Boundaries"
on Page 3 and "Reimbursenrent of Actual Subsistence Expenses" on Page 7 oI this Section,
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+2 fruvd Roqucrt ond Authorirolion

Each claim requesting reimbursement of unauthorized expenses not
covered by prior authorization shall be transmitted to the Administra-
tive Branch for consideration. An authorizing officer will indicate his
approval or disapproval of the claim or items in question prior to trans-
mitting the claim to the fiscal unit for settlement. If payment is disap-
proved, the traveler shall be notified through the issuance of a Form
H-209, Aclministratiue DilJerence Statemenf, which sets forth the facts.

TRAVET AUIHORIZAIION PROCEDURE

Travel is normally authorized on an individual trip basis.

General travel authorizatiorls may be issued, on an annual basis, to
employees who are required to travel frequently and on short notice.
General travel authorizations shall specify the geographical area in
whieh travel may be performed and shall be issued only when travel is
so frequent that the issuanee of individual authorizations would cause
an unreasonable administrative burden. General travel authorizations
will not be issued automatically on the basis of title or organizational
positions nor shall the;.' inelude authorization to attend eonventions.

Socuring Trovel Aulhorizolion

Travel anthorizations shall he requested on Form H-25, Trauel Order

-Reqrcest 
ancl Authorization (Exhibits A and B).

Form H,25 shall be (1) prepared in the traveler's unit; (2) signed by
the requesting official; (3) signed by a designated recommend.ing officer
under Item 17 as required under "Recommending Officers" above; and
(4) forwarded to the Administrative Branch. In those cases involving
transfers and recruitments rvithin a Region and for which the Regional
Administrator has approval authority, Item 17 shall be signed by the
Regional Administrator or his designee.

Regulations prescribing the modes of travel and accommodatious au-
thorized and travel expenses alloluable are eovered in Sections 4-3 and
4-4, respectively.

The Administrative Branch shall revierv the request, and., if in order,
assign a number indicating the type of authorization to be issuecl. '[he
following numbering system shall be used: SPECIAL AUTHORIZA-
TIONS-use consecutive numbers starting with 1 for each fiseal 1-ear;
GENERAL AUTHORIZATIONS-use consecutive numbers stariing
rrith 1 for each fiscal year, prefixed by a zero; e.g., 01, 02, 03; AIIEND-
i\{ENTS-use the originai aut}rorization number suffixed by small
letters, starting rvith a I e.g., 1a, 1b, lc, 2a, 2b, 2e.

The travel authorization shall be completed and submitted to an au-
thorizing officer for signature.

Copies of the approved travel authorization shall be distributecl as
follorvs:

Origiual-returned to the traveler as evidenee of his authority to
perform the travel.

AII eopies-retaiued by the Administrative Branch.

Pogc 2 t/7/sg



frovel Requert ond Authorizotion +2

Amendments to Trovel Authorirqtionr

Travel authorizations may be amended if it is necessary to extend the
time specified in the original authorization, or to modify the itinerary,
mode of travel, or other condition specified therein.

A request for an amendment shall be prepared on Form H-25 and
shall restate all of the conditions of the original order with the necessary
changes. The additional authority required shall be specified. in Item 11
of the form ; for example, " This amends Travel Order No.-,
dated , for the purpose of extending the period of travel
as indicated in Item 13. "
IRAVE1 REQUIRING SPECIAT JUSIIFICAIION AND AUTHORIZATION

Trovel of Regionol Adminirtlolors

The General Services Branch will issue eaeh Regional Administrator
an annual general travel authorization covering travel within his Region
and adjoining states, and, when direeted, to antl from Washington, D. C.

Authorization for attendance by Regional Administrators at couven-
tions requires prior approval in accordance with the procedure outlined
belorv under "Attendance at National Conventions."

Troval to Woshington, D. C.

Regional Administrators shall not authorize or approve travel by
Regional staff to Washington unless such travel has been requested or
approved in advanee by the head of an OA division; the Executive
Offieer, Community Facilities Administration; the Director, Adminis-
trative Management Branch, Urban Renewal Administration; or their
superior officers.

Atlendonce ol Notionol Convention: qnd Convenlionr Outride Regionol Boundories 1

Attendanee at national conventions or national meetings of outside
organizations, and of meetings or conventions held outside the Regional
boundaries, except as specifically authorized below, must be administra-
tivel;, approved, in advance, by the Deputy Administrator. No employee
shall commit himself formally or informally to attend or participate in
such eonventions or meetings before securing the approval of the Deputy
Administrator. The poliey criteria set forth belorv for attendance at
Regional conventions wiII apply in the review and approval of attend-
ance at other conventions.

Approval for attendance at conventions requiring Central Office ap-
proval shall be requested on tr1orm H-67, Request f or Authorization to
Attend, Meetinll (Exhibit C), which the Regional Administrator shall
submit in d.uplicate to the Deputy Administrator. Form H-25, Trauel
Order-Request anil Auth,oriaatiom, shall accompany the Form H-67.
Unless special circumstances are shown to justify an exception, Form
H-67 must be submitted not less than twenty days before the requested
travel will begin.

-, 

tn" t"il "convontion" anal "meeting" as usetl in this releoss inclutlo meetings or conven-
tions of outside organizstions, associations, and societies. Meetings or conferences of HIIFA
Regional Office stafr with other X'ederrl officials or with State or local ofrcials on matters
directly rel&ted to the administrstion of Agency programs are not included in ths restrictiong
on convention and meeting &ttendance set forth in this relosss.
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If the Deputy Administrator approves the request, he will send Form
H-67, together with Form H-25, to the Travel Unit, General Services
Branch. The General Services Branch will return the approved travel
authorization to the Regional Office.

Attendonce ot Regionol Convenlionr

Regional Administrators may authorize or approve travel by Regional
Office employees (except themselves) to Regional or Statewide conven-
tions and meetings within the Regional boundaries or, in cases 'where a
Regional convention affecting all or part of the jurisdiction of an HHFA
Regional Office is held outside the HHFA Regional boundary, to an
adjoining Region in which such conventions may be held. Authorization
shall be given for each trip. Regional Administrators shall not authorize
attendanee at national conventions or meetings of national organiza-
tions, even though such eonventions or meetings may be held rvithin the
Regional boundaries or in the Regional headquarters city. Authoriza-
tions to attend such national assemblages shall be secured from the
Central Office in accordance rvith the procedure outlined above.

Attendance at conventions shall be restricted to that absolutely essen-
tial in the eonduet of the Ageney's business. Regional Administrators
shall themselves review each request for convention attendance for the
purpose of holding such attendance to a minimum. Where attend-
ance is requested for the purpose of observing rather than actively
speaking or otherrvise participating in explanations of Agency pro-
grams, eonsideration should be given to alternative ways of securing
the information to be gathered through sueh attendance. Attendance
at the same convention by more than one R,egional Office staff member
shall be screened with especial care, even where active participation
by more than one has been requested; attendance at a single convention
by more than two Regional Office staff members should rarell, [s
authorized.

There are listed belorv several requirements of policy, larv, and regu-
lation rvhich should be observed by travelers. authorizing and approv-
ing officials, and Directors, Administrative Management, in connection
rvith authorizing travel to conventions and preparing and revierving
travel vouchers. Direetors, Administrative Management, should famil-
iarize themselves with applieable statutes, regulations and decisions of
the Comptroller General in this area.

(1) Travel for the purpose of attending eonventions or other meet-
ings of outside organizations shall be anproved only for the
purpose of giving or acquiring information relating to the work
of the Agencv, and only where sueh attendance is- in the inter-
est of the Government and will further Agency prograrus.
Statutory prohibitions exist prohibiting the expenditure of
funds for expenses of attending meetings or conventions of
societies or assoeiations, unless express authorization is pro-
vided in appropriations. This authorization has been given the
Administrator in the Independent Ofiices Appropriation Act,
which appropriates funds for salaries and eipenses ineluding,
among other things, o'expenses of attendance at meetings of
organizations eoncerned with the work of the ageney * * *.,'
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(2) It is especially important that the criteria specified above be
elearly demonstrated in the case of attendanee at a meeting or
convention on Agency business by an employee who is a mem-
ber of the particular society or association, to avoid any possible
implication that the primary benefits of attendance will accrue
to the individual as a member of the society or association,
rather than to the Agency.

(3) In accordance with the Government Employees Training Act,
expenses of travel are allowable for expenses of attendance at
meetings which are concerned with the functions or activities
for which an appropriation is made or which will contribute to
improved conduct, supervision, or management of those func-
tions or activities.

(4) Registration fees may be considered as reimbursable expense
when such fees are required to be paid as a part of the cost of
attending meetings and conventions and such attendance is for
the purposes stated. in paragraph (1), above. No authority
exists, horvever, for the payment from Regional Office funds
for dues or fees to societies or associations for any other pur-
poses. Nor may payments be mad,e for the cost of meals or
entertainment.

Receipts for any registration fees reimbursable under the
above criteria should be obtained by employees and attached to
the pertinent travel voucher. The voucher should bear a state-
ment justifying payment of such fees under these criteria in-
cluding the statement that the registration fee did not cover
the eost of membership, meals, or entertainment.

In preparing Form H-25, Trauel Order-Request and, Auth,oriza-
tion, lor travel to attend meetings and conventions, show untler Item 9,
ttPurpose of Travel'' and Item 11, ''Remarks'':

(1) The nature of the meeting, ineluding the name of the associa-
tion or society and the subject or categories of subjects to be
discussed at the meeting.

(2) The purpose of attendance, indicating elearly the manner in
which Agency programs will be advanced by attendance and
the specific types of information relating to the work of the
Agency which will be given or acquired. This should be stated
specifically (see Exhibit C under "Purpose of Attendance" and
"Relationship of 'Work to be Accomplished at Meeting to the
Immediate Authorized Program of the Agency"). Do not use
stock phrases which merely state the eonclusion that Ageney
programs will be advanced, rather than the facts upon which
that eonclusion can be verified. If the person attending will
speak or participate in a panel discussion, state the subject on
which he will speak.

Detoils Betwecn Rcgionr

The Regional Administrator may authorize or approve official travel
performed by an employee under his administrative jurisdietion in
going to and returning from another Region on an official detail. Sueh
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action shall be taken only after receipt of approval of the detail by the
Director of Persounel. Costs of the travel shall be paid initially by
the Region from whieh the employee is detailed.

Official travel performed by an employee so detailed during and in
connection with his assignment under such detail shall be authorized
or approved by the Regional Administrator to whose jurisdiction he
has been detailed., and whose office shall bear the cost of such travel.

franrferr of Oftciol itotion I

When, in the interests of the Government, an employee is transfened
from one official station to another, for permanent duty, the travel
expenses of the employee and the expenses of transportation of his im-
mediate family and household goods antl personal effects (including
packing, crating, temporary storage, drayage, and unpaeking) may be
authorized for payment from Government funds (see Section 2-3-3).

The legal and regulatory requirements governing travel by depend-
ents of employees and the shipment of household goods and effects are
detailed and complex. Employees authorized to travel to a new offieial
station at Government expense should consult the Direetor, Administra-
tive Management in advance of making shipment or performing travel,
since failure to ascertain and observe these requirements may result
in serious financial loss to the employee.

fron:ferr Belween Rcgionr

The office originating Standard Form 52, Request for Personnel Ac-
tion, recommending a permanent change of official station shall com-
plete and submit it to the Central Office with a request for authorization
of travel and expenses on Form H-25, Traael Oriler-Request and Au,-
tharizat'ion. Any special provisions, such as the names, ages, relation-
ship, and modes of travel of dependents to be moved and the approxi-
mate weight of household effects to be shipped shall be entered under
Item 11 on Form H-25. The requesting officer will sign in Item 16.

If the recommended transfer is to be approved and travel ancl trans-
portation expenses are allowable, the Director of Personnel will sign
Item 17 of the Form H-25 ancl forward. it, with the necessary journal
information, to the General Services Branch of the Central Office for
issuance of the travel authorization.

fronrferr Wirhin rhe Rogion-GS-|3 ond obovc

The proeedure for eompleting and processing Form H-25 outlined
under " Transfers Between Regions " above should be followed for all
employees in GS grades GS-13 and above.

New Ernploycer Rocruircd from Anothcr Fedcrol Agcncy

Recruitmcnlr Botworn Rcgionr

When an employee is recruited from another Government agency
and it is determined that he is eligible for transfer at Government
expense, the offiee originating the Standard. Form 52, Request for
Personnel Action, shall complete and submit a request for authoriza-

1 Also see Section 2"3-3, "Tr&nsfers of Feilerol Employees at Goyernment Expense."
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tion of travel and expenses on Form H-25, Traael, Ord,er-Request a,nil,
Authorization.

Since the personnel action and the request for authorization of travel
and expenses must be approved at the same time, Form H-25 should
accompany Standard. tr'orm 52 or be forwarded as soon as possible
after submission of that form.

The procedures for completing and processing Form H-25 outlined
under " Transfers Between Regions " above should be followed.

Rocruilmentt Within tho Rcgion-GS-|3 qnd Above

The procedure for completing and processing Form H-25 outlined
under "Transfers Between Regions" above should be followed when the
action involves employees at the GS grades GS-13 and above level.

REIMBURSEMENT OF ACIUAT SUBSISIENCE EXPENSES

Employees are expected to travel on a per d.iem basis unless prior
authorization for travel on an actual expense basis has been obtained.
on the basis of the eriteria set forth in Section 4-4. However, reim-
bursement for actual expenses based on these criteria may be approved
subsequent to travel rvhen unusual and unanticipated circumstances
arising during a trip require an employee to incur subsistence costs
in excess of his authorized per d.iem.

Travel ord.ers proposing travel on an actual subsistence expense basis
shall be processed as prescribed in this Section, be approved by the
Regional Administrator, and be forwarded to the General Services
Branch. The General Services Branch will review the justification for
travel on an actual expense basis to determine whether the criteria out-
lined above have been met and submit the order to the Administrator
for action.

When prior authofization has not been obtained, the employee may
claim reimbursement for actual expenses on his travel voucher. The
voucher shall contain a justification for the expenses incurred, be
approved by the Regional Administrator, and be submitted to the
General Services Braneh. The General Services Braneh will review
the justification to determine whether the criteria outlined above have
been met and submit the voucher to the Administrator for action.
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Section 3

,IAODES OF TRAVET AND ACCOMMODATIONS AUTHORIZED

Standardized Government Travel Regulations contemplate use by
the traveler of the most advantageous form of transportation for the
trip iuvolved. Round trip tickets should be secured. only when, on the
basis of the journey as plannecl, it is known or can be reasonably
anticipated that such tickets wiII be used.'

STANDARD FIRSI CIASS TRANSPORTAIION

Roil

One seat in a sleeping or parlor car is allowable for a continuous rail
trip of more than trvo hours within the continental United States. A
seat for a trip of two hours or less may be authorized in writing by
the official authorizing the travel when circumstances make the use
of a seat essential.

A standard Iower berth is allowed when night travel is involved but
superior aecommodations may be used on the basis of a statement by
the traveler on his voucher that, at the time the reservation was made,
a lorver berth was not available and that the accommodation used was
the lorvest available accommodation superior to a lower berth.

Air

It is the policy of the HHFA that persons rvho use commercial air
carriers for transportation on official business should use less-than-first-
class accommodations, instead of those designated 'fi.rst-class', with due
regard to efficient conduct of Agency business and the travelers' con-
venience, safety and comfort. In view of this policy the use of first-class
accommodations should be limited to the following instances: 2

(1) Regularly scheduletl flights between authorized. origin and
destination points provide only first-class aceommodations.

(2) Space is not available in less-than-first-class accommodations in
time to carry out the purpose of the travel

(3) An authorizing officer authorizes or approves the use of first-class
accommod.ations as necessary for the eonduct of the mission or for
reasons of the traveler's health.

(4) An authorizing officer authorizes or approves the use of first-class
accommodations for flights within or between foreign areas because less

1 See SCITR, sec. 4.9.
2 See SGTR, sec. 3.6.
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costly accommodations do rrot provide adequate standards of sanitation,
health or comfort.

Most domestic air carriers have a confirmed ticket pickup plan under
rvhich passengers are required to purchase tickets for confirmed space
within a specified time limit or the reserved space will be automatically
canceled.

It is the responsibility of travelers to keep themselves informed of the
provisions of the confirmed. ticket pickup plan of the airline being used.

Use of Domestic Airlinos

Employees shall use American air carriers for overseas travel between
the United States and a foreign country or between foreign countries,
except in eertain instanees where their use would not be feasible or
economical, or where payment for the transportation can be made in
currencies of certain foreign eountries listed in Appendix I (Revisetl)
to the Standardized Government Travel Regulations issued by revisions
to Bureau of the Budget Circular No. A-7, Revised.

Bus

Travel by bus is commonly cheaper than travel by rail or air and
should be used when it does not add excessively to travel time.

Ship

fnstructions about travel by ship are in sections 3.6 and 12.11 of the
Standardized Government Travel Regulations.

EXTRA-FARE IRANSPORTAIION

Extra-fare transportation is travel in trains or airplanes for which
the earrier makes an extra charge above normal first-class fares in
consideration of superior service or comfort.

No special approval or authorization is required when the cost of
travel by extra-fare train or airplane, taking per diem and salary
into consideration, does not exceed the cost of travel by regular-fare
transportation. Per diem savings are determined. by deducting the
amount of per diem incurred by extra-fare transportation from the
amount that would be payable if regular-fare transportation were used..
Salary savings are computed, on the basis of daily salary, for the hours
of cluty the traveler is enabled to be at his officiai station, through the
use of extra-fare transportation, during which he would have had to be
ar'vay from his offfcial station if regular-fare transportation were used.
Less than a two-hour saving in any one day may not be claimed.

Use of extra-fare transportation at excess cost to the Government
should be approved and authorized, in advance, on Form H-25, Trauel
Order-Request and, Authorizatioer. 'When sueh approval and author-
ization is not secured in aclvance, the traveler will be held personally
Iiable for the excess cost unless the need for the use of extra-fare trans-
portation is fully justified and approval obtained from the authorizing
offieial.
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TRAVEL BY GOVERNI\AENI-OWNED OR RENIED AUTOMOBII.E

Occasionally, employees are authorized on Form H-25,'Iraael Ord,er-
Request and, Authorization, to travel by Government-owned automo-
biles, or by vehicles rented in lieu thereof. In these instances, the use
of such automobiles shali be restricted to the execution of the official
business indicated in the authorized Form H-25. As used. in this pro-
cedure, a Goyernment-owned or rented automobile shall mean a vehicle
obtained from a General Services Administration motor pool facility,
whether it be a General Services Administration motor pool vehicle, or
a vehicle furnished by the General Services Administration from a
commercial rental agency, and trip ticket shall mean GSA Form 312,
Dailg Motor Vehicle Tript Ttclaat, or the rental agency document indicat-
ing terms and conditions of the rental agreement.

Upon completion of travel performed by this mode of transportation,
employees shall secure a completed copy of the trip ticket which is
furnished when the automobile is returned to the General Services Ad-
ministration Motor PooI or rental agency. The trip ticket will show the
beginning and. ending speedometer readings. Employees who do not
expect to submit a claim for reimbursement (Trauel, Voucher, S.F. 1012)
of expenses incident to such travel shall forward the applicable trip
ticket immediately to the Administrative Division. Employees submit-
ting Trauel Vouchers shall attach the copy of the trip ticket thereto and
shall include the following information on their vouchers:

(1) A description of the automobile;such as, the make and model
and the license number.

(2) The beginning and ending speed.ometer readings and the starting
and ending time and date between each point of travel.

(3) The beginning and end.ing speedometer readings and the starting
and ending time and date(s) for travel performed in and around
the place(s) of destination.

This information and the eopy of the appropriate trip ticket will
enable the Administrative Division to (1) establish the liability to the
General Services Administration for the use of the vehicle, (2) cross-
check the mileage readings on the trip ticket with those on the related
Traael Voucher and (3) account for the use of Government-owned or
rented vehicles by employees in travel status.

TRAVET BY PRIVATEIY-OWNED AUTO'I/IOBIIE OR AIRPTANE

Employees may be authorized to travel by privately-owned automo-
bile or airplane upon a finding by the offieial authorizing the travel that
such transportation is more advantageous to the Government than
transportation by common carrier. Such a finding may take into account
the more expeditious transaction of Government business, economies
resulting from transporting t'lvo or more Government employees to a
common destination, and similar factors. No finding of ad.vantage is
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required if reimbursement is limited in the travel authorization to the
cost of the travel, incluiling per diem, had it been performed by common
carrrer.

The Regiorral Adrninistrator is authorized to fix a rate of reimburse-
ment for travel in a privately-owned automobile calculatecl to cover the
actual costs of operation, but not more than 8l per mile within the
continental limits of the United States (12( per mile in Alaska, Guam,
Hawaii, Puerto Rieo, and the Virgin Islanris) ; nor more than 121 per
mile in a privately-owned airplane,

In additiou to the per mile rate for automobile travel, the traveler
may claim actual ferry fares, automobile parking fees, and bridge,
road, and tunnel tolls. All other expenses of the operator are covered
in the mileage rate.

The traveler must show on his voucher covering travel in a privately-
owned airplane the take off and landing times. Mileage for the use
of the privately-orvned airplane shall be determined by multiplying
the actual elapsed time in the air by the rated. cruising speed of the
particular airplane. Any unusual conditions or circumstances which
influence elapsed time in the air shall be explained.

USE OF GOVERNMENT TR.ANSPORTATION REQUESIS

Travelers may either (1) pay cash for ofiffcial passenger transporta-
tion in amounts of $15 or less, plus Federal transportation tax, and
obtain reimbursement from the Government for such cash payment
(receipts for such cash payments are not required) ; or (2) use United
States of America 'I'ransportation Requests for official passenger trans-
portation in amounts exceeding $1. Oash payments should ordinarily
be made when the amounts involved are $1 or less, plus Federal trans-
portation tax (receipts on such cash payrnents are not required).1

Transportation requests shall not be used. to procure taxicab, airport
limousine, intra-city trartsit, or so-called "drive-your-self " type or
other for-hire automobile services, or as payment for toll road or toll
bridge charges.

On request, the Director, Administrative Division, will issue suf&-
cient United States of America Transportation Requests to complete the
travel authorized by individual trip authorizations. Books of trans-
portation requests may be issued" to employees whose duties require
frequent travel.

When trausportation requests are issued individually, the issuing
of6.cer is responsible for maintaining accountability for them. Requests
that are not used because of cancellation of travel, change of route, or
other reasons, shall be marked. "VOID" and returned to the issuing
officer promptly.

'When 
books of transportation requests are issued, the issuing officer

will obtain a receipt from the traveler on Form }J-206, Receipt for
U.S. Gouarnment Transportation Requ,ests. When the employee to

l See SGTII,, sec. 4.2.

Poge 4 lr/5/64



Modes of Trovel ond Accommodotions Authorized 4-3

whom a book of trausportatiou requests has been issued has used all the
requests in the bool< or has no further use for any remaining requests
or leaves the Agency, the book and any unused transportatiorr requests
must be returned promptly to the issuiug officer. Final salary checks
cannot be released to employees leaving the Agency until all unused
transportation requests issued to them have been returnecl.
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Section 4

TRAVET EXPENSES

Employees in travel status are authorized a per diem in licu of sub-
sistenee and. other personal expenses involved in trayel.l

PER DIEM TOR TRAVEI. WIIHIN IHE CONIINENIAT UN]IED STAIES

For travel within the continental limits of the United States, the
Itegional Administrator is authorized to fix a rate of per diem in lieu of
subsistence. The maximum rate of per diem is fixed by law at $16 per
day; however, the rate set shall be less than the maximum rvhenever
consistent with the actual expenses of subsistence.

Regional Administrators shall establish, subject to Central Office
approval, regulations fixing the per diem rates for travel by employees
under their jurisdiction. Per diem rates so established shall not exceed
those which would be fixed under the following criteria:

(1) $14 per diem for recurrent travel to or within an assigned area
or group of localities within the regional bound.aries, exeept where
a higher rate is justifietl and approvetl by the Regional Administra-
tor or his designee, or where the travel is performecl in an area
designatetl by the Regional Administrator as a high cost area.

(2) $12 per diem for continuous duty in excess of 30 days at any
one temporary duty station, except where a higher rate is approvetl
by the Regional Administrator or his designee in unusual cases
where the necessary expenses of the traveler will exceed $12 per
day.

(3) $16 per diem for all other travel.

When lodgings or meals are furnished (either directly or indirectly
through payment of registration or other fees) by the Government,
the Regional Administrator shall reduee the rate normally paid for
that portion of the travel periotl. Generally, the per cliem rate will be
reduced 35 per cent for each night's lodging and 15 per cent for each
meal.

For travel wholly rrithin a calendar day, no per diem will be allowed
'rvhen departure is after 7:30 a.m. antl return is before 7:00 p.m.

The maximum rate of per cliem shall be fixed at $8 then travel does
not require overnight loclgings.

1 See SGTR, sec. 6.
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PER DlErlrl FOR TRAVEL OUTSIDE IHE CONTINENTAT UNIIED STAIES

For travel outside the continental limits of the Urrited States, the
rates of per diem are established in Appendix I of the Standarclized
Government Travel Regulations issued by the Bureari of the Budget
under Circrilar No. A-7, as amendecl, and in the Standardized Regula-
tions (Government Civilians, Foreign Areas) issued by the Department
of State. The rates of per diem set by these agencies are maximum
and shall be lowered whenever consistent with the actual expenses of
subsistence.

The per dienr rate shall be reducccl not less than one-quarter for
continuous duty in excess of 30 tlays at any one temporary duty station,
except where a higher rate is appro'r,ec[ by the Regional Atlministrator
in unustal eases where the necessary expenses of the traveler rvill
exceed the reduced amount.

'When lodgings or rneals are furnishetl (either tlirectly or indirectly
through payment of registration or other fees) by the Government, the
per diem rate shall be reduced. for that portion of the travel period.
Generally, the per tliem rate will be reduced 35 per cent for eaeh
night's lodging and 15 per cent for each meal.

For travel rvholly rvithin a calenclar day (1) no per diem rvill be
allou,ed when tleparture is after 7:30 a.m. and return is before 7:00 p.rn.,
and (2) the lower per diem rate will apply in travel between localities
having different per diem rates or in travel betv'een a loeality and the
flnited States.

The maximum rate of pcr diem shall be fixed at not more than one-half
the maximum established per diem rate $,hen travel d.oes not require
overnight lodgings.

PER DIEM FON PERSONS SERVING WIIHOUI COMPENSATION

Persons serving without compensation may be allorved not to exceed
$16 per day in lieu of subsistence for each day or fraction thereof in
excess of 3 hours while en route and at their place of service or em-
ployment. Travel authorizations coverinq the travel of persons serving
'n,ithout compensation will be issued by the Division of General Services
of the Central Office.

TAXICAB FARES

Taxicab fares, not in excess of $6. plus tips, from comlnon can'ier
or other terrnirra,l to either pinco of abode or place of business, or frorn
either place of abode or place of business to eommon carrier or other
terminal may be claimed. Tips of 101 are allowable where the fare is
$1 or less, or 10 per cent of the fare, inereased to the trext multiple of 5l
'where the farc oxeeeds $l.

fu lieu of tlre usllal taxicab fares allotvecl a traveler goirrg from
either his place of abotle or place of business to a terminal or from
a terminal to either his plaee of abode or plaee of business, payment
al 10@ a mile rvill be allorved for the rountl-trip rnileage of a privately
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ownecl automobile used by a traveler provided (1) the amount does
not exceed the usual taxicab fare, plus allowable tip, for a one-rilay
trip betu'een such applicable points and further provided (2) the
amount for the round-trip mileage of the privately owned automo-
bile used by the traveler instead" of a taxicab does not exceed $6.

The limitation of $6 does not appiy when the use of a taxicab would
qualify for approval as a special conveyance under sec. 3.4, Standard-
ized Goverument Travel Regulations.

OIHER TRAVET EXPENSES

Travelers may be reimbursed for necessary expenses of travel which
are not personal, and u,hich are not therefore covered. by per diem in
lieu of subsistence.

Receipts in support of claims for expenses other than for subsistence
are required, when practicable, for items in excess of $5.

REIMBURSEMENT OF ACIUAT SUESISTENCE EXPENSES

The Travel Expense Act of 1949, as amend.ed, authorizes reimburse-
ment for actual subsistence expenses v,hen due to the unusual eireum-
stanees of a travel assignment the maximum per diem allowance woulcl
be much less than the amount required to meet necessary subsistence
costs. The maximum amount is (a) for travel within the continental
United States, $30; antl (b) for travel elsewhere, the sum of the
maximum per diem allowanee officiaily authorized. for the locality in
which the travel is performed plus $10.

Travel on an actual subsistence expense basis will be restricted. to
those instances where necessary subsistence eosts are unusually high.
Hotel accommodations constitute the major part of subsistence expenses.
Therefore, travel on an actual expense basis will be authorized or ap-
proved only when it is established by the traveler that (1) he has no
alternative but to incur hotel costs whieh would absorb all or practically
all of his maximum per diem allowance, and (2) other reasonably
necessary actual subsistence expenses would result in total costs exceed.-
ing the per diem allowance by not less than 25 percent.

Actual subsistence expenses may be authorized or approved for
amounts not more than those stipulated above or any fraction thereof
while in travel status. Reimbursement is in any event limitetl to the
amount of the subsistence expenses actually ineurred. The reimburse-
ment voucher must itemize the amounts spent daily for (1) lodging, (2)
meals, and (3) other subsistence expenses. Any arnount in excess of $5
must be itemized separately and. receipts must be obtained whenever
practicable for items costing more than $5 (other than meals and tips) .

fn a[ cases, receipts must be obtained for lodging.
The procedure followed in authorizing or approviug traveL on an

actual subsistence expense basis is outlined in Seetion 4-2 of this Volume.
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TEAVE STAruS DURING IRAVET

Occasionally employees may be authorized for their eonvenience to
take leave of absence during a period of travel; conversely, an employee
on leave may be orderetl to temporary duty and travel status during
a period of leave, antl thereafter return to leave status or to his regular
post of duty.l

The general principle governing payment of travel costs and per
diem in lieu of subsistence in such cases is that the employee should
neither gain nor lose by reason of the circumstances. Ilowever, when-
ever possible in such cases, the traveler should consult the Director,
Administrative Branch, in advance to assure that he will observe the
requirements which are applicable in the circumstances and thus avoid
inadvertent personal loss.

1 See SGTR, sec. 6
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Section 5

TRAVEL ADVANCES

Standards aud procedures for the aclvauee of funds for offieial travel
and employee transfer expenses and for recovery of sueh advances are
prescribed in Section 13 of the Standardized Government Travel Il,egu-
lations and Executive Order 9805, dated November 25,7946, as amended.
The provisions of the cited regulations, as implemented by 7 GAO 5310
and 5320, are ineluclecl herein, togethcrrvith related administrative
polieies.

RESPOI{SIBILIW FOR TIAKING AND ASSURING RECOVERY OF ADVANCES

Regional Administrators are authorized to approve advances of funds
and to take sueh aetion as is required to assure that funds so advanced
are reeovered. Such authority may be red.elegated. by the Regional
Administrators.

Functional responsibility for making arlvances of funds for official
travel and employee transfer expenses ancl for assuring reeovery of
such advances should be placed in the Administrativc Branch.

ETIGIBIIIIY TOR AND PURPOSE OF ADVANCES

Any employee who is authorizecl to perform official travel at goveru-
ment expense, or to ineur expenses inciderrt to a transfer from one
offieial statiou to another, is eligible to reeeive an advance of funds
(subject to the limitations set forth in his tra,vel authorization and as
provided. below under the heading Computation and Approval of Travel
Advanees) to defray the anticipated out-of-pockets costs which he
otherwise would be required to bear from personal funds pending
reimbursernent of sueh expense.

SECURIIY REQUIRED FOR ADVANCES

In aeeordance u,ith the governing regulations, the arnoulrt of art
employee's salary earned but not yet paid, accrued annual leave, and
the amount of his credit in the Civil Serviee Retirement and Disability
Fund, are available as security for travel advanees. However, if an
employee requests an advanee, the amount of which is in excess of the
security so provided, a surety bond or other seeurity sufficient to fully
protect the Government's interest shall be obtained. The Comptroller
General has ruled that the eost of surety bonds obtained for this purposc
shall be borne by the Government.

APPUCATIONS FOR IRAVEI. ADVANCES

In all cases where an ernployee desires art aclvance of funds, he shall
exeeute Standard Forrn 1038-Revised, Applr'cntion and Accottnt for
Ad,uance of Funds. The number antl clate of the Trauel Oriler, I'orn
H-25, authorizing the travel, or travel and transfer expenses, for rvhieh
the advance is requested ancl the amount appliecl for shall be sho'r,vn

on the applieation, rvhieh shall lre signed by the employee. In those
cases where a surety bond is required, the name of the surety antl the
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date of execution of the bond, shall be noted ou the application. If the
employee desires to have the check mailed to hirn, he shall indicate the
mailing address on the application; otherwise, it wiII be assumed that
the employee desires to have thc check delivered to him at his office

through the messcnger service. The signed application shall be sub-
mitted to the Administrative Branch.

PROCESSING OF IRAVET ADVANCES

After approval of the applieation, a Standard Form 1L66, "Vou,cher

anil, Scheilule of Paymenfs, shall be prepared, certified and submitted
to the Treasury Regionat Office for issuance of a check. As prescribed
in 7 GAO 5320.20, the words "Travel Advance per Authorization
No. 

- 

dated 

--7, 

shall be shown in the Bureau
Voucher No. column of S.F. 1166. For the processing, numbering and
filing of Vouchers and Schedules of Payments, referenee should be made
to Section 7-1-5, Volurne V.

COMPUTAT]ON AND APPROVAI. OF TRAVET ADVANCES

Each application for an advance of funds (S.F. 1038-Rev.) will be

reviewed in thc Administrative Branch, and determination made as

to the appropriate amount for approval, in light of the applicant's
Tra.uel Order and the limitations established by regulations and adminis-
trative policy, as follou's:

(1) The amount of the advartcc shall be bascd on the estimated per
diem and/or mileage allorvanceq and ineiclental expenses for
which the employee will be e'ntitled to reimbursement under his
travel authorization, taking into eonsideration the probable
duration of the travel and the time that will elapse before receipt
and payment of his Trauel Vouch.er, Standard Form 1012-Re-
vised. In case a transfer of official station is involved, there may
be included in the advance that part of the estimated cost of
shipment of the employee's household goods and. personal effects
for rvhich the Office of the Administrator will be responsible, such
amount to be determined lly the General Services Brarrch. The
cost of transportation to be procured by or for the employee on
Unitecl States of Amcrtca T'ransportation Requests may not be
included in computing the total amount of advance, although an
allorvance rnay be made for the estirnated cost of necessary taxi
fares arrd ineidental expenses allorvable under the Standardized
Govemment Travel Regulations, as amended, if it appears that
the employee will incur such expenses.

(2) An advance to an emplol'ee holcling an individual trip order

Pose 2 7/17/sa



Trovel Advqnces +5

shall not be approved in arr amouut u'hich exceecls the cstimated
eosts of travel for the period authorized in the ortler.

(3) An atlvance to an employee holtling a blanhet travel order shall
not be approved in an amount rvhich exceeds the estimated
expenses for which the employee rvill clairn rcirnbursement on
lris next periotlic Trat-cl Voucher.

Emergency Trovel Advonces

Emergency travel advances, rvhich are limited to a maximum of $50,
rrill be approvecl for payment in cash from fmprest tr'unds only in those
instances u'here travel orders are received too late to permit processing
a Voucltcr ancl Scheclu,le of Paglmenfs through the Treasury Regional
()ffiec for issuance of a check prior to departure of the traveler. fn such
cases, tlre cnrployee-applicant shall prepare a Trauel, Voucher (5.F.
1012) as illustrated in Exhibit A or B, as appropriate. This shall state
that payment is required from Imprest Funds. The original and one
copy shall be submitted to the Administrative Ilranch, together with the
signed. Application and Accou,nt for Acluanca of Fund; (S.F. 1038).
An Authorized Certifying Officer must indicate approval of the amount
to be clisbursed by signing in the spaee provided on the form.

The employee-applicant shall preserrt the approved. original I'raucl
Voucher and one copy to the Cashier in the Administrative Branch and
shall aeknou,ledge receipt of payment by signing in the space provided
on the form. If the Truuel Vou,cher is not presented in person by the
applicant, the Cashier may make payment to a representative of the
applicant, provided the applicant ]ras executed the receipt for payment
prior to such presentation.

RECOVERY OR REPAYMENT OF TRAVET ADVANCES

Amounts advanced to employees for travel, or travel ancl transfer
expenses 'lvill be repaid or will be ,recovered promptly when the need
for such aclvanees has ceased, in accordance with the following
standards:

(1) An arnount advanced for the expenses of a particular trip
authorized by an individual trip order will be recovered imme-
diately upon conclusion of the travel and the submission of the
employee's Traual Vouch,er claiming reimbursement for the re-
lated travel expenses.

(2) An amount advanced for ttansfer expenses will be reeovererl
upon conclusion of the shipment of the employee's household
goods aud personal effects and the subrnission of his Tra'"-cl
l'ouchcr r,laimiug rt,inrburserncnt for the autholizerl ttansfol
('xpens0s.

(3) An emplo;'ee rvho is in a rnolc. or less contiuuous travel status
rnay be permitted. to retain a travel advance as long as it is
anticipated that the official travel required of hirn will justify

lO/lO/52 Poge 3
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the amourrt, of tlre aclvartce. Accordingly, att aclvance to an
employee to rvlrorn a blankot travel order has been issuecl, or to
rvhom frerlut-,nt individual trip orders are issued, may be con-
tinued without recovery until subrnission of the employee's final
TrauclYouchtt', providecl such travel order evidence of the need
for continuous tral'el is on file in the Administrative Branch
and the employee is submitting periodic Trauel Youchers.

(4) If a trip for u,hich an advanee tas made is cancelled or indefi-
nitely postponed, as evidenced by a notice of eancellation of the
travel order or ad.vice of postponement of the authorized. travel,
the amount of the advance shall be repaid. promptly by the
employee.

(5) If an employee to whom an advance was made is separated for
any reason, prompt administrative action shall be taken to assure
recovery by withholding the employee's final salary payment
until he is cleared of the indebtedness, in aecordance rvith the
provisions of Section 2-4-3.

Recoveries of travel advances will usually be rnade in connection with
settlement of the related Trauel Voucher, by deducting the amount of
the advance from the amorurt otherwise payable as reimbursement to
the employee. If the advance exceeds the amount of the voucher, the
difference shall be repaid promptly by the employee.

Page 4 to/to/62
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EXHIBIT A

sNDllD pu No. l0rr TRAVEL VOUCHER

(C1ve organizatlonaL uDit, offlce o!

oaOT IoATE) lslcN^ru$oFPAtEt)

rcINS OF TMVEL

" Cnhld tutu|. Pzr*.t @ @4, bt tut h ^.'t&.
wxEh

AWROVED (Srl)dilao .d .tk aplbt'L urd ryrnr')

SLtSr* 

-CUSIfISTTON //rr'ar..ho. ,,bt hril k 'ka,, ohc dzr6.ttil), a?tn,tt)

' Ahku.nil! for to||ru. &.!hdrdr Mt, mrnn .oD, DR. ax!'q 
^w. 

C[..on..rrmrnr. 6R. kJ,oon DSR- du]l.r rnrl. rNm. RN. ('on(G,
Di^|. dutk! ntn.n., AX \ryk ft.uaDq (rtr La. lo,( hd. U6. !r, knh. LA-UB. [!.r.a! urFr &ilh. S. *n

.rlRAtl)UtINTCLAIM-f,h'6dr"n.l.^r.h'..n.rF.r.n\@nir4rt\rr.'Lru(.{rh,.L,mrretr\(:.r{rrrJ.rrr.r{h,.rrr.u,rvmr.
6a lrro{ o.,oF mh.d r., n{ n(. rhrn, F.h or Fh (13 U sC 2._.,r' l,nr,

]'RAVEL ADVANCE
6*u.ruB I r

e*,n, oU.Dpr".iL 
i '-" 

" * 
*

l$utNc
TICKTT

Pay!€
lor 6

Out

Add

Tot

EIiERODNCI

rt fr@ I[
lYaBce uni

rtanding

LtlonaL

rl outstar 1i.g

lBAVI

p!e6t
e! trr

ls requlred
authorlzation:

$ ru.u

vi.*

$ x*.v*

DlFfLnfNcs
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EXHIBIT B

fNDlf,D mnM NO ror, TRAVET VOUCHER

EOUSING A],]D EOMO FINANCE AGEIICY

James R. SDith

(Glve organlzationef uLt, offlce or
and actual location

rO8 fuVEL AND EXPEN5ES

2/261

488 (DTTLT (5ICN^ruREOFPA)'TEI

rcINE OF TMVEL

" Cat4d torat Pz)nat a/ o.att trt nrt &.n ladad
&OUNT
EXIN@IX

s
APPRO\ED (5,?dnta and iltnl.pntatt ilil lqrnd)

cntitd @at na tu.N /,1 ti\nd'

ifl[?,. *

' Abk.frrn, nn h,lrnrn x.iil,noJnDn! MR mrr( 
'ooN, 

DR, dLrna mm Cp..ompril6.nr, BR &Jn'm. DSR. dupki niltt. I
ORMJutk\n^m(n. lAr,,rn&^h.UB.urBr[nh.LB-!U.roq€r3nduFrr*iih.5in

"rn^tjl)!llNTCrAlM-F?hL6<rDnol/ntr.o,nln.xFnn^.ounrror[!ifoil.nu'.ofrh.(Lhl]3LrSC rrr{)'iJm)rr.1ut,n:i^.olnorhd.
6r tro mo o, mf rrormcnr i, n!! morc rhrn I r.i^ or tuh ( r3 U S a lai.,r' tort )

TRAV€L ADVANCE

lr l9 - <
12 9-

TICKfT

Payfi
io!

0u

lie

fo ,al outsta

@s

;atandlnB

rot f!@ f
rd,vance un

:d1ng

r 1BAV

lp!est
Ier tr

Fuad 1s requlred
authorlzatlon:

None

--.@

lo/to/52



'l

Adminlrtrotlvc Practico Hendbook-ficld Scrvicc
Porl ll. Trovo! cnd Tronrporlotlon

4-6

Section 6

SUBAiISSION OF TRAVEL VOUCHERS

Vouchers for the reimbursement of travel expenses shall be submitted
to the Administrative Division on S.F. 1072,Iraael, Voucher, in original
and two copies. S.F. 1012a is used for the copies.

,trilE or suEilrssroN

Employees making occasional trips shall submit vouchers promptly
on the completion of travel.

Employees traveling frequently or continuously shall submit a single
cumulative voucher each month, or as soon after the end of the month as
they return to their headquarters.

ADMINISIRATIVE APPROVAT OF IRAVET VOUCHERS

In all cases, S.F. 1012 shall be sigued by the traveler and approved
by the official who gave administrative approval for the travel. The
use of first-class accommodations for commercial air travel if not
included on the travel authorization shall be specifically justifietl on
S.F. 1012 to insure compliance with the policy set forth in Section 3
of Part 4. Also any unusual claims or charges not covered in the travel
authorization shall be fully explained on the voucher or in attachments
to it, and the voucher presented to the authorizing offieial for approval
prior to payment.

t2/29/61 Pogo I
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Section 7

REIMBURSEMENTS FOR IAXICAB FARES

Government employees may be reimbursecl for taxicab fares incurred
while on official business within their official station. It is the
policy of the Office of the Administrator that employees may use taxi-
cabs in lieu of public transportation only u'hen their use can be justified
as advantageous to the Government. Rcimbursement may be allorved"
for actual fares plus tips to 10 eents, rvhere the fares are $1 or less, or
10 percent of the fare increased to the next rnultiple of 5 cents when
fares exceed $1.

APPROVING OFFICIALS

The Regional Administrator, or his designees, shall submit to the
Cashier, Administrative Branch, a completed Au,tltorization anil Signa-
ture Ca,rd for each employee in his organization tvho has been authorized
to approve the use of taxicabs. Form H-242 rvill be adapted for this
purpose. Use of a taxieab cannot be justified as advantageous to the
Government lvhen Government transportation is available.

PROCEDURE FOR OBTA]NING REIMBURSEIIAENT

Each employee who uses a taxicab on official business shall keep a
record. of the date or dates of such use, places of departure and desti-
nation, fares, and tips, on S.F. 116t1-Revised, Claim, f or Reimbu,rsement
f or Drpenditures on Official Bu,siness (Exhibit A). If the fare claimed.
for any one trip exceeds the charge for one person, the number and.
names of the additional persons accompanying the claimant shall be
shown following the applicable fare. Once each month the claimant
shall date and sign the form in the space provided therefor, certifying
that the claim is correct and proper, and present it to thc approving
offlcial, v,ho certifies that the travel v,as advantagcous to the Govern-
ment by dating, signing and inserting the total amount claimed in the
space provided for his signature. If thc claimant is an Authorizing
Officer or the designee of an Authorizing Officer, he shall sign in both
of these spaces. The claim shall then be presented to the Cashier. If
the claim is presented in person by the claimant, he shall acknowledge
receipt of payment by signing in the Payment Received block, lower
right-hand corner of the form. However, if the claim is presentetl by a
representative of the claimant, the person actually receiving the cash
shall sign in this space.

t0/to/62 Poge I
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EXHIBIT A

Scdd t6 No llff CI.AIM FOR REIMBURSEMENT FOR

EXPENDITURES ON OFFICIAT BUSINESS

Voucher No. 

-

FOUSINd AND lIo[rfE AGDIICY

claimant John B' BBlth

Tyr of exrnditurc: (Check)
(a) tsal Travel: 'E (r) Tclephone or Tel.sraph: E

{Indiar€ on lines b€low, by usiog applicable lener, the tyF ofexpendilure)

s $ $

Enter the !16ce at rhlch the taxlcab tas Enter aEou lt of 'are, tlp
b@rded and the destltrat Lon and total rhount pata

$ E $

Misellan€ous exp€ndiruresi {Specify,n derail)

$

I c€rtify lhai lhis claim is.orrec( and proper and
that paymenr or crcdir has noi b.en received.

Ltlot a^4* B,-S-";d-'tb.h) (/ \trMtu(oltktmnt

Approvcd, as advantageous to rhc Covernmcnr,
for l-
\/to (;-t^^ -n- C.-R--

tDdb) (Apptotryoie)

ACCOUNTING CLASSIFTCATION Pursuanr to authorily v€srcd in m., I ccrrify that
this voucher is correct and prop€r for payment ;n lhe

(D&) ( A ut 

^an..d 
C.il tl ns ofi..t )

P.id by checl No.-

'Ul.a.btar i.ad. .i.,r. lil N 1u,,dn th. nrila aJ o&hoadt p.Bo,! ort,OorynC 4d,ilont ntt b. rhou,n latil,t\c dtphtobh
1d,.. Ifpn'.t.,utoaoht.t'dtt,tadrot?rF.doa.u,.o&n!tath.gnilngoad.ndoJb+,undntutunnt,.f,ani,aild,.1a, t.!l.dt1b.
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.HANDTINO OF C1ASSIFIED DEFENSE INFORXIATION

t-l

Order No.
in the fieltl

lBotoltAt nEsPoNSrltuw

a 18 r.R. 7049.
I The former Bestricteil classiffcation has been eliminated. This should not be con-

Regional Representatives are responsible for the administration of
these instructions within their respective jurisdictions.

NEOIONAT DOCUIIENT SECURITY O;FICER

Each Rcgioual Representative shall designate himself or some other
employee under his supervision as Regional Document Security Officer.
The Regional Document Seeurity Officer shall be responsible for a6si$t-
ing the Regional Representative iu the administration of this Section
and for carrying ott, under his direction, tho functions specifically
assigned to the Document Security Officer herein. The person deaig-
nated a"s Begional Document Security Officer shall havo been cleared for
aceess to classiffed defense material. A copy of eaeh such designation
shall be furnished the OA Document Security 0fficor. I

CI.ASSIFICATION CAIEOORIES

Information which in the itrterest of the national defense must be
protected against unauthorized disclosure will be classified in one of
threo categorie*-fop Secrgt, Secret, or Confid,ential-x defined be-
low. No other designatiou is authorized. for classification puryoses,
exeept as expressly provided by statute.2

(7) Top Becret. Except as may be expressly provided by statute,
the use of the elassification Top Secret shall be authorized,
by appropriate authority, only for defense information or
material which requires the highest degree of protection. The
Top Secret classifieation shall be applieil only to that informa-
tion or material the defense aspect of which is paramount,
and the unauthorized diselosure of which eould. result in
exceptionally graye damage to the nation such as leading to a
deffnite break in diplomatic relations affecting the defense of
the United States, an armed. attack against the United States or

, fu allies, a. war, or the compromise of military or defense

fusetl with the term "Restrictetl Data" as
Augrst 1, 1946, as amendetl, the hantlling
Ortler No. 10501.

./2t/5.

deffnetl . in the Atomic Energy Aet of
of .which is not afectetl by-bxecutive

Pogo I

for of ofrcial
unauthorizeal dis-

to Executive
such inforrnation
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(2)

tiveness of a
nstional
fenso plans,
to national
ligenee operations.

defense, or information revealing important intel-

(8) Confi,ilentinl., Exeept as may be expressly prcvided by statute,
thc uss of the elastifieation Confidnntial shall be authorized,
by appropriate authority, only Jor defense information or
niateiiat ihe unauthorizdd dirclosuru of whieh eoultl be
prejudicial to the defonse interegtr of the nation.

A|IHOT}TY IO CTATTI?Y

The Eoruing and Eome X'inanee Ageney is not authorized to orlginate
the olassiffcstion of ofleial infonnation. Such authority ts limited by
Exeoutive Order No. l05ol to agenciee whieh, beeause of their national
dofenee mgporsibtlitleB, have been qeeifleally derignated for thls pur-
pose by the hesia&t. 'When, ho*evcr, inforrnation made avoilable
to the HIIFA has bann ortginally clasgined by another ageney, the
elassification assignetl such information shall be maintained by the
EEFA.

Should a fleld serviee employee originate information or material
appeering to require classifieation und.er one of the deflnitions given
above, he shall pmteet it aeeording to the procedure prescribed for that
oategory of classiffetl defense information into whieh it is believed
to fall and shall transmit it immediately to the Regional Document
Security Officer. 'When the department or agency which has a direet
official interest in the inforrnation has a loeal installation which has
authority to elassify defense material, the Begional Document Security
Offieer shall refer the matter to that installation for appropriate aetion.
Wllen this is not possible, the Regional Document Security Officer shall
obtain the atlviee of the OA Document Security Officer, who will resolve
the question of elassification with the department or agency which has
both the authority to classify the material and a direet oftcial interest
in the information it contains.

DISSETIIINATION OF CTASSIFIED INFORiAATION

Each employee is intlivitlually responsible for the maintenance of
security and proper handling of classified information in accordance
with the instructions in this Section, no matter how the information
was obtained.

No employee shall knowingly accept Confitantinl, or Seoret infoma-
tion unless he oecupies a position which has been tlesignated as sensitive

?ogr 2 1/2Clg
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in'a0eordahcri with the proeedu?es.€dtablishoA in,sectiorr 2-L-2. No em-
.ployoeshall knowingly aceept Top Secret information unless he oceupi6s
a position which has been designated as sensitive th- accordanee with
the procedures. estgblished in Sectiop 2-71 and, ip addition, has. been
speciffcally authorized by the Administrator tg have aeeess to. such
material and has been so advised by.memorandu r from the Personnel

Nq employee shall tlivulge classified informatjon to another Agency
eurployee until he has verified by reference to the list of sensitive posi-
tioas or by contacting the Begional Document Security Ofrcer that the
reeipient has been cleared for security purposes, and then only when
the employee to.whom the inforr-ration is,to be given requires access
to such information in eonnegtion with his assigned ofrcial duties.
When the Regiona[ Docggrept Seeurity Ofrcer is unable to determine
Ioca-lly whether an .A.g€ncy employee has been eloared for security
purposes, he..sh6ll request advice:of tbe.OA Document Seeurity Offcer.

Dirrcrninolion To Orhcr .Fodcrat Agoncior

Classified information shall not be tlisseminated to exeeutive ageneies
of the Government outside the IIHFA, except to the agency originating
the classification of such information, w.ithout.the conpent of tho, or-igi"
nating ageney. The Regional Document Security Ofrcer is responsible
for securing such conSent through the OA Document Security Offeer.
No employee shall transmit classified information to executive agencies
of tho Government outside the HIIFA, except to. tle agengy. priginating
the classification of sueh information without written evitlenbe from the
OA Document Security Offcer that eonsent has been given.

Dimmlnotion Odsidc thq Exccutivo Bronch

Classifietl informatibn shall not,be disseminated outside the executive
braneh of the Government without the consent of the agency originating
the classification of such information, even though the person or agency
to which dissemination of such information is proposed to be made may
have been solely or partly responsible for its produetion. The Regional
Document Security Officer is responsible for securing sueh consent
through the OA Document Security Officer.

The information shall be transmitted by Ietter, whieh shall be eleared.
by the Regional Document Security Officer, the OA Document Security
Officer, signed by the Administrator, and. transmitted through the OA
Archivist. It shall specify the assigned classffication, the use to which
the information may bo put, and the method to be used in returning any
classified documents. The following notation shall be placed on the
material and in the transmittal letter:

This material contains infom.ation afrecting the national defense
of the Unitetl States within the meaning of the espionage Jaws,
Title 18, U.S.C., Secs. 793 ar.d 794, the transmission or revelation
of which in any manner to an unauthorized persou is prohibited
by law.

Conferenccr

Clasified information or material aequired in eonferenee with em-
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ployees from othor ageuciee shsll not be.trunsmitted within the HIIFA
ercept in accordanee with the regulatisns oovering tho dissemination
of classified information

'When the OA sponsor! a conferelce at whlch cla$ified information
may be discussed or distributetl, a llst of the'participants shall be for-
warded in advance of the meeting to the Regional Document Security
Officer, who will secure inforrnation eoncerning tho right of the partici-
pants to discuss or receive such infomation. When sueh information
cannot be obtained locally, the Regiohal Document Seourity Ofrcer
shall obtain adviee from the OA Doeument Security Offcer. Specifie
approval of the Begional Document Security Oflcer shall also be ob'
tiined if the participants are to retgih elassiffed doeuments. In such
easesrthe Begional Doeument Security Offeeris resporlsible for seeuring
elearances speoiffed' in this Sectlon fol the dlssominatiotr of such ma-
terial end, if nocessary, for its rtpruduction. Thd OA gmployee roepon-
sible for the eonferenoe shall, imrnediately iafter the conTenence, furnish
the Regional Document Security Officer with an aecurate control record
listing"the document, the classification, the number of copies tlistributed,
and the rames of persons permitted to retain it.

Toh?hom Coovrerdom ond tdogrrrm

Classifled information shall not be iliscu^trsed in telephone conrrersa-
tions or transmitteil by electricpl means.

lolr or lldlrctlon to Gcrnprcrnbo

Any person who has knowledge of the loss or possiblo subjeotion to
eompmmise of classified information shall promptly report the cir-
eumstanees to the Reglonal Doeument Security'OffOer, *ho shall take
appropriato aotion, includiug.notifioation to the OA Documdnt'Seeurity
Offieer.

loprodrrrim cf Ghrl0rd mol.?icl

No employee shall rneproduce any classified material for any purpose
without writteu approval of the Regional Dooument Seenrity Ofteer,
which approval shall limit the number of copies to be made and specify
the purposes for which they may be used.

Before appmval is given for the reproduetion of Secret or Topt Secret
material, the Begional Document Security Officer shall obtain the writ-
ten eonsent of the originating offiee, when the material has been origi-
nally elassified by a loeal installation of another agency, or the OA
Document Security Offcer.

ACCOU]IIABIUTY FOR CIASSII|ED MATEIIA1

hcolpr of Gkrrtiod torcriol

Ctassified material reeeived. in the Regional Office shall be delivered
unopened to the Regional Do0ument Security Officer. 'When classified
material is delivered from another agency direct to an employee other
than the Regional Document Security Officer, the inner envelope bear-
ing the classffication marking shall be left uaopened, reinserted in the
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outer envelope and delivered by hand to tho Regional Doeument Security
Officer. A statement signed by the receivcr, giving the time and circum-
stances of receipt, shall be endorsrcd on the inner envelope.

The Regional Document Security Officer is responsible for maintain-
ing accountability and control of classified material while it is in the
Begion. Documents and the related attachments shall be numbered. for
identification, and each page and each copy shall be numbered in se-
quence. Form H-la, IVai.l ControZ, shall be used to record the assigned
number of the document, the clasification, a brief description of the
material, including attachments, the number of copies, ind the dis-
tribution to be made. A copy of Form II-Ia, shall be attached to each
distribution, and a pending copy retained by the Regional Doeument
Security Officer. An employee receiving elassified material from the
Regional Document Security Officer shall return a signed copy of
X'orm E-la to tho Regional Document Security Officer as a riceipt
for the material.

Top Secret documents.received in the Regional Office shall be de-
livered by the Regional Doeument Security Offieer to the Regional Rep-
resentative, who thereafter will be responsible for control of the ma-
terial including a record of the names of all who have access to it.

Irsnrfor. of Clorifcd tlorcriql

Clasified material rerouted within thc Region or transferrcd from
one ofree to another shall in all eases be safehanded through the Re-
gional Document Security Officer in order that the accountability reeords
may be maintaiued.

fronrrnirion of Clorificd l/lqteriol Ouhide the Ofrce of the Adminirtrotor or to OA
Ecld Oficer

Classiffed material, including any copies of such material, trans-
mitted outside the Regional Office shall in all cases be transmitted
through the,Rogional Document Security Officer in order that the
security clearance of the add.ressee may be verified, accountability rec-
ords maintained, anil compliance with the regulations relating to the
handling of elassified material insured.

Classified material, enclosed in unsealed, opaqlre inner and outer
covers, shall be delivered to the Regional Document Security Officer
by an employee authorized to have access to such material. The inner
cover shall be a wrapper or envelope plainly marked with the assigned
classification and address. The outer cover shall be addressed with no
indication of the classification of its contents. Form H-19, Request for
.$peoial, Mqildng, with the 'lRegistered" block checked,'shali be at-
tached if postal dispatch is recommendetl. A return receipt shall be
requested when classified material is dispatched by registered mail.
Form H-33, Special Messenger Seraice Card,, shall be attached if de-
livery by personal contact or authorized security messenger is recom-
aended. .In either instauce, Fonn I[-la, identifying the addressor, the
addressee, and the document, but containiug no classified information,
shall be prepared. A copy of this form shall be attachetl to the inner
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envblbire, which coiry win'be signeil by tke auttrsrized rcafuimt trtd
retufned to the Eegiorral''Docunretrt Security'offioer.

Classffied material transmitted to the Central Office shall be addressed
-to the persoh for'whorn it is irrtsntledl, Atten{ion': Od Arttrivist. The
Archivist will veri{y t'he seetrtity slearancvof xhe 'adihexsee rbefor.e

delivering the material

CUSf,bDY AI$D SATE(EEP]I{G O}'CtTIfiFtED iTAftIIAL

. The possession,ard use oX classifted .naterial shall be Iimited to those
plaees where the Regioual Docummt Seoucity Officer deterrmines t'hat
seoure storage and proteetion therefor, meeting the standar& pre-
scribed below, are svgilable.

Ihe Regional iDoeutnent iseeuity 0ffioer stsll checik fadilfties arral
for the stdrage of classffied:nateridl each wotft d4y antL dtrall"pasmrrdlfo
ascertain, or shall assure himself that when he is ntlt Tmserft"some
other employee who is iauthor,ized'to ,hgre,&oG€ss .to olaseified .maf,crial
{ri'Il asaertain, that the dtorage faoi}ities are properly seettred.at 'the
close of busines.

Use of Clqsifcd ,llstc]icl

Daily operations should be performed in a 'Iudho idC0h will cn-
courage security praetioerto becorne-roftine. l'.I]re ;Pagioilil Dooument
Security Offieer rihall make frequent spot.ohecrhe rto tnrnre that,cermiff
praetiees are being 'routinely rfollomd.

Office rooms where classified doeuments are in use shall not }e leTt
unattended hy persons clcared for access .to classified material at ar-1y

time during the working day unless all classiffed material is Jmkeil.in
proper stnrage faeilities.

Classified documdnts ishall'ndt 'be'erpose{l in a mahner whieh rtufld
permit casual reading by a visitor. Vtsitors'$hall:nUt jbe left'aloee-vil?h
classiffed documents even'for a.brief irtteryal. This areeautibn'appfies
equally when repaitthen, the dha? foree, 'or othdr ser*iae em.ployees
enter an office.

In the event of a firc alaim, 'air-raid. dla-rrn, or.upon rthe announee-
ment of another similar emergercy, employees dhrill immediately store
classified ,material in the ,proper storage faciliiies -antl seounely loik
thern before leaving the offiae.

Clasdtfi€d'docurnurts shdfl ]be return€d to,storage ]bdlorc' the {lose ^of
'bulrress'each day.'The tegional Docrtonedt'suamiity'.ffiu* -drflI be
.resptirrsitile for exarnirrirqg sush:fidtoridl $hsh:itiis rdturned to insure
ihat all material-described.'on Form'E-la'thereon is aoeounteil'for.

'Non:reoord mdtorial .$,hidh !ildght lrweil .6lemlfod .irtform*tion, {udh
'as rihorfftand ndtee,lprellminaty'tlrdfts, *n8,uoeE'cartbotllraper,,dlrdllbe
'safe-guartled itr'the sume'tuartrrsr'as'Uth€trdtmsifleil rndteridl leutling
dispositiorr, (See the'heailitrg "Disposltion'of 'Ctassifieil'tlfdtert*t")

lfilrrc "t lhl
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StorGigo Fucitiricr

T[henever classified material is not under the personal supervision of
an employee authorized.to have access to it, whether during or outside
working hours, it shall be protected in pruper storage facilities.

Pop Secref material shall be stored in a loeked rnetal three-tumbler
eonrbination loek safe or file safe. Secret and Confifi,ential mztefial shall
be stored in the manner authorized,for Top Secret material, or in a metal
file cabinet equipped with a steel lock-bar and an apphoved',thrce-
tumbler combination dial-type padloek from whieh the rn-anufaeturer's
identification numbcrs have been obliteratcd.

The Regional Dogument Seeurity Officer shall designatc two persons
in each Regional Office who, in addition to the Regional Doeument Se-
curity Officer, shall be the only persons having knowledge of the combi-
nation to security storage facilities. Combinations shall be committed
to memory and not written. The name, home address, and home telc-
phone number of eaeh person knowing the combination to a storage
faCility for classified material shall be posted on the front of the faeility.

"Open" and "Closed" signs shall be plaeed in the handle of the top
drawer of eaeh storage facility for elassified material as a visual warn-
ing to responsiblc employees to lock it at the end of the day or during
u+guflIded periods during the regular working day.

Chongcr of lock Combinations

Combinations on loeks of storagc faeilities for chrsifiecl matcrial shall
be changcrl rvhcncvcr sueh equipmeirt is placcd in usr: after procure-
ment from the manufacturer or other sources, whenever a person know-
ing the combination is transferred from the office to which the equipment
is assigned, whenever th! combinatiou has bccn subjeeted to compromise,
and af Ieastlonce every year. Rcquests for changing loek combinations
shall bc made to the Rcgional Document Sccurity Officer.

Areo ond Othsr Ficld Oftcos

When it is necessary that classified documcnts be used or stored in
an ?rea or .other figld office, the head of that offiee, or a person desig-
nated by him, shall be resporxible for maintaining subaccountability
rccords on sueh material and for performing the duties assigned. the
Regional Doeument Sccurity Officer in this subsection, cntitled " cus-
tody and safekeeping of classified material"; but this person shall not
perfoim the duties a,ssignccl thc Regional Document Security Offieer in
the other subsections of tiris Section, except as they relate to the trans-
mission of classiffed material to the Regional Office. The person so
dgi,iglated must have been cleared foi aecess to elassified defense
information

lnspeclions

Tirc Il,cgional Documcnt Seeurit)' Offieer shall rnake perioclie iuspec-
.tions of ,the'adequacy of storage facilities for classified material.

Where Public Builtlings Serviee guards are on drrty they shall be ad-
'vi3ied of'the loeation of storage facilities for classifled material. PBS
,1/2i/s4 Pogc'7
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Security Officer.

GI 
'AFTCATIOII

-A.Ithough the Housing and Home Finance AgenW is,not,antbmirc*l
to assign an initial elassifieation to defense material or information, it is
necessary that OA ernployees know and apply the following rules in
tht! hantlling, transmittal, and protection of such qsterial .gr ir.rfor.
mation.

Documcnlr in Ocncrol

Doeuments shall be-classified,aecording .to theirr own eo4te$t and eot
aeeessarily according to their relationship to,otber dseuments. 8efer.-
enee to elassified material which do not reveal classified defensc infor-
'mation shall not be classffied.

nhyrieolly rCoin cred Docum.nlt

The classification of a file or gloup of physically connected documsnts
shall be at least as high as that of the most highly elassified flocument
therein. Doeuments separated from the file or group shall be hantlled
in aceordanee with their individual dcfonse classiffcation.

illo&iplc,Ghrifttorion

A doeument, produet, or substa,nec shall bea,r a classifieation at least
as high as that of its highest elassified compotrent. The dqeument,
produet, or substance shall bear only one over:&ll elassification, not-
withstanding that pages, paragraphs, sections, or eomponents thereof
bear different classifi eations.

A letter transmitting defense information shall be .elassifled at 'least
as high as its highest cla.ssified enclosure.

lnformotion Originotcd ly a Forcign Gov.rnmcrt.9r .Orgonizotion

Defense information of a classified nature furnished to the Unitcd
States by a foreign government or international orgapiz*tion shall lrc
as-sigaed, by proper authority, a classification whieh will assure a dqgree
of proteetion equivalent to qr .greatcr than that r.equired by the ipv-
ernment or international organization which furnished the information.

ilorking of Clo*iftcd l/lqtcriol

Classified material shall be marked as follows:
(7) Bound, Doou,ments: The assigaed defense elassifleation on

bound documents, such as books:or pamphlets, the pfl,gps of
lvhich are permauentl,y and secrrrely fastered togetfu,.shelt

qPqgp:8 ,e/_fl\/ii

at pnce
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be conspicuously marked or stamped
front cover, on the title page, on the

5-t

on the outside of the
first page, on the back

In each case thepag€ and on the outside of the back cover
markings shall be applied to the top and bottom of the page
or cover.

(2) Unbounil, Documenfs.' The assigned defense classifieation on
unbound documents, such as letters, memoranda, repor.ts, telej
grams, and other similar documents, the pages of which are
not permanently and seeurely fastened together, shall be con-
spicuously marked or stamped at the top and bottom of each
page, in sueh manner that the marking will be clearly visible
when the pages are clipped or stapled together.

(8J Charts, Maps, anil, Drauings: Classffied charts, maps, ancl
drawings shall carry the defense classifieation marking under
the legend, title block, or seale in such manner that it will'be
reproduced on all copies made therefrom. Such classification
shall also be marked at the top and bottom in each instance.

(4) Photographs, Fitms anil" Recorilings.' Classified photographs,
fflmg, and recordings, and their containers, shall be conspicu-
ously and appropriatcly marked with the assigned defense
classification

(5) Proilunts or Substatwes.' The assigned defense classifieation
shaU be eonspicuously marked on classified products or.sub-' stances, if possible, and on their containers, if possible, or,'if the article or eontainer cannot be marked, written notifica-
tion of sueh classifieation shall be furnished to recipients of
such products or substances.

(6) Reproduct'i,ons: AII copies or reprodur:tions of classiffed mate-
rial shall be appropriately marked or stamped in the same
manner as the original thereof.

(7 ) U nclo^s sifi,ed, M at eri,al : Normally, unclassiff ed material sh all not' 
be mark6d or stamped Unclassi,fieil, unless it is essential to eon-
vey to a recipient of such material that it ha.s been examined
speeiffcally with a view to imposing a defense classification
and has been determined not to require such elassification.

(8) Motaritil, Furnished Persons not in the Erecutiae Bronch of
the Gouarnment: When classified material affecting the na-
tional defense is furnished authorized persons, in or out of
Federal service, other than those in the executive branch, the
notation indicated on page 3, in addition to the assigned classi-
fication marking, shall whenever practieable be placetl on the
material on its container, or on the written notification of its
assigned classification

RECIASTIHCATION OF C]ASSIFIED I$AIENIAI
'Whenever an employee believes that classiffed material in his pos-

session is classified too highly, or is not sufficiently protected by the

*lnlq Pcgr ?
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a,ssigned elassifieation, he sta.lX bring the matter to the a.ttorfinn of the
Bbgiona[ Document Seeurity Officer.

The Regional Doeument Security Officer shall be responsihb for the
continuing review of elassified material in order to preserve the efiec-
tiveness and integrity of the classification system and to eliminate
secudulatioa of slassifi€d rnsterial which no longer roqrdrcr protection
ia the intenest of the national mcurity.

Tho'consent of the originating agenoy is neeessary before classified
r.naterial may be declassified, downgraded, or upgraded. 

.Requests for
reelassification shall be rnade to the Regbnal Docuseut Seqtrlity Offieer,
who shall refer the reqtrest to the 0A Doeument Security Oftcer. How-
ever, when the material was originally cla.ssified by a local installation
of ansth€r ageney, the Hegional Doeaueqt Security Offiwr frell ebtain
ffieh eoilsent, in writing, and shall a&sise the OA Dsrun€ilt Security
Officer.

Choqc or lcmovol of Chrg'f,rrrrlon

Wlonever elassffied, material is tleclassified, dowpgraded, or up-
cxade{ the rnatorial shall be marked or stamped on the ffrst orr the last
page to show the change in classification, the date and autlority for the
aetion and the identity of the person or organizatioaal u'rit taking the
action. In addition, a line shall be drawn through the oltl elassification
markings, and the new elassiffcation marking (if auy) substituted
therefor. AII addrcsses to whom the Offiee of the Adminigtrator may
have transmitted the material shall be notified of a,ny ehange thus
efieeted in elassifieation.

Exlroclr ond Porophrorer

Extracts from or paraphrases of classified documents shall not be
downgraded or declassiffed without the consent of the originating
agency. Such consent shall be obtained by the Regional Document
Security Officer, through the OA Document Security Offcer.

Gtorifted TqLgrurn.

Classified messages which havc been transmitted by telegraph or
other eleetrical means shall not be referred to, disseminated, extracted
from, paraphrased, downgraded, or declassified without the consent of
the originating agency. Sueh consent shall be obtained by the Re-
gional Doeument Seeurity Offiecr, through the OA Doeument Seourity
Offieer.

Dr3P06rild{ oF clASgrFrED TIATEUA]

When classiffed doeuments, including eopies, beeome.inactive they
shall be reported to the OA Arehivist with recornmendation* for their
disposition. Official reeord material may not be destroyed except u'ith
the permission of the Arehivist of the United Etates and the Congress.
The OA Archivist is responsible for obtaining this authorization
through established proeedures.

Non-record classified material, eonsisting of shorthand notes, pre-
liminary drafts, used earbon paper, and other material of similar
Pcsc lo el,dilJ{



llondling of Closifiod Drfonr lnformotion 5-l

temporary nature shall be torn and stored in ireavy opaque envelopes.
Partially filled envelopes shall be stored in proper storage facilities
overnight. Filled envelopes shall be delivered to the Regional Docu-
ment Security Officer, who shall personally attentl to their destruction
by burning in such a manner as to protect the material from com-
promise or disclosure.

ORIE}TTAIION, INSPECIION, AND REVIEW

The Regional Document Security Officer shall be responsible for pro-
viding orientation and indoctrination for all employees who handle
classified information, to assure that they are thoroughly familiar with
the policies and. procedures set forth in this Section. In addition,
supervisors shall be responsible for assuring that all employees, whether
or not their positions require that they handle ciassifled material, read
and familiarize themselves with the provisions of this Section.

The Begional Document Security Officer shall periodically conduct
such inspections of the places where classified materials are used and
stored as are necessary to assure compliance with this Section. The
Regional Document Security Officer shall investigate all violations of
these regulations and shall recommend corrective action, including
disciplinary action when appropriate, to the Regional Representative.

CTASSIFIED IIIAIERIAT RE[AflNG IO PERSONNEI SECURITY

The OA Personnel Seeurity Officer is responsible for the handling
of all classified material relating to the personnel seeurity program.
The functions of the OA Document Security Offieer and the OA
Archivist described in this Section are performetl, with respect to such
material, by the OA Personnel Security Officer.

In tho event that classiffed material relating to the personnel security
program is received in the Regional Offiee, however, the Regional Doc-
ument Security Officer will see that it is handled and safeguarded in
accordance with the provisions of this Section, ivith the following ex-
ceptions:

(1) Matters which, in accordance with the provisions of this
Seetion, are referred to the OA Document Security Officer will,
with respect to classified material relating to the personnel security
program, be referred to the OA Personnel Seeurity Officer.

(2) Classiffed material relating to the personnel security pro-
gram transmitted to the Central Office rvill be adclressed directly
to the OA Personnel Security Officer.

./2o/s. Pogc ll
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Section 2

MAIT AND POSTAGE ACCOUNTABITITY

This Section prescribes procedures for effective handling of mail irr
HHFA Regional Offices and contains instructions for the submission
of postage accountability reports.

Register oI lncoming Negotioble Moil

'fo provide a record of the receipt of such items as starnps, culi'ency,
checks, money orders, bids, and registered, certified, and insured ma-
terial, each office shall maintain a register on Form H-56, Incoru,ing
Negotiable ancl, Registered, Mail (Exhibit A). Each time any one of
these items is received, a notation shall be made on the register of the
date the material is received, by whom it was sent, to rvhom it is ad-
dressed, and other identifying information such as the amount and
number. If Transportation Requests, Tax Exemption Certificates, gaso-
line credit cards, and the like are received, proper notation shall be
made indicating the number of such doeuments received. Each entry
on the Form H-56 shall be initialed by the elerk receiving the mail. (See
Section 3-1-7 for additional instructions for the hantlling of money,
checks, etc.)

Dirpolch of Mcil

MaiI shall be dispatched by the most economical and practical means
serving the interests of the Agency. Mail shall be dispatched as regular
mail unless the sender has prepared Form H-79, Bequest for Special
Mail,ing (Exhibit B), indicating that a special type of seryiee is more
expedient. Air mail shall be used when speed is essential and rvhen
material will reach its destination earlier than if sent by regular mail,
Air mail shall not be used when the addressee is ]ess than 200 miles
a'!vay. Central Office mail and mail for field offices not reached by
overnight mail service shall be sent by air mail without preparation
of Form H-19. Such mail shall be accumulated by the mail room, placed
in a large envelope, and dispatched by air mail.

Employees should not request a more costly special serviee when a
cheaper service will provide the same protection. For example, the
fee for certified mail is one-half as much as for registered mail and pro-
vides the protection of a receipt for important mail of a non-negotiable
character. Special services, such as air mail, special delivery, registered,
certified, ete., must be stamped or otherwise indicated on the address
side of the parcel.

6/4/&t Poge I
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Employees should not use a large envelope when a small one will do.
Postage on large envelopes is computed at three times the rato of
smaller size envelopes. Also, the envelopes and contents may beeome
damaged. or lost by shifting during handling.

Ure of Postoge ond Fees Poid Envelopes

Offlcial mail shall be dispatched in Government envelopes or wrappers
bearing the rvords "Postage and Fees Paid, Housing and Home Finance
Agency" in the upper right corner of the address side, and the Agency
name, Office of the Regional Administrator, address, and the words
"Official Business" in the upper left corner. The indicia permits the
dispatch of mail of all elasses and the use of special mail serviees. The
official mailing indicia envelopes shall be used only for mailings which
pertain exclusively to official business of the United States Government.

Self-addressed Postage and Fees Paid euvelopes may be enclosed in
letters to the public requesting official information for Agency use
rvheu the addressee is not obligated to furnish it to the Government.
Reply envelopes may not be furnished to bidders or contraotors, or
to enable agencies, institutions, or others to forward reports and infor-
mation which they are required by law to submit.

Ofliciol Address

MaiI for the Office of the Administrator or an IIHFA corrstituent
unit in Washington shall bear the official address shown below:

Ifousing and Home Finance Agency
(type Office of the Administrator

or

Coumurrity Facilities Administration
or

Urban Renewal Administration)
1626 K Street N.W.
Washington, D.C. 20410

Dispatch of Security Clsssifted Moleriol

Procedures for the handling of security classified tnaterial and in-
formation are in Section 5-1.

Postol Zip Code Numbers

The postal zip code number shall be shown on alL envelopes aud
wrappers. On outgoing mail the ZIP cod.e of the addressee shall be in-
cluded on the last line of the address following the city and State.

Po3logG Accountobility Reporlr

At the end of each quarter, the Central Office will reiruburse the Post
Office Department for the arnount of postage used by Regional Offices

Poge 2 6/1/65
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(inclutling the field offices) and the Washington office. To deter-
mine our postage costs, Regional Offiees shall be required to keep an
accurate record for two bi-weekly periods each year of the amount of
postage used. During the first ten work days in April and October only,
the elerk dispatching the mail shall fiIl in the amount of postage daily
on Form H-19. Part I, Postage Accountability, of Form H-97, Daily
Workload, of Official Mailings (Exhibit C), shall be used to record the
number and amounts of postage represented by the number and value
of small and large envelopes, and special mailings and parcel post from
Forms H-19. Postage shall be computed as follou,s:

Type of fuIail Postage
Envelopes-SmalI

(not over 4t" x 10j") .05 each
Envelopes-I]arge

(over 4t" x 10t1") .15 eaclr
Post Cards .04 each
Mail over four pouncls Fourth Class Rate
Special mail serviees Cument Postal Rate

AII forms H-19 shall be retained for six months as proof of dispatch
and then destroyed.

At the elose of business each day during the reportiug period, the
rnail clerk shall total the amounts on Form H-97 for each type of mail-
ing and enter the sums in the appropriate columns on Form H-89,
Record, of Ofi,cial llailings (Exhibit D). At the end of the trvo-week
period the columns of the l'orm H-89 shall be totaled.

Field Reports

On the first business day follorving the trvo-rveek
area and field offiees shall send Form H-89, Becorcl of
to the appropriate Regional Office.

reporting period,
Official Mailings,

Rcgionol Ofiice Repoils

Upon receipt of the figures for tlre rcporting period frour the field
offiees, the Regional Direetor of Administration shall prepare a mem-
orandum, Subject: Postage Accountability Report (Exhibit E), shorv-
ing the total value of postage represented by official mailings frorn
HHFA offices. The metnorandum report shall be sent to the Director',
Division of General Services, by the end of the reporting month.

Doily Worklood Report

'While Part I, Postage Accountability, of Form H-97, Daily Workload
of Oficiol Maili,ngs, will be used during the biweekly periods only,
Part II, Daily \Yorkload, rnay be used each r'vork day during the year
to keep a tally of the nrunber of pieces of outgoing comtuutrications

6/4/65 Poge 3
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processed. If the Regional Director of Administration requires, this re-
port may be maintained for budget purposes. All columns (except
STOP MAII: which is limited to the Washington Area) should be tallied
and cumulative totals for the rnonth shown in the appropriate spaces on
a blank form.

Postoge Due

The t'Postage arrd Fees I'aid " single reimbursement procedures for
all offieial mailings is intended to include payment for postage due on
official incorning mail. The Post Office will deliver postage due mail to
Regional Offices lrithout collecting for the amount due. Our Ageney has
agreed to reimburse the Post Office Department in amounts equivalent
to postage and fees due orr mail for which the Post Office Department
does not receive compensation. Accordingly, rluring the reporting
periods, the amount of postage due shall be included in the " Special
Mailings " column on Form H-89, Record of Official, Mailings.

iPage 4 5/4/55
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EXHIBIT A
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EXHIBIT B

loutrta rl, rart ttrrrca latrcr.
aarlal a| ttt atalarataalaa

REQUEST FOR SPEC IAT I,IA I t I ]IG

H-19
(r-ss)

A r D I SPATCHED
Air Parcel Post

i r Express
rt i fied xai I

spec. Delivery.
Registered ]]neturnaeceipt
Parcel Post

i9n Postage

Freight and Express DATE: 3-23-5s

IDDRESSEE: Lane SeatEIe Wash

REQUESTED BY:

LIII I(I€

Roe
ctlY SrlTt

Gen. Serv. Prop. Mgt.
llsf llxt ort. lll;Cff

OF

POSTAGE

6/4/55
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EXHIBIT C
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EXHIBIT D
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EXHIBIT E

H-96 ll-61)

UNITED STATES GOVERNMENT

Memorandum
HOUSING AND HOME IINANCE AGENCY

TO i Thomas Roe, Dir€ctor, Divisioa of
General Services, 0A

DATE: April 26' 1965

Tnorl : Rtchsrd I. Doe, AdEinistrstive Division, Region III

suEJEm: Postage Accoudtsbility Repolt, Aprtl L through APrlI 14, 1955

The following posts8e was uced duEing the above period:

EnvcloPe6 - Sul1

Envelopes - Irlgc

?ost Cslds

Parcal !osl

Special Metllngs

\d '!

j

n glondl Director of Adeinistrqtloo

6/4/65
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5-3

Section 3

TETEGRAPHIC MESSAGES

This Section prescribes uniform methods and procedures for the use,
processing, and control of telegraphic messages.

Regional Administrators shall require employees und.er their super-
vision to familiarize themselves with this Section. Secretarial employees
should refer also to the HHFA Correspondence Hand.book.

The term "telegraphic message" as used. in this Section means all
written messages transmitted by wire or radio and includ.es teletypes,
telegrams, cablegrams, and rad"iograms.

These procedures do not apply to the transmission of eonfidential or
higher classified material, which shall not be tralsmitted by wire com-
munication except as authorized in Section 5-1.

GENERAI CONDIIION'

The use of telegraphic messages shall be limited to urgent official
business which cannot be handled satisfactorily by the use of the fastest
mail service.

The General Accounting Office has ruled that the following types of
telegrams are not official business:

(1) Telegrams sent to make or confirm hotel reservations for the per-
sonal use of a traveler, rvhen the traveler is to receive per diem
in lieu of subsistence expense. Telegrams reserving meeting rooms
for conferences, to be conducted at Government expense, and
telegrams concerning reservations for transportation may be con-
sidered official business.

(2) Messages of cond.olences upon death.
(3) Acceptances or rejections of invitations to speak at other than

Government-sponsored meetings.

Regional Administrators shall restrict to appropriate employees the
authority to originate or sign telegraphic messages.

Partieular attention is directed to the neeessity for immediate re-
sponse to telegraphic messages, except when otherwise indicated in the
message text.

TRANSMISSION SERVICES

Telegraphic messages shall be dispatched by teletype or commercial
telegraph, according to the following criteria.
felerype

The teletypewriter system operated by the Public Buildings Service,
General Services Administration, shall be usetl for the transmission of
official messages to points within the Agency, and to other Fed.eral
agencies. The Public Buildings Service has receiving and sending sta-
tions in all cities in whieh there are HHFA Regional Offices and will
provide service for the pick-up and delivery of messages. Wire messages
to eities not served direetly by the PBS Communications System will
9l24lsl Pogc I
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be transmitted by the Public Buildings Service to their nearest station
for refile with, and delivery by, Western Union. This combination of
services should be used when it is more economical than use of direct
commercial facilities.

The PBS Communications System transmits messages in the order
received, taking into consideration any special handling or delivery in-
structions. AII messages are handled on a "straight" basis; no traffic
is routed on a " deferred " basis. Messages which are filed too late for
delivery on the same day are transmitted when received, to be ready
at destination for delivery at opening time on the following business
day. Unless otherwise instructed, teletype messages directed to Federal
agencies received for dispatch Friday afternoon too late for transmission
before the close of the business day, shall be sent to the addressee by
regular-special delivery or air mail-special delivery. Teletype messages
for refile may be designated "straight", "day letter", or night letter,"
and will be refiIed accordingly rvith Western Union at the appropriate
refiIe point. In the absence of contrary instructions, messages wiII be
transmitted "straight' throughout.

€ommerciol felegroph

Western Union telegraph services shall be used for the transmission
of all other ofificial telegraphic messages which cannot be transmitted
through the teletype facilities of the Public Buildings Service.

The following classes of service are available for the transmission of
Western Union telegrams to points within the United States:

(l) Full Rate Telegroraa (STRAIGHT). The fastest service. The
minimum charge for each yate zone is on the basis of 15 words;
aclditional charges are made on the basis of each word. over 15.
Average transmission time-l hour.

(2) DaA Letter (DI-r). A slightly d.eferred service at reduced cost
subordinated only to full rate telegrams. The minimum charge to
each rate zone is on the basis of 50 words, with an additional
charge for each group of five words or less over 50. Average
transmission time-2 hours.

(3) Nigllt Letter (NL). An overnight service. Messages are accepted,
during the day or night up to 2 a.m. for delivery the following
business day. The rninimum charge to each rate zone is on the
basis of 50 words, with an additional charge for each group of
five words over 50.

The originator shall indicate the class of service (STRAIGHT, DLJ,
NL ) in the ' 'Precedence' ' block on Standard Form 14, T elegra,phic Mes-
sage,basing his judgment on the content of the message, the number of
words, the loeation of the ad.dressee, the time of dispatch, closing time
of receiving office, time zone, and transmission time. Unless otherwise
instructed the Mail Room will send all messages which are addressed. to
State and municipal bodies, organizations, institutions, and firms, by
night letter (or appropriate mail service, if the next day is a non-work
day) v'hen the transmission time as a straight message is insufficient to
permit receipt before the close of the business day.
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PREPARAIION OF I\AESsAGE, STANDARD FORTI 14

Telegraphic messages shall be prepared on Standard Form No. 14,
Rev. March 15,1957 (Exhibits A and B). Yellow tissue shall be used
for basic fiIe copy requirements. 'Wlite tissue shall be used for infor-
mational copies, when needed.

Telegraphic Message form shall be completed as follows:
Name of Agency. For teletypes and telegrams type " HOUSING AND

HOME FINANCE AGENCY" and. "OFFICE OF THE ADMINIS-
TRATOR," in this space to facilitate billing.

Preceil,ence. For telegrams use this space to indicate the class of
service, e.g., Full Rate (STITAIGHT), Day Letter (DIl), Night I-retter
(NI-r). Leave blank for teletypes except those for refile, in which case
indicate the class of service as in a telegram. (The precedence system
is not used for normal operations. It has been planned. for use in the
event of a national emergency. )

Security Classifi,cation. Tnave blank. See Section 5-1 for instructions
for transmission of classiffed wire communications.

Accounting Classifi,cation. tr'or teletypes and telegrams type the city
in which the Regional Office is located. For "Collect" telegrams type
only COLLECT in this space.

Type of Messoge. Check appropriate box.
Single. Message with only one addressee.
Boolt. Message with two or more addressees. Address a book mes-

sage
ENG

intended for AII Field Engineers "TO AIJI: FIEITD
INEERS. " Prepare only one set of file copies. If a

book telegram is directed. to more persons than can be con-
veniently listed on the telegram form, address the telegram
" TO ATTACHED I-rf ST. " List on a separate sheet of paper
the names and addresses of the persons to whom the message
is to be sent and attach to telegram form and to the official
file copies.

Mul,ti- Message rvith two or more addressees; used only when one or
Aild,ress. more of the addressees needs to know the other recipients.

Names and addresses are typed on the form, precetling the
message.

Message to be Transmiffed. Flush with the left-hand margin and one
space from the top, single-space the name and address of the person for
rvhom the message is intended.. In addressing messages to the Central
Office, include only the name of the addressee and HHFA, WASHING-
TON, D. C. (See Exhibit A.) In addressing messages to fieltl offices
and when using commercial facilities include the street address also.
(See Exhibit B.) When it is necessary to include an attention line plaee
it between the addressee's name and the street adilress.

Body of Message. Begin body of message two spaces below the last
line of address. Use block style, beginning the ffrst line of each para-
graph at the left-hand margin. Double-space and type in capital letters.
If more than one page is needed, use additional copies of SF 14. Type

9124157 Pogc 3
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the name of the official rvho 'rryill sign the message t'lvo spaces below the
last line of the body of the message. On messages to the Central Office
or other field offices, type the name of the signer only, unless he is acting
for another, in rvhieh case he should be identified by acting title. On
messages to other than Agency personnel, add a single identification.
phrase below and flush with the signature.

Page No., and, No. of Pages. Fill in only when message is two or more
pages.

Name and, Title of Originator (Type). Leave blank. This informa-
tion will appear in the identification line on the offrcial fiIe copies.

Originator's Tel. No. I-.,eave blank.
Date and, Time Prepareil. Leave blank. The date shall be shown in

the identification Iine on the file copies.
Bignatu,re. Signature of official whose name is typed above. The

signer must bc authorized to sign telegraphic communications.
Security Classi.fica,tiott. See aborre.

Carbon Copy Distribution. Note carbon copy distribution on carbon
copies only, by typing the abbreviation " cc " follo'wed by a colon and an
alphabetical listing by last name and room number of persons who are
to receive carbon copies.

DISPATCH

A11 telegraphic messages shall be forwarded to the MaiI Room where
they u'ill be stamped with the time ancl date (Communications Unit
Block). The original of SF 14 shall then be sent to the PBS Communica-
tions station or to trVestern Union.

'When necessary, the Regional Office may request the local Western
Union office to install a "CalI Box" to summon messenger service for
dispatch of telegrams.

BII.LING

For Telefype ond Refile Service

Each month the General Services Administration will bilt the Re-
gional Of-fice on GSA Form 742, Inuoice for Teletypewriter Seruice. A
completed tr'orm R3-342, Agancy Teletypewriter Word,Volume Record-
By Originating City, will be forwarded. rvith the invoice form.

The invoice rvill cover iutra-system service charges, based upon a flat
rate established by the proration of the distributable system cost over
the t'ord volume handled on the system, and commercial telegraph
charges based upon a flat rate established by the proration of the costs
of commercial telegraph tolls incurrecl for delivery to local and off-
s;'stem poiuts, over the u'ord volume so handled.

For Direcl Telegroms

The \\restern llnion Telegraph Company will bill the Regional Office
monthly for all telegraph service furnished, other than refiIe trans-
missions described above.
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CHARGEABT,E WORDS IN TE1EGRAMS

Simplicity and clarity of expression shall be strictly observecl. Un-
necessary words shall be eliminated; code words and acceptetl initials
of obvious meaning shall be used when appropriate.

The following basic rules shall be observed in the preparation of tele-
graphic messages: Avoid grammatical niceties in the text sueh as

"please,"ttthank you,'('Mr." Such words are appropriate in a letter
but are costly in telegrams.

Punctuate sentences the same as in a letter. Do not use words such
as "STOP," "COMMA," "PERIOD," in lieu of punctuation marks.

Omit artieles "a," "aL," and ttthet'and. use eoined words such as
RETEIJ, URTEL, URLET, and abbreviations such as IIHFA, GSA,
FHA, to eliminate excess words in messages.

IJse a single phrase after the signature, such as HOUSING AND
HOME FINANCE AGENCY, since a charge is made for such further
identification as a title or the name of the organizational unit.

el24ls7 Pogc 5



5-3

EXHIBIT A

felegrophic Messoger

EOUSINC EIID HOME TIMICE AGEISI

OI,FICE OF THE ADN{INIS'TNITOR

@ sreu I rox
sr^srPo & tt ftv uG lr, ir57

TETEGRAPHIC A,lESSAGE
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IISI?UCIIONS C'IEflTLLY FOR IcIMATE AI{D FAS? TR.AI{SI{ISSIOT{. SEE

IXMIT B FOR EIIfiPLE UESSAGE M CITT NOT SERVM DINECTIT qT PBS

CCMM'NICAIIONS ST$!il TOR RE.II,E WITH AI{D DELWERY BT UES'IERU

ulIIoN.
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EXHIBIT B

5-3

}IOUSINO IM HO.IE TIMNCE AGEI{CY

OFTICE OF THT III.IINISTRAIOR
NL

ps'rcu E.q{46Yrc CuSSrUr&
CHICACO IIJ.

TELEGRAPHIC MESSAGE
otfrctat lulxras
u. t. Govtt{hrit

Jor{rr BRorfl
HOUSIIE AITD HO{E FIMITCE AOENCI
1121+ POSI OrT'IcE BUILDIII0
ST PTUL ilII{N

EI.AHPLE OF TELErIE MESSAOE tO CITI IOT SEBVED ST ltsS

SIST!}{ FOR NEPII.E }ET[ AND DELIYERI Sf HESEAI INEON. $CLUDE

aGEltcY IDEI{TIITCATToI, SIlEEf, ADDnESS, CrTr AID ST E tllEl!

ADDRESSIIE UESSAOES fO rIXID I'CATIOIIg,

$rcUAS I DOE

(8xmp1e of loalt to b€ ulcd tor cilorclrl tologrur or trlatJrtrro8

I ..nt tqt 6n h.nog. n ofr.i.l 6urin.n, n

r.ft1c)
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Pcrl 5. Communicslionr
54

Section 4

I.ONG DISTANCE TETEPHONE CAttS

POlICY

Long distance telephone calls shall be limited to urgent official busi-
ress which cannot be transacted successfully by Iess expensive means.
Calls should be limitetl to a few minutes whenever possible. Before
placing a Iong distance call, thought should be given to the substance
of the conversation and reference materials should be assembled.

Personal long d.istance calls shall not be made from official telephones
and charged to the Government. If an emergency necessitates the
placing of such a cal1, the employee must request the operator to charge
the call to his residenee telephone number.

By delegation of authority from the Administrator, the Regional
Administrator is authorized to make and approve long distance tele-
phone calls and may authorize employees under his supervision to make
and approve such calls.

Authorizotion ond Signoture Cord

Form H-242, Auth,orization and, Signature Card,, adapted as illus-
trated by Exhibit A, should. be executed by eaeh officer and employee
who is either (1) authorized both to make official long distance tele-
phone calls and to approve calls made by others or (2) authorized to
make long distance telephone calls on official business subjeet to the
approval of an authorizing officer. These signature carcls shall be
retained. on fi.le in the Administrative Division.

FEDERAT IETECOMMUNICAIIONS SYSIEIIA CAILS

The General Services Administration operates the Federal TeIe-
communications System (FTS) covering over 426 cities in the 48 eon-
tiguous States. This System provides facilities for long distance tele-
phone communications by Departments and Agencies of the Govern-
ment at more economical cost than present commercial rates. 'Whenever

possible the FTS shall be used for making long distance calls.

The General Services Administration has issued the FTS Users Guitle
and Supplement. They should be studied by personuel who plaee or
authorize others to place long d.istance telephone calls.

COMMERCIAL CAIUS

The term eommercial call as used hereinafter meaus any long distanee
telephone call mad.e through the use of facilities other than those of the
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Federal Telecomurunications System (FTS) and includ.es aII incoming
collect calls accepted aud ali calls to or from Alaska, Hawaii, or Puerto
Rico or any other point outside the continental United States.

Loug distance calls shall not be placed through commercial Iines (if
covered by FTS) unless a demonstrable emergency condition exists.

Reporling of Long Distonce Commerciol Colls

Ail official long distance commercial calls shall be reported daily on
Form H-200.L9, Eecord, of Long D,istance Comrnercial Colls (see Ex-
hibit B). The report shall be certified by the employee authorized to
make the call and shall be signed by the authorizing officer or his
designee. 'When the person making the call is authorized both to make
and to approve the long distance commercial call, only one signature is
required. on Form II-200.19. The report shall be submitted to the
Administrative Division not later than the close of business of the day
following the day on rvhich the eall was made.
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EXHIBIT A

HOUSING AND HOtvlE FINANCE AGENCY $-21t2
( s-oo 1OPFICB OF ?fE ADIIXIs?iTlO&

AUTHORIZATIO}I AI{D SISilATURE CARD

(Typc aarc oad !iil. of olficer or caploycc)

ORGAl{ I ZATI()I{AL UI{ I T----
S I GNATUR E

I cortify that thc abov. ls thc rigoatur. of_
rho ir author ircd to SfzxaxA$zf,gA0{Xlt)E&lrut)f

Eake offlclal long dietance caLl-s.

( Dcte) (Attiori.int Ollicc?t

}iOU.SING AND HOI{E FINANCE AGENCY rF2l2
(F60)OTIICE OP IXI ADIIf,I8TBAlO8

AUTHOR IZATIOH AI{O SIG}IATURE CARD

(t1pc actt ond ritl. of officcr or ctploycc)

ORGAI{IZATIONAL UNIT

S I GHATUR E

I ccrtl_fy that thc abov. ls th. sienatur. of-
rrro ic euthorlr.d to E0ts{Ictt@E)tl0rretfloltt(

utahe ancl approve offlctal long itlstance calLs.

(Do..) (Atthori.in3 Olliccr)
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RECORD OF LO}IG DISTAHCE COMIIERCIAL CALLS

To: [ ] Divlslon of Finance and Accourts (Central offlce) 'Ertenston

n-200.19
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T II'
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?ort 5. Conmunicotionc
ts

Section 5

INDISPENSABTE OPERATING RECORDS

This Section prescribes proccdures for the selection and. protection of
vital operating records for the Agency's ernergency preparedness pro-
gram.

Each Regional Office is responsible for establishing and maintaining
a reasonably current file of essential records at an approved relocation
site so as to assure continuity of operations during and after an emer-
gency resulting from enemy actiou. The Ageney will rely upon the
availability of these records, combined rvith augmenting records consti-
tuting the Central Office vital operatiug records iu order to carry out
its essential functions.

Basieally, the records will be of two types:

(1) Emergency operating records vital to the essential functions of
HIIFA for the duration of a national emergeucy, including at-
tack upon the United States.

(2) Records essential to the preservation of legal rights of individuals
and the Government.

The records in the first group cover all aspeets of housing and com-
munity facilities aud i:rclude:

Dmergency Ptans Book for Housing and, Communitg Xacil,ities-
ineluding the following :

Emergency authorities : Executive Order 11"004 ;

Chapter 15, HOUSING, of the National Plan;
Chapter 15, HOUSING, of the Civil Defense
Guide; Prepositioned Order of the
Administrator.

Continuity of Government: Succession Orders,
Relocation procedures ; DEFCON; Emergency
Organization;

Resource Management: damage assessment and
resource evaluation; Central management of
resources; Example of a State Plan for
Resource Management ; claimancy and
distribution procedures.

Ul/55 Pogr I
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Operating Guides-for the use of tents and. trailers; repair, conver-
sion, construction, and management of emergency housing; the pro-
vision of community facilities related to housing; and establishment
of a local emergency housing service.

Water Systems Maps-Dala on existing water facilities and. capacities.

M anuals, H and,b oohs, D,i,r ectia es-Agency's Manual series, operating
procedures, policy doeuments; applicable emergency directives from
coutrol agencies, such as Treasury, CSC.

Personnel--I-tist of all key regional personnel by name, title, home
address, and telephone number. I-,list should include URA, CFA, and
PHA field employees, and those in FIIA State and district offices;
alerting pattern ; executive reservists.

Otlter-Cwrent LPA and LiHA directories and
for all constituent programs, loeal directories;
stand.ard and Agency forms.

General Ledgers
Subsidiary Ledgers (see text)
Individual Pay Cards (SF-1127)
Individual Retirement Record

Cards (CSC Form 2806 or SF-
2806)

Active Project Control Cards-
CFA

hge 2

Microfilm quarterly
Microfilm quarterly
Microfilm quarterly
i\ficrofilm annually as of the close

of the calendar year

Microfilm annually as of the close
of the calenda.r year

gttt55

proj.eet
eopres

directories
of current

Some of the records in this group rvill be classified. It is the respon-
sibility of the Regional Administrator, through the Civil Defense
Specialist, to see that the transportation, aceountability of, and safe-
keeping facilities for these records are according to the standard.s re-
quired by Executive Order No. 10501, as amended., and as described in
Section 5-1, Ilantlling of Classified Defense Information.

The records in the second group are more readily identifietl. The
majority of the records listed in this proeedure seem to fall into this
category, but conceivably the information ou many of them would be
essential to the Agency in carrying out its work during an emergency
effeeted. by enemy aetion.

The microfiIming of eertain documents and providing extra eopies of
others have been determined to be the most feasible and economical
methods for the preservation of vital records.

RECORDS TO BE MICROFIIiAED

The following records shall be microfilmed as soon as possible after
the close of each fiscal quarter, except retirement reeords antl activc
CFA project control cards rvhich shall be filmed annually showing status
as of December 31 :
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Subsidiory ledgcrs

Subsidiary Ledgers shall include the following, rvith similar forms
rvhich may be devised for new programs or operations:

Form No.

H-200.8

H-200.9

H-200.10

H-200.16

H-200.20

H-200.20

H-200.54
H-200.57

H-200.61
H-213

s.F.1015

s.F.1015

Tirle

Project Aclaance Record,, Gen-
cral N eighborhood, Renewal
I'lan Adt:ance Recoril, and
Feasibility Bttruey Ad,uance
Recorcl
Project Capital Grant Recoril,
and. Relocation. Grant Record,
Projcat 1'em,porary Loan Rec-
ord
I'rolect Recorcl

Projcct Planning Grant Rec-
ord
Comm,unity Renewal, Grant
Record, and Demonstra,tion
Grant Record
(]rant Record,
Project Grant Record,

Loan Eacord,
Loan Record,

Progrom or Activity

Slum Clearance and I]rban
Renerval

SIum Clearance and Urban
Renewal
SIum Clearance and Urban
Renerval
Advance for Publie \Yorks
Plarrning
Urban Planning Assist-
ance
Slum Clearanee and Urban
Renelval

Area Redevelopment
Acceleratetl Public'Works
Program
Coliege Housing
Public Facility l-,oans, Sen-
ior Citizens Ilousing Loan,
and Area Redevelopment
Salaries antl Expenses

Federal School Construc-
tion

Allotnr,ent Ledger, and. Distri-
bution b.tt Object Class Ac-
cou.nt
Project Allotment Led,ge.r, Re-
gional Allotment Led4et-
Non-aclministratiae Staff Dr-
penscs, ancl Project Led,ger-
Nonadministratiae Btaff Er-
penses

S.F.1038 Aytpl'ication anil, Accounf /or Salaries and. Expenses
Ad,uance of Funcls (outstanding travel

advanees)

TITCROFIT'IAING ARRANGEMENTS

If it is possible, Regional Offiees shall make arrangements to utilize
the microfflm equipment of other Government agencies in the locality.
The General Services Administration can furnish information regard-
ing the location of such equipment. Where there are no Federal micro-
film facilities available, arrangements should be matle with a eommereial
microfflming eompany to utilize its eustomer serviee program whereby
documents are taken to the eontraetor antl fflmed on 16-mm fflm. A
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Regional Office employee shall remain with the records until the job
is completed and then return them to the Regional Office. Two copies
of the film shall be procured. from the microfilming company. They
can be positive and negative eopies or two negatives, whichever process
is more economical. One copy shall be forwarded to the Central Office
and the other placed in the Regional relocation file.

PREPARATION OF RECORDS FOR ,tilcROFll,irllNc

Staples, signals, clips and other type fasteners shall be removed, and
torn or damaged documents repaired before records are filmed. Reeords
shall be microfilmed in the order in rvhieh they are maintained in the
file.

Ree! Numbering

Each reel shall be numbered rvith a three-part number to indicate the
numerical designation of the Region, the numerieal sequence of the
quarter, and the ffscal year. When more than one reel is required. they
shall be numberecl serially by placing the number in parentheses after
the ffscal year. For example, the number for Region III to assign to
the second reel for the third quarter of fiscal year 1965, ending March
31, 1965, will be III-3-65 (2).

Iorgetr

Targets are cards containing identifying and explanatory informa-
tion which are fflmed in appropriate position on the reel and beeome a
permanent part of the microfflm reel. They provide finding media for
reference to the filmed records. Examples of targets which shall be used
in eonnection with the microfilming of indispensable operating records
are at the end of this Section. They may be obtained by requisition
from the Division of General Serviees, Records Management Branch.

Storting forgetr

Starting targets itlentify the contents of the roll of film and are
microfflmed as the ffrst document on eaeh reel. (See Exhibit A). They
shall indieate the reel number, Agency name, Regional Offiee tlesigna-
tion and location, type of records and period covered.

fltle forgels

Title target shall be prepared to introd.uce each series of records and
shall identify the type of recorcls and. explain the file arrangement.
Exhibits B, C, D, and E are examples of title targets.

Flosh Torgels

A flash target is usetl to indieate the beginning point at whieh a
desired group of records may be found. (See Exhibit F.) It is a spe-
cially designetl target which is photographed several times before a ffle
division to facilitate loeating a partieular group of reeords.
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€ertificqte of Authenricity

This certificate, signed by the Regional Director of Administration,
authenticates that the images on the reel are microphotographs of the
official (or legally acceptable) records. (See Exhibit G.) It shows the
rames or numbers of the first and last images, the Agency identification
and the type of records. This certificate will be the next to the last
image on the reel.

Operolor'r Certificote

An operator's certificate shall be filmed as the last image on the film
of the records of each Region. (See Exhibit II.) The eertificate shall
be signed by the machine operator, who certifies that all the records
mierofilmed are the same as those delivered to him and under condi-
tions meeting the requirements of the National Bureau of Standards.

ldentifcotion of Credit Figure:

Red figures appearing on the fiscal documents cannot be distinguished
from black ones when microfilmetl. All credit figures shall be identiffetl
by stamping in black ink the letters ((CR" next to sueh ffgures.

INSPECTION AND PROOFING

After microfilming has been eompletetl, the film shall be examined to
ascertain that the original documents have been properly and elearly
fflmed rvithout omissions, distortions, or other inferior images. The
original doeuments of defective images shall be rephotographed antl the
corrected images inserted. as retakes.

RETAKE TARGEI

fn order to support the authenticity of the rephotographecl records,
a "Start of Retake" target (Exhibit I) shall be microfilmed immedi-
ately preceding the documents to be rephotographed and splieed on the
roll directly after the operator's eertificate. A hole shall be punchetl
through the defective images to indieate that the original clocuments
have been microfilmed. again and appear as retakes.

RETAKE CERIIFICATE

A combination retake certiffcate and end of retake target shall be
fflmed immediately after the last document in the retake section to
certify the authenticity of the preceding documents and signal the entl
of the retake seetion. (See Exhibit J.)

INDEXES

fndexes for material microfflmed in the Regional Offices will be pre-
pared in the Central Office.
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TRANSIIIIISSION TO CENTRAT OFTICE

One copy of the completed fiIm shall be forwarded to the Central
Office, Division of General Services, Attention: Records Management
Branch. 'l'he Records Management Branch rvill combine thc films from
all Regions; therefore it is imperative that the microfilming proeess
be completed as soon after the close of each quarter as practicable.

FITING

\Yhen the' Regional Office reel contairring the rccords for the latest
quarter is filed in the Regional relocation file, all previous reels shall
be destroyed *,ith the exception of the secontl quarter reel rvhich con-
tains the inclividual retirement record cards and tl-re projeet control
cards for the ealendar year. This material cannot be destroyed until
it is replaced rvith subsequent film of individual retirement reeords and
eontrol card"s.

DUPI.ICATE TNDISPENSABTE OPERATING RECORDS

In order to permit the reconstruction of microfihnecl records on as
current a basis as is reasonably practical, and to provide broad.er supple-
mentary information, duplieate originals of the documents listed below
shall be assembletl for filing at the reloeation site bi-rveekly for items
(1) through (4), antl quarterly for item (5). Any other material
which the Regional Document Security Offieer thinks essential for use
under circumstances for rvhieh the file is maintained shall be included.

(1) An extra certified copy of S.F. 7130, Tim.e and Attendance Re-
port, for each employee. Destroy the previous Time and Attend-
anee Report with each replaeement of a biweekly S.f'. 1130.
IIXCEPTION: Retain each employee's S.F. 1130 for the first
pay period in the calendar year for the entire year, and until
replaced rvith the eertified copy of the Time and Attendance
Report for the first pay period of the following calendar year.

(2) The quintuplicate copy of each Certificate of Deposit. It shall
be conformed to the aeeomplished triplieate when such eopy is
returned from the Federal Reserve Bank. When the subsidiary
ledgers are microfilmed. at the elose of the quarter and the film
plaeed in the reloeation file, the Certifieates of Deposit recorded
in the filmecl Ietlgers shall be remot ed from the ffle and destroyed.

(3) The Disbursing Officer's copy of the Pag Roll Change Slip,
SF-1126b (after it has served its purpose). When the pa5, sar.flg
are microfilmed at the close of the quarter antl the film placed
in the relocation file, the ehange slips shall be removed from the
file and destroyed.

(4) The quadruplieate eopy of eaeh

SF-1166, Voucher and Schedule of Pallments

SF-108], lToucher and Scheclule of Withclrrnoals ond Credits
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SF-1097, Voucher and, Sched,ule to Effect Correct,ton of
Errors

SF-1098, Scheil,ule of Cancell,eil Chechs

SF-l 1 5 L, Ap p r o pr iat ion T r an s f er Auth,o r iz at io r,,

GSA-789, Statement, Voucher anil, Schedula of Withil,rawals
and, Creil,its prepared at the same time as the original set, con-
formetl to the aceomplished copy. 'When the subsitliary letlgers
are microfilmed at the close of the quarter and the film placed
in the relocation file, those copies of the vouchers, schedules, and
transfer authorizations recorded in the filmetl ledgers shall be
removed. from the file ancl destroyed.

(5) Roster of retired Regional employees willing to be reemployed
in the event of a civil defense emergeney.

Seruicing of lndispensoble Operuting Records at Retocotion Site

A representative of the Agency shall make a trip to the site bi-weekly,
on scheduled dates, to keep the reloeation file up-to-date. The Regional
Administrator shall arrange to have this responsibility shared equally,
on a rotating basis, by all constituents of the Agency. Each constituent
shall designate a representative to perform this funetion at speciffed
intervals; thus eaeh representative would make the trip to the reloeation
site only onee every eight weeks. On the day before eaeh scheduled date
for the trip, eaeh eonstituent shall deliver its accumulated material,
properly itlentifietl by Agency name and date, to the appropriate repre-
sentative seheduled to make the trip. Eaeh eonstituent representative
shall be responsible only for filing the material of his own agency.
Other eonstituents' material shall be plaeed, intact, in a designated
store file for eventual filing by the appropriate representative.

If a Post Office is loeated close to the reloeation site, the Regional
Office ancl eaeh constituent may procure Post Office boxes to which the
indispensable reeords are mailed (excluding elassified recor'<ls), at the
required intervals. If this method of transmitting material is employed,
the ffle ean be serviced onee each month instead of bi-weekly. In order
to avoid exeessive accumulations, each representative would be fur-
nished with keys (or eombinations) to the boxes and be requiretl to
remove the material and store it at the site, as instructed in the pre-
eeding paragraph.

The Director, Division of General Serviees, shall be fumished with
the names of the Ageney representatives responsible for servicing the
intlispensable operating ff les.

Vitul Records Prolection Slolus Reporls

Annually, as of June 30, IIIIFA is requiretl to submit VITAIJ REC-
ORDS PROTECTION STATUS REPORT, GSA Forms 2034,2035, to
the National Archives and Records Serviee. PART I (Exhibit K) shall
be usetl in reporting on emergeney operating recorcls antl PAB,T II
3/1/65 Poge 7
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(Exhibit L) for rights and interests records. Regional Offices shall sub-
mit both PARTS I and II of the report in quadruplicate, fiIling in all
information requested. ff reeords appear to fall into both emergency
operating and the rights and interests categories they shall be listed in
both PARTS I and II of the report and be cross-refereneed.

The completed forms shall be classified CONFIDENTIAI/ aud the
original and three copies dispatched by registered mail (see Section 5-1)
to the Records Management Branch, Division of General Services, by
the 5th of July. A special report shall be submitted whenever there is
a change in the location of the records or a significant change occurs in
the status or type of records protected. OnIy that portion of the report
form applicable to the changes need be filled out.
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EXHIBIT A

STARTING TARGET

REEL N0. I-3-65 (11

HOUSING & HOI,IE FINANCE AGENCY

REGION I NEU YORK, N. Y.

ACCOUNT I}IG RECORDS

JANUARY 1, 1965 THROUGH lllARCH 31, 1965

3/t/55
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EXHIBIT B

SENERAL LEDGERS

EXHIBIT C

F0Rltl H- 200.9

PNOJECT SAPITAL GRANT RECOBD

ARRANGED ALPHABETICALLY BY STATE

NUlllERICALLY BY PROJECT

2/9/60
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EXHIBIT D

INDIVIDUAL PAY CARDS SF-I127

ARRANGEI) ALPHABET I CALLY

BY }.lAl'lE OF EltlPL(}YEE

EXHIBIT E

csc F0RII 2806

INDIVIDUAL RETIREMENT RECORDS

CALENDAR YEAR 1964

ARRANGEU ALPHABET I CALLY

BY NAlllE OF ElllPLOYEE

3/t/65
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EXHiBIT F

F LASH

t

FLASH

t{0.

2

2/9/60
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CERTIFICATION

TUIS IS TO CERIIIY TT1AT TTIE MICROPHOTOCRAPIIS APPI]ARINC O}I TI{IS REEL ARE ACCUNATE ANT)

COMPIETE REPRODUCTIONS OI' THE OFTICIAL ACCOUNIING RECORDS 08 ALL PROGRA}TS OF THE

IIOUSII.IG AND HOME FINANCE AGENCY, REGION VI t HAIMIAINED IN THE ADMINISTFArIVT

DMSIoN, TltRoUGtl lrarch 31 ,1{i,

. April 12 __, 19!.:
DE tE
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Regional DlrecLo! of Adr:n.s'.,raLion

. S6n Franclsco. Cal.lfornl6
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EXHIBIT H

OPERATOR'S SERTIFICATE

TEIS IS TO CEA? TT lMT TgE t{IMOfiOTOGR TfiS .APPEARI}I} ON THIS REEL

SIIiTIIG rIII{ oanora1 I€dger - 102 Arndr f,ith D. o. AtE

EI{DI}IG 1IIIE Sf-1}27 Pay cads, tbrough l(zu t8E

ACCI'RATE AIO COUPI,ETE BETNODUSIIO}S OF lHE OIT'ICIAL RECORDS OE

Rmrorl rp. __ r _, or' lEE IlflrsrtG AND Ho{E ErMlcE .aoENcr,

CHICICO. ILLINOIS

AS DEI,IIIERED IlT THE REOUI,AR COIIRSE OT BIISIXESI; FOR PEgI@NAPEDI}.

IT IS FURTEER OERTITED 1gA1 TEE !{IGBOPEMOOnIPHIC PROCESSBg ITRE

ICCO{PLISHED IN .[ }TAN[:R AND O[ TII}{ XHICE I{EETS {UE TSE NEQUIREAMS

OF TEE MTIOML BUREAU OF SIAIDINDS MB IEBUAIIE}II }fi@OPHOTOqNAIHIC

@l[.

--@--, 1{5.
I)ai6

A/*- flu-
lZ Cqnea 0p6ate
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EXHIBIT I

START OF RETAKE

rA 1IAOB8 APTE,MIIO BEtI'ld TEIS loNE ID 
'EB 

TDD tr

BErIET TiE 1RUE COPIIS OT NE@RDg, IIIC'OPDIM^I8s

or ralcE flBE Ur85rm 0B tnOlE Ul9rtlsllCtcf,l ot II-

9mrr0[ or lrB mloru ilcnorEi f,EE.

2/9/@



r

I

i
I

I

I

I
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EXHIBIT J

lrr-3-65(2)
Reel Nuober

Atlantar Ga,
City and SBte

RETAKE CERT IFICAIE

I, HEREBY CERTITY TIIAT TIIE MICROIHOTOGXAPES APPEARING

3ET1{EEN IISTART O['RETAIGII ATiD TII1S IIRETAKE CERTITICAIEX

ARE TRUE COPIES OF THE RECORDS I,AICH WEFT HISSIIIG OR

PROVED UNSATISTACTORY ON INSPECTION OF TIIE ORIGI}IAL

UICROTILU REEL NO. 1II-3-65(1) AI\D ARN SPLICED TO TBE

ORIG1NAL REEL.

1T IS TURTIIER CERTITIED THAT lHE YICROPHOTOGT.APSIC

PROCESSES ARE ACCOMPIISHED IN A }.'A}INER AND ON IT1U

IIIIICE MEEIS }TIT'I REQUIRXMEIITS OF TIiE MTIONAL BUREAO

OF STANDARDS FOR PEBYAIIENT }TIICROPHOTOGBAPH]C C@Y.

April 12.1965
D6te

EIID OF RETAI(E

3/t/5!t
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EXHIBIT K

(crAssrrrED srtxr)
GEXERAL SERVICES ADfl INISTRATIOX

N TIOXAL AiCAryEs 
^XD 

RECORD! SETVTCE

YITAL RECORDS PROTECTION STATUS REPORT(P RT I - ETERGErcY OPMAlXG FECORDS}

IN5TRUCTIONS

Pbose !!Mt thE Epori rn dupll@te to ihe dddrcss showi El@. i seFNie reporl skli b rreFEd fo! Fch bdrvtdEllr
oFraled vltdl Ecdds Froqrdn.

I
TOr Generol Selv.ices Adhinistrqliol

Notidol Ardlives od Remrds Ser!:lco
Oliie o{ Federql Reords Caters
'ly'oshtnqton, D. C. 20408

L

DESCRIFIION

d. fPioPit^ls r@rtuer AvatL^6!E 
^r 

LocrTtoff(51

E^slsl roi urcffPLEr€o ?nociH acrloils foi,. tn.t.ald.tioa lot .qL itd.A..I.d i:.e,p!.,.,i ird 6,

(clAssr!rEl s!Axp)
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EXHIBIT K (Poge 2)

(sLAssrrrrD srAxP)

(cLAssrFrED stAxp)

F|LE ffi@Ro SaArEs. &(:lmr. oR PUaLICAItox ttLE lE,odDl.: Oua4.ily ..Doils -
Aodlobla r6ppti.s ol ptuduct X; Rort.t ol t.c^rilioar Fdilkd loir .de;s.n.y iatir rcting)

HL@rurNG rrEDrw tu@.4
dt c toli ld, p!* i- c otds, a k - )
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EXHIBIT t

(crAssrrrrD srAxP)

GENERAL 5ERYICES ADUTXISTRATION
NATIOXIL 

^RCHVtt 
NO RECOiOS ICMCE

VITAL RECORDS PROTECTION sTATUs REPORT
(PART N. REHT5 AND INTERESTS RECOiD')

lxsTRucTtoNS
Pl{se subhlt ihk report L dupli@te ro &e dd&c$ 6h@o bl@. GG Epd i. t. b f[ld.@i for lh. $& osDkthl
.IoncntB ,or whicb SA Foh 2034, deohnq wrlh eneryency otsNthq Fc{ds, w@ cohpl.ted,

T
.-,|

TO: Generol Servies Administrotion
Nooonol Ardrives @d Re,Trds SeMce
OI{ie oI Fedeml Reords C{ters
l{oshinglon, D.C. 20408

L J

1c.@

i.^sd Foi r^ci at.t.o6* (Co@t.r..nt, iIil6 5 ci.*d'to')

(cressrFrrD srAilP)
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Administrotive Proctice Handbook-Field Service

Port 5. Communicotions
5-6

Section 6

NAONITORING OF TETEPHONE CAII.S

The use of devices whieh record telephone conversations is prohibited
by the Federal Communications Commission unless the device transmits
an audible warning that the call is being recorded. As a matter of
policy, no telephone recording devices of any kind, either mechanical or
electronie, will be installed or used by the Housing and Home Finance
Agency.

No employee of the Ageucy shall intercept a telephone conversation
without the consent of the parties involved except in connection with
investigations related to the National security. No interception shall
be undertaken or continuecl without submitting a justification to the
Administrator and through his office obtaining the approval of the
Attorney General.

Secretarial assistants may, without making complete or partial ver-
batiru trarrscripts, take rrotes of telephone calli for the purpose of setting
up appointments and meetings, obtaining lettcrs, reports, documents or
other data needed for reference during the eall or subsequent thereto,
and performing other usual secretarial duties.

t2ltsl65 Poge I
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Administrotive Practice Hondbook-Field Service

Port 6, Generol Administrqtive Services

6-I

Section I

PROCUREMENI OF SUPPLIES, EQUIPMENT, AND SERVICES

This Section prescribes procedures for the procurement of supplies,
equiprnent, and. services by HHFA Regional Of6ces. Insofar as is
administratively feasible, field procurement functions will be performed
at the Regional Offlce level. Certain supplies, equipment, and services,
however, must necessarily be procured on a basis of centralizeel control.
They are listecl in this procedure as restricted items.

Supplies, equipment, and services for the Field Service shall be
procured by authorized officers of the Regional Offices in accordance
with regulations of the General Services Administration and the policies
and limitations established in this Section.

UTIIIZATION OF EXCESS PROPERTY

Prior to procurement or other acquisitiou of property, careful con-
sicleration shall be given to utilization of known usable excess property
of a similar type, including the possibility of substitution or adapta-
tion of excess items not identical with requested items, whether the
excess items are unused, rehabilitated, or in used condition.

PROCUREMENT OF RESIRICIED ITEMS

Non-Stock ltems

The restricted items listed below shail be requisitioned. from the
Of6ce of Adrninistration, Division of General Services, of the Central
Office. Form II-10, Rcqu,isition for SupTtlics and Equ,ipntent, shall be
submitted in triplicate, bearing the signature of the authorized Regional
procurement official, lvith necessary explanation of need. Whenever a
purchase of a restricted item is approved, a copy of Ilorm H-10 shor'ving
approval rvill be returned. by the Division of General Services to the
Regional Of6ce as authority for the issuance of an order. Such orclers
shall bear on all carbon copies a reference to the approval given by the
Division of General Services.

(1) A11 newspapers, magazirres, anil periodicals (except paper bound
Decisions of the Comptroller General and publications available
from the Superintendent of Documents),

(2) Boohs (except additions to existing sets of Decisions of the
Comptroller General, volumes costing $3 or 1ess, and items avail-
able from the Superintendent of Documents).

(3) Cameras.

5/19/53 Poge I



6-l Procuremenl of Supplies, Equipment, qnd Services

Filing Systems-I'SC Class 7110-Group 74 (Rex Rotary,
Diebold, visible files such as Virginia line by Acme, Kardex,
open shelf, et cetera).

Furniture, Executive Class ttA," and other than standard not
available under Federal Supply Schedules or from GSA Stores
Depots.
Devices-FS0 Class 6645 (time stamps, et cetera).
Office machines: calculators, dictating and transcribing, duplicat-
ing, photocopXing, electric typex,riters, and composing machines.

Printing, except as authorized below.

Projectors.
Recorders, tape or wire.
Rugs and carpets.

(4)

(5)

(6)
( ri

(8)
(e)

(10)
( 11)

Stock ltems

The following restricted items shall be requisitioned from the Divi-
sion of Genertrl Services in accordance with the proeedures outlined
below:

(1) Envelopes, printed and blank white.
(2) Forms, Series H and CFA.
(3) Forms, Standard, if required in 30 percent or less of GSA unit

of issue.

(4) Letterheads.
(5) Printing and binding, other than as authorized below.

PURCHASE OF GSA SIORES STOCK ITEIAS

HHFA Regional Offices shall procure stock items listed in the GSA
Stores Stock Catalog from the servicing GSA Regional Offrce or GSA
Stores Depot. Orders should be submitted on a planned periodic basis
so far as possible. When GSA Stores items are not available immedi-
ately, requirements may be purehased. locally provided the cost does
not exceed $25.00. (See GSA Reg. 1-II-302.00.)

The GSA Stores Depot shouid be promptly notified rvhen the stores
stock is unacceptable, so that the matter may be resolvea[ with the
supplier, to the benefft of all Government agencies.

PURCHASE FROM IHE FEDERAT SUPPIY SCHEDUTE

The Federal Supply Schedule consists of schedules, or lists of term
contracts, entered into on an indefinite quantity basis by the General
Services Administration.

Purchase from these schedules is indicated as mand.atory, or uot
mandatory, in the heading of the first page of each schedule. Although
the use of a particular schedule may not be indicated as mandatory,
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Procuroment of Supplicr, Equipment, ond Servicer 6J

this source should be used whenever purchase from the schedule is
more economical than purchase in the open market. (See the Purchase
Order procedure below.)

OPEN MARKEI PURCHATES

When articles or services are not listed in the Federal Supply Sched-
ules and are not available from stocks of the servicing GSA Regional
Office or GSA Stores Depot, purchases may be made in the open market
in an amount not to exceed $200.00 per purchase order. In the interest
of economy, the market shall be canvassed to secure reasonable competi-
tion when the total cost is expected to be $50.00 or more, antl the pur-
chase order placed with the lowest qualified bitltler. The number of
sources of supply solicited in effecting competition will depend on
knowledge of the availability and cost of the required item. Piecemeal
purchases to avoid the $200.00 limitation shall not be made.

PURCHASE OI REPRODUCIION SERVICES

Photostats, blueprints, ozalids, mimeographing, and reproduction by
direet image may be ordered from the Government Printing Office
Field-Service Offices, or by authorized ffeld plants of other Government
ageneies, listed in the Government Printing and Binding Regulations,
provided the expenditure does not exeeed $200.00. Such items may also
be ordered, within the $200.00 limitation, from commercial sources when
the services of a GPO plant or authorized plants of other Government
agencies are not available, and provided such items are not "printing"
as defined in paragraph 6 of the Printing antl Bintling Regulations.
Expenditures in excess of this amount and all "printing" must be
approved in aclvance by the Division of General Services. Reproduction
maehines in the Regional Offices shall be utilized to the maximum extent
to provide needed services within the offices.

Procuremenl Of Forms And Stotionery

HHFA Regional Offices are furnished copies of the Forms ancl
Stationery Catalog, which lists forms, envelopes, letterheads, and labels
stocked by the Property Management Branch, Division of General
Services. Forms, envelopes, letterheads, and labels listed in the Forms
and Stationery Catalog, and other printed items peculiar to Regional
needs, sueh as overprinted Stantlard tr'orms, shall be requisitionetl
from the Central Office by the submission of Form H-10.

Standard Forms ancl other Government-witle forms, exeept those
which require overprinting, shall be secured through the facilities of
the Federal Supply Service as outlined in GSA Reg. L-II-302.03.

HHFA Regional Office requirements for Standard Forms shall be
secured by submitting a Purchase Order to the servicing GSA Regional
Office or GSA Stores Depot. These forms are considered items of
supply, rather than printing.
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6-l Procurement of Supplier, Equipment, ond Services

Standard Forms listed in the Stores Stock Catalog are required to
be ordered in minimum quantities, as indicated by the GSA Unit of
Issue, and in multiples thereof. Central Office record.s indicate that in
many cases the minimum quantities specified by the catalog are in
excess of quantities normally requisitioned by Regional Offices. In such
instances, t'here the quautity ueedecl is 30 percent or less of the specified
unit of issue, Regional Offices may submit requisitions to the Central
Office for items listed in the Forrns and Stationery Catalog.

Normally, requisitions to the Central Office for printecl forms and
stationery lisled in the tr'onns and Stationery Catalog should be limited
to a three-to-six-month supply. Limited-use items rnay be ordered in
larger quantities if desired. Requests from operating personnel which
appear to be unreasonable should. be returned to the initiating office
for an explauation.

PURCHASES OF FOREIGN MAIERIATS_BUY AMERICAN ACI

The Buy American Act (41 USC 10a-10,1) provides generally that
only such unmanufaetureil articles, materials, and supplies as have
been mined or producecl in the Unitetl States, and only such manufac-
tured articles, matcrials, and supplies as have been manufactured in
the United States substantially all from articles, materials, or supplies
mined, producecl, or manufactured, as the case may be, in the United
States, shall be acquired for public use in the United States unless the
Administrator rletermiues, pursuant to Executive Order 10582, Decem-
ber 17, 1954 (19 F.R.8723), (a) the price of like materials of domestic
origin is unreasonable, or (b) the purchase of like materials of domestic
origin is inconsistent with the public interest. (See Volume If, Section
4-2-7, for additional material on this Act and pertinent citations from
the Executive order.)

Delerminolion Thot lrems Are Not Mined, Produced or Monufoctured in the Uniled Stotes

The Buy American Act does not apply if the items to be used, or
the articles, materials, or supplies from which they are manufactured
are not mined, produced, or manufactured, as the case may be, in the
United States in sufficient and reasonably available quantities and of
a satisfaetory quality.

Regional Adnrinistrators are authorized by delegation of authority
under Volume II, Sec. 5-75-9, to determine that particular artieles,
materials or supplies are not mined, produced, or manufacturecl
in the llnited States in sufficient and reasonably available commercial
quantities and of a satisfactory quality.

In making the required detcrmination, there shall be consitlered
whether similar dornestic articles, materials and/or supplies will ade-
quately serve program needs. The determination should be in the form
of a statemeut of fact ccrtified on the carbon eopies of the procurement
document as follou,s:
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" Corresponding articles, materials or supplies are not
mined, produced, or manufactured in the Unitetl States in
sufficient and reasonably available commercial quantities and.
of a satisfactory quality.

(Signature) "
When purchasing against eontracts of other departments, such as

Fed.eral Supply Schedule Contracts, necessary determinations and
certifieations generally will have been made by the heads of those
respective departments.

PROCUREIIAENT OF ADVERIlSING

Authority to authorize the publication in newspapers of advertising
has been delegated to certain Regional Offfce offfeials. (See Volume II,
Sec. 5-15-23.)

Although this basic authority may not be redelegated, the adminis-
trative duties involved in aceomplishing advertising may be assigned
to subordinate officials in aeeorclanee with the provisions of 7 GAO
5220.70 (GAO Policy and Procedures Manual).

Selection of Advertising l/ledium

In placing official advertising in newspapers, no favoritism shall be
shown to any publication, and there shall be no discrimination with
respeet to any publieation because of its etlitorial attitude. The sole
eonsideration governing the plaeement of advertising shall be the
adequaey of thc medium for the aceomplishment of the purpose of the
advertising.

Advertising Orderc

Standard Form 1143, Revisecl, Adrerti,sing Order, shall be used to
procure the publieation of advertising which has been administratively
approved by an offieial to whom such authority has been delegated.
Standard Form 1143, Revised, may be signecl by that offieial or by an
employee to whom authority to place the advertising order has been as-
signed. Referenee to assignments of authority to place ailvertising or-
ders, including the date ancl number of the instrument by which the
assignment was made, will be entered on Standard. Form 1143 in the box
provided for this purpose, to the left of the signature. This is in
addition to the reference to the basic delegation of authority required
in the box in the upper right-hand corner of the form.

Voucherr

Publisher's vouchers shall be submitted on Standard Form 1144,
Revised, and Standard Form 1144a, Revised, as prescribed by 7 GAO
5230, and the "Instruction to Publishers" listed on Standard Form
1143, Revised.

6/19/53 Pcge 5



6.1 Procoromenl of Supplier, Equipment, ond Services

PURCHASE OF SERVICES

Services listed below may be procured by Regionai Offices without
prior approval, provided the estimated cost of the entire individual
obligation does not exceed $200.00. Such services may be procured in
the open market only rvhen they cannot be obtained from existing
Government-orvned or operated facilities or from Federal Supply
Schedule repair service contracts:

(1) Local drayage.
(2) Moves rvithin the same building.
(3) Repair of typervriters, office machines and furniture.
(4) Automobile repairs caused by normal rvear and deterioration.

Preventive maintenance rvill be exercised continually to reduce
the frequency and cost of such repairs. Purchase orders for auto-
mobile repairs or tires shall be itemized, and shall itlentify by
tag number the automobile forlt hich procured.

RENTAL OF 
'IAOTOR 

VEHICTES

Motor vehicles for official prlrposes may be obtained from motor pools
of the General Services Atlministration. No current statutory authority
exists rvhich permits rental directly from a eommercial source. This
absence of authority, however, does not prohibit rental of a vehicle by
an employee incident to completion of an official travel assignment.

PURCHASE OF SIENOGRAPHIC REPORTING SERVICE

If a Regional Of6ce does not have stenographic reporting personnel
available, such serviee may be procured under existing contracts, or
on the open market, if the estimated cost for a single report does not
exceed. $100,00. Expenditures estimated to exceed $100.00 must be
approved in advance by the Division of General Services.

RECURRING SERVICES

When there is a recurring need for supplies or services, regardless
of the number of payments to be made, such supplies or services may
be procured. by the issuance of a blanket purchase order, provided
the overall amount involved does not exceed the open market limita-
tion within the fiscal year and provided further that such purchase
is not limited or restrictecl elsewhere in this Volume. A blanket pur-
ehase order shall be issued on a monthly, quarterly, or fiscal year basis
for such recurring service and should provide that invoices be presented
monthly. Contracts need not be executecl for public utility services,
regardless of the amount or the number of payments to be made, when
the utility company rates are ffxed by government regulatory action.

CONTRACTS

Contracts shall be numbered. in consecutive order regard.less of the
fiseal year. The serial number shall be prefixed by the Agency symbol
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Procuremenl of Supplies, Equipment, ond Services 6.t

H, followed by the Regional Series in parentheses (e.g. TI(202)-1
for the flrst eontract made by Region II). The following Regional
symbols shall be used r

H(102)-Region I
H(202)-Region II
H(302)-Region III
H(402)-Region IV
I{(5O2)-Region V
H(602)-Region VI
H(702)-Region VII

PREPARATION AND ROUTING OF PURCHASE AND SUPPTY ACQUISITION DOCUMENIS

lntro-Regionol Regulotions

Form H-10 shall be used by Regional Offices and offices reporting
through Regional Offices for requesting supplies, equipment, forms,
stationery, and services. Each Form H-10 submitted by a requisitioning
office shall be numbered I'ith a two-part number to indicate numerical
sequence and the fiscal year. For example, the first request issucd
during the fiscal year 1963 by a subordinate office witl be 1-63; the
tenth request will be 10-63; etc. Requisition numbers will be entered
by the requisitioning of6cc and used for referenee purposes in tracing
requisitions.

The requisitioning office will retain a carbon copy of each requisi-
tion and will forward the original and 1 copy to the authorized Regional
procurement official, who will return one copy rvith an ind.ication of
the purchase order number, or as a packing list if the requisition is
filled from available stock.

Requisitioning from Centrol Ofiice

Form H-10 will also be used for requisitioning restricted. items,
letterheads, envelopes, labels, and ad.ministrative forms from the
Division of General Services. (See Exhibit A.)

Requisitions must be submitted through an authorized Regional
procurement official and shall be transmitted to the Offiee of Administra-
tion, Division of General Sen ices, in an original and two copies. The
original shall be signed by an authorized Regional procurement offieial.
AII such Forms H-10 shall be numbered serially in a separate series
indicating Region and fiscal year. For example: III-1-63 would. be
the flrst requisition for Region III during fscal year 1963.

Copies of IIHF A publications normally in demand, other than
legislative material, are stocked in the Division of General Services,
Printing antl Reproduction Branch, and may be obtained by the sub-
mission, in duplicate, of Form H-68, Raquisiti,on for Pu,blicat'ions. (See
Exhibit B.)
6/19/63 Page 7



6-l Procurom6nt of Suppller, Equipment, qnd Scrvlcor

Legislative material is distributetl by the Office of General Counsel,
Legislative Reference Service.

Procuremenl by Purchosc Order, Form H-35

Form H-35 shall be issued whenever the expentliture of Government
fund.s is contemplatecl for the procurement of supplies, equipment, and
servrces.

A register shall be maintained in 'which purchase orders shall be
listecl aceording to the numbering sequenee in which they are issued.
The register shall consist of four columns and shall show (1) serial
number; (2) date of purchase order; (3) name of vendor; and (4)
brief description of first item on purchase order. One additional eolumn
may be providetl and usetl to show requisitioning offiee, if desired.

Form H-35 (Exhibit C) shall be signed by authorized Regional
proeurement officials to purchase non-restrictetl supplies or serviees.
Purchase orders shall be numbered conseeutively starting rvith number
1 at the beginning of each fiscal year. A purchase order number should
consist of the Region in Roman numerals, the serial number, and. the
last two digits of the fiseal year. For example, III-I--63 would be the
first number for Region III in fiscal year 1963.

Purchase orders may be amended. or canceled by the issuance of a
new purchase order, using the same number suffixed by amendment
#-or cancellation. (See Exhibit D.) A canceled purchase order
number shall not be assignetl to any other purchase. The action to be
taken shall be shorvn in the space marked Articles or Serviees.

All blocks of thc purehase order shall be filled in, ineluding point
of issue, allotment eode, delivery time, discount terms, and address of
offiee where payment will be matle. Confirming purchase ortlers shall
show the date the supplies were delivered or the services performed.
The follorving distribution of purchase orders is recommended:

(1) Vendor's Copy (original), to the vendor.
(2) Issuing Officc Copy (yellow), kept by the B,egional procurement

official for the numerical purchase order file.
(3) Finance and Aeeounts Copy (blue), to the Regional Fiscal Offfce.

(4) Purchase Recortl Copy (orange), kept by the Regional procure-
ment offieial for the alphabetical vendor reference file.

(5) Receipt Copy (pink), to the eonsignee for accomplishment upon
reeeipt of goods and forrvarding to the Regional Administrative
Braneh.

(6) Property Records Copy (buff), same distribution as Receipt
Copy above.

(7) Commotlity File Copy (white), to the Division of General
Services as soon as the purchase ord.er is issuetl.

(8) Consignee's Copy (white), to the consignee for his fiIes.
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(9) X'ederal Supply Service Copy (green). (No longer required by
FSS but may be used when purchase order is required. in dupli-
cate, such as orders to Federal Prisons or to some agency for
excess property.)

Each Form H-35 requires the entry of a Method of Purchase in the
upper left-hand corner of the form. The following paragraphs define
entries to be made:

(l) Federal Supply Sched,u,le. Purchases made under Federal Sup-
ply Schedule Contracts. Do not include purchases made under
the Schedule of Blintl-Made Products.

(2) Fed,eral, Supplg Beruice Btock. Used in the purchase of stores
stock from the Federal Supply Service. (See Purchase of GSA
Stores Stock Items above.)

(3) Surplus Propertg Transfer. Itequests for transfer or surplus
property from the General Services Administration, or from
any other agency.

(4) Ad,aertising (Reu. Sfofs. $ 3709 47 U.S.C.5). Purchases made
from commercial sources after advertising pursuant to Rev. Stat.
S 3709 or similar law.

(5) Dnempti,ons from, Rea. Stat. $ 3709. Purchases made from com-
mercial sources without advertising for bids, when exempted.
from the advertising requirements of Rev. Stat. $ 3709.

(6) Miscellanaous. Purchase orders issued to the General Services
Administration which are not covered by method 3; purchases
from Federal Prison fndustries, Inc,; purchases from the
Schedule of Blintl-Made products; purchases against contraets
by another agency ancl any other purchases not covered by
Methods, 71 3, 4, and 5.
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Procuremenl of Supplies, Equipment, ond Services

EXHIBIT A

6-I

REQUISITION
FOR

SUPPLIES AND EOUIPMENT

Ft0
{ 2-5e)

iouslro u0 ffit nr^tct lctrcY
0rtrcl 0t trt r0rtrrlrtrl0t

tltLt0 3t

0rvlsl0N rilo tPrrcx
Re:lonal office IIf, All-anta, ieorGla

ITEM TO.
(C..tlo... r.t.t OESCRIPT IOT Q0lxTllt uxrT 0f

ISSUE PRI
IT
rcE INOUTT

..orft:-.tr

9orn l:-5?,+

i-1F

Transdttal SiLlp

:ulde Fom of Contrae: Documents for
Site Proparatior

Labels, 0?.A, Jx5, xlth lnCicla

30

75

1C

pad

each

pad

I ..rrtrt tl.i !1. .r!tll.r ..dror .{rtti.tt
raltl.ltloraa alora lrva laat r.aalraa

--iiii6- 
-----iiEn'iiliimiEil- rTtt of Ad.nlnistratLon

lttiol!o ar:
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5.1 Procurement of Supplies, Equipnenl, snd Seryicet

EXHIBIT B

lF68
( ro-se)

H0u3tr0 AxD ,torE FtXtXcE A0EXCY
0rftcE 0r TIE l0lilttsTRlT0t

REQUISITION FOR PUBLICATIONS
(Subnrit in dunl ibate)

DELIYER TIIIS FORI{ PROI.IPTLY TO:

l. Printing & Reproduction Branch

Rcatra DUPLICATE to n.q!.ttiar Olfic;
OnIcIlllL rill Dc rcloiacd iaPriating

and Acprodrctioa Eralc[.
2. onornso av:

Noe
fSigr!ru..)

rrtreReg.lli r. of Adrnin.

P & R ERANCI' USE ONLY

OATE RECEIVED DATE OROTR FI LLEO

R00r.

121

B LOG.

989 r'tarket St
S.F. i. Cal.

BACK ORDEREO:

PITON E

6l,8lr

DAT E

I'eb. 7^ 196i

FILTEO BY

TITLE OF PUELICATIOIi

FACT SHEETS

Public I'acilJ.ty Loans

Federal ProgramS for Senior Citlzens
the Urban Renewal Program

llultSER 0F c0PtEs

5o each

OELIVERY TETIIOD:

E
n

xl tL
rIlsEr0tt

Isrrc r rr
f]rur-rror

sEtlo ro: Region vJ
Housing and }Iome finance Agency
Oflice of the Regional Administrator
Roon 323, 989 l"iarket Street
San Francisco, Califorrda
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EXHIBIT C

6-t

ii7j,r tutcH^sE otDEt
+-imi
I.

1 IIo, Iorkr:i@ York

Rafer to purchase order I-1+-53 dated
Jeullr 22r 1963 for one iddLns machlne
and anend to lncr6ess th€ cost fNn
$r.?0.55 ro $I34.0c.

Balmco of tle order renaln$ the sane.

Anout to be lncrosseC - $13.l}5

TOTAL

t$Drcafa uEfiloD 8y

Houslng ad i{oDo
Re;ionI-Rcon,
31,5 Brcqdray
N,:a York 11, llew

24, 196)

r-iSnanco A;eocy
906

York

t.
!,
t.

,:1)

8510100. Selgrles and E:<penscs
offlce of the Addlnlstrstor
:louslng eal Ions Flnanqe A;.ncy. 1953

Cai@ rDd Dsrilrtl6tc
s
E
L
L
E
f,

n6ldngton-R.nd
Dlvlslon of Sp.rty Rand Coryolatlon
2121 lEsconsln Ay€nue, Il. 'r1.

I'laslfngton 7, D. C.

INSTRUCTIONS TO VENDORS

To reiv. p6ym.ot .ubmit a public vouchcr (U, S, Stsdrrd
Foms lO34 and 1034a) or two copics of your invoice. Situ
dily @ copy oI your invoie. Paymot f,ill bc Dsdc by:
Hruiag and Hmc Fime Agocy,
O6e ol thc AdmiDithbi

s
EI
P
a
o

$ t)5.)?

Doe
Nrm.

.Reglona). Dlricf,or of A,idnistration

VDNDOBS COPT
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6J Procuremenl of tupplies, Equipment, ond Servicer

EXHIBIT D

Bii,, ?URCHASE ORDER

olitct ot ?Ht aDrttttfutot

1 llew York. i'lew York

i:achlnor addlng, e1ectrlc, Reditrirton-landt
l.:oie.L ll090L-10, LLsts ed totals 3
coLums

iederal Exclse Tax

1

1

each

sach

$v0.55

Lt.3l

TOTAL

'NDICITB 
ADTEOD Bf

,.

t,
a,

8630100. salarles sd B(psnses
A&f,1nl s trato rotfica of the

Housln6 sd Hore Flimnce A*r,cy. A963

To
s
E
L
L
E
R

SeninCton-:and
Dlvlsion o: spcrlxr ?and Colporatlon
2L21, iilsconsln tvenue,.Il. U.
'riashln6ton /, D. C.

Cd.iF &d Dstir.tid
$ llouslng ud Hons Financo .|lgeocji
i' :li,tjJ.r I - ilprn 906P 95 Brcadud
3 Ncx lork U, ]lefl Iork

50-e8-2(f)
rndex flr

INSTRUCTIONS TO VENDORS

+ L70.55

D.37

ile;ioul' Dircctor of Adxdnlstletlon

To reivc pdymcnt rubmit a public vouchcr (U. S. Sted.rd
Foms 1034 and 1034a) or two copies ol your invoice. Sign
mly onc copy oI your invoice. Paymst will b. madc by:
Housing and Hmc Fime Agocn
06@ ol th. Ad6i6istr.toi

Nrhc

VENDOB'S COPT
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Secrion 2

PERSONAT PROPERTY AAANAGEiAENT

This Section prescribes procedures for the personel property manage-
ment function in HHFA Regioual Offiees and in offiees reporting to
HHFA Regional Offices.

All employees are responsible for the proper care, use, and protection
of Government-owned personal property.

The Regional Administrator is responsible and accountable for Gov-
ernment-owned property within the custody of the Region.

The Regional Director, Administrative Management, is responsible
to the Begional Administrator for directing activities pertaining to the
establishment of personal property procedures and for the installation
and maintenance of personal property accountability records. This
responsibility includes the designation of property officers or property
custodians to prepare and maintain property records, identify and
inventory property, and reconcile approved physical inventories with
the General Ledger accounts.

Regional Office staff members whose duties include some phase of
responsibility for personal property management should keep informed
of applicable regulations of the General Serviees Administration in
addition to the instructions in this Section.

DEFINITION OF PERSONAT PROPERIY

Personal
except real
property is

property

into Supplies and Equipment

Bupplies include all commodities whieh are:
(1) Essentially consumed or expended within one year after put into

use, or
(2) Converted in the process of construetiou or manufacture, or
(3) Used to form a minor part of equipment or fixed property, or
(4) Of little monetary value and normally purchased from 08 (Sup-

plies antl Materials) fund.s, sueh as d.esk trays, inexpensive pen
sets, ash trays, ealendar stands, and telephone list fnders.

Eqwtpment includes:
(1) Personal property of a more or less durable nature whieh may be

expected to have a period of service of a year or more after put
into use without material impairment of its physical condition.
ft excludes items whieh are used to form a minor part of equip-
ment. For purposes of this proeedure, equipment is further
tlivitletl into Capital and Non-Capital Equipment.

(2) Capi,tal Equiprnent includes all items listed on Form H-54 (Rev.
3-59), Ph.as'tcal Inuentory Re,port of Capttal Property. (See

4/22/59 Poge I
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5-2 Perronq! Proporty Monrigcmint

Exhibit A.) This list may be revised. by the Division of General
Services as necessary to add items or to eliminate items.

(3) Non-Capital Erluipment is any item of equipment not included
uuder (2) above.

RECORDS OF EXPENDAE1E SUPP1IES

Supplies are considered expended on receipt of a signature on the
acquisition document or a statement that they were consumed during
normal operations. Record.keeping, as prescribed below for capital
equipment, does not apply to supplies. However, an inventory control
should be maintainetl for any concentration of supply items in excess
of normal cupboard stocks held for issue to offices reporting to the
Regional Offiee.

The Regional Direetor, Administrative Management, shall bo respon-
sible for seeing that supply items are adequately protected against
ffre, theft, deterioration, and misuse.

NON.CAPIIAL EQUIP'IAENI

ldenrificqtion of Non-Copirol ltemr

Non-capital items may be identified with decalcomanias but this is
not mandatory. Identification serves a useful purpose in instances
where office space is occupied by others in addition to HHFA employees.

Books acquired shall be identified as HHFA property by stamping
"HIIFA" on the inside front and back covers and on Page 13. A reeord
of books on hand should be maintained in the Regional Office.

Records of Non-Cqpitol ltems

Items of equipment which are not included on Form H-54 (Rev. 3-59),
Plrysical Inuentory Report of Capital Property, will not be set up in
the property accounts or General Ledger accounts, and will not be
subject to the group recordkeeping and control preseribecl for eapital
equipment. However, the Regional Director, Administrative Manage-
ment, shall insure that adequate measures are taken to safeguard this
property against loss, damage, or excess accumulation. Items of this
kind shall not be included in the annual equipment inventory but the
Eegional Director, Administrative Management, should institute records
and internal inverrtories as appear necessary.

CAPIIA1 EQUIPMENT

ldentiftcotion of Copirot Equipment

Items of capital equipment shall be identified by an HHFA decal-
comania except items upon which application of a decalcomania is not
practicable. Unnumbered decalcomanias should be used on machines;
numbered decaleomanias should be used on other items until the present
supply of numbered decalcomanias is exhausted, when unnumbered
decaleomanias will be used.

To facilitate examination of HHFA property for identification pur-
Poge 2 4/22/s9
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poses, d.ecalcomanias shall be placed in a uniform fashion. On the more
common items they shall be placed as follows:

Bookcase sections-upper right front.
Desks-front of right leg approximately three inches from top of desk.
Filing cabinets-upper right front corner.
Supply cabinets-upper right front corner.
Swivel and arm chairs-back of chair, center of seat.
Tables-front of right leg approximately three inches from top of
table.
Typist chairs-rear of upper back rest.
tj,irist stands-front of iight leg approximately three inches from
top.

Decalcomanias may be affixed in more practicable loeations on
leather upholstered and executive Class "4" equipment. On equipmeut
not listed aboye, decalcomanias shall be applied in the most appropriate
loeation. Additional decalcomanias will be furnished as needed upon
request to the Division of General Serviees.

Recordc of Copilot Equipment

Form I[-91, Property Group Control Card,. Receipt or disposition
of eapital equipment, whether the transaetion is partial or complete,
shall be recorded promptly on Form H-91 by group elassification. (See
Exhibit B.) Items on Property Group Control Cords shall be con-
fined to the items listed on Form H-54 (Rev. 3-59), Phgsical Inuentory
Beport of Capital Property, without deviation from the group de-
scription shown on Form H-54.

Form H-91 shall be maintained in a visible pocket-type file, similar
to book styles available under the Federal Supply Schetlule. Each
group item shall be identified with a 5/8" title insert in each pocket.

Form H-90, Propertg Eecapitulation Card,. Receipt or disposition
of capital equipment, whether the transaction is partial or complete,
shall be recorded promptly on Form H-90. (See Exhibit C.) The
total valuation of the Property Recapitulation Card must be in agree-
ment with the combined totals of all Property Group Control Carils
at all times.

Form H-90 is designed for use in a ring-type binder, although it
may be maintained otherwise if desired.

Form H-2, Machtne Record, Card. In addition to the Propertg Group
Control, Cards for offiee machines, an individual record on Form H-2
showing date acquired, acquisition reference, serial number, cost, main-
tenance data, and other information shall be maintained for each
serially numbered capitalized machine. (See Exhibit D.)

Form H-2 shall be maiutained in a visible pocket-type file similar
to book styles available under the Federal Supply Schedule. Each
mashine card shall be identified with a 5/8" title insert in eaeh pocket.

Actionr Afrccting Recordr of Capiral Equipment

Actions increasing the property account, such as acquisitions, ad-
justment of prices, or eorrections, shall be posted in blue on Form
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H-90 and Form H-91. Actions decreasing the property account shall
be posted in red.

Items except serially numbered machines shall be removed from
the property account on an average-cost basis.

Serially numbered machines shall be removed from the property ac-
count at the acquisition cost shorvn on Form H-2, Machine Record, Card..

Pcronol Chorge Rccord of Copirol Equiprnent

A signed Form H-26, Receipt for Property, shall be secured from
individuals having possession of capital equipment such as portable
typewriters, cameras, and other items determined by the Regional
Director, Administrative Management, to require personal charge.
(See Exhibit E.) On separation, each employee must account for
property charged to him and be cleared of indebtedness under the
proced.ure in Vo1ume V, Section 2-4-3, before he may receive his final
salary payment.

lnventory of Copirol Equipment

Annual physical inventories shall be taken by each Regioual Office
and each office reporting to a Regional Office as of June 30 of each year
and at such other times as may be prescribed by the Regional Director,
Administrative Management, or the Central Office Division of General
Services. Form H-54 (Rev. 3-59), Ph,llsical Inuentory Report of Cap-
ital, Property, shall be used for this purpose. Only items of capital
equipment shall be included in the inventory report. (See Exhibit A.)

Offices reporting to a Regional Office shall prepare Form H-54 in
an original and 2 copies. The original and 1 copy shall be sent
to the Regional Office and a copy retained in the preparing office. The
Total Valuatiorr column on Form H-54 wiII not be filled in on reports
made by offices reporting to a Regional Offiee.

Regional Offices shall prepare a consolidated inventory report on
Form H-54 in an original and 1 copy. The inventory report shall
be signed by the Regional Director, Administrative Management.

In addition to the inventory report, Regional Offices shall prepare a
summary of selected machines by age group on Form H-92 (see Ex-
hibit F ; only the machines shown in the exhibit shall be reported ) and
a summary of acquisition and disposition aetions. (See the paragraph
on Financial Accountability for Capital Equipment.)

The original consolidated inventory report, a copy of the inventory
report of each office reporting to a Regional Office, the summary o1
selected machines and the summary of property aetions shall be for-
rvarded in time to reach the Central Office Division of General Services
by August 1 of each year. A copy of each report shall be retained in
the Regional Office.

Ditcovery of Capitol Equipment During lnventory

Normally, eareful regard. for custody of property and prompt record
posting will prevent discrepancies between a physical inventory and
the aecountability record. Ifowever, an item discovered which is in
addition to capital equipment reflected in the accountability reeords
may be added to Form II-90 and Form H-91, and a notation mad.e in
the Reference Document column "Discovered by Inventory.,, The
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Personol Properly ll/lonogemenl 6-2

record in support of addition of the item shall include a statement dis-
closing investigation made to determine former ownership and shall be
in sufficient detail to facilitate future custody or disposal. A copy of
the statement shall be sent to the Central Office Division of General
Serviees. The staternent need only refer to the appropriate Report of
Suruey in instances where property is located which had been removed
from the records by survey action because of failure to locate the prop-
erty when taking a prior physical inventory.

Finonciql Accountobility for Copitol Equipment

The total inventory value of capital equipment in the Regional Office
and in offices repolting to the Regional Office is set up in the General
I-.ledger accounts. The procedure for maintaining financial aecounta-
bility of capital equipment is in Section 7-3-2 of Volume V.

Documents reflecting property transactions which increase or d,ecrease
the value of capital equipment shall be routed through the appropriate
o{fice for fiscal accounting postings.

The physical accountability recorcls shall be reconciled with the finan-
cial accouutability records at the errd of each calend.ar quarter. As of
June 30, a capital equipment summary of acquisition and dispositipn
actions during the reporting year shall be prepared in an original and
2 copies. (See Exhibit G). 'Ihe summary shall begin with the previous
year's capital inventory valuation and end with the valuation shown
on Form H-54 (Rev. 3-59), Phl1sical, Inuentory Report of Capital Prop-
erty, for the current June 30 period. The original summary shall
be sent (with Form H-54) to the Central Office Division of General
Services, a copy (u'ithout Form H-54) to the Central Office Division
of Finanee and Accounts, and a copy retained in the Regional Office.

ACQUISITION OF PERSONAT PROPERIY

Tronrfers Wirhin the Agency

Capitalized property may be transferrcd between offiees within the
Regional jurisdiction on approval of the Regional Director, Adminis-
trative Management, but prior approval must be obtained from the
Central Office Division of General Services before transfer of items
between Regions.

fn transfers between Regions, the releasing Regional Office shall
prepare Form H-55, Property Transf er Report, in an original and 5
copies. (See Exhibit H.) These forms should be numbered in a eon-
secutive series by the releasing Regional Office. The original and 2
copies of Form II-55 shall be sent to the receiving Regional Office where
the original and 1 copy will be receipted and returned to the releas-
ing Regional Office. The reeeipted copy will be forwarded to the Central
Office Division of General Services by the releasing Regional Offiee and
the receipted original retained.

fn transfers between the Regional Office and the Central Offiee, the
same transfer procedure shall be followed except that 2 copies of
Form H-55 shall be sent to the Central Offiee Division of Finance and
Aecounts to support Form H-219, Inter Office Transf er Voucher.

The above instructions on transfers apply also to non-capitalized prop-
orty transfers except that no fiscal reporting actions are. necessary.
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When capital property is aequired without cost, a value shall be
placed on the items for accountability purposes. When the present
value of the property is not shown on the acquisition document, the
approximate cost of a similar item from the General Services Admin-
istration or from a loeal source mav be used.

DISPOSII]ON OF PERSONAT PROPERIY

Disposition of property is usually accomplished by:

(1) Reporting and release of excess property to a d.isposal agency;
(2) Transfer;
(3) Sale;
(4) Property survey.

Before disposal, transfer, or loan of excess property, the Regional
Director, Administrative Management, shall send a listing of items eon-
sidered to be excess to the Central Office Division of General Serviees
for approval. Upon receipt of approval for action, the property shall
be disposed of under the procedures in this Section and in the Regu-
lations of the General Serviees Administration.

Most excess property will be disposed of through reporting to the
General Services Administration, or by the Regional Office after clear-
anee by the General Services Administration following reporting. Some
exceptions to this method, however, are explained in the following
paragraphs.

Reports to the General Serviees Administration of excess personal
property shall be made on Standard Form L20, Report of Ercess Per-
sonal Progtertg, and. Standard Form 120a, Continuation Sh,eet, and,
shall be prepared in a sufficient mrmber of copies to provide for dis-
tribution to the appropriate General Services Administration Segional
Office and 1 copy to the Central Office Division of General Services.

Under GSA Regulations, some personal property which has been
determined. to be excess may be disposed of through transfer at fair
value to other Government agencies without reporting to the General
Serviees Administration. Transfers without exehange of funds are
limited to intra-agency transfers; transactions where the fair value of
equipment transferred, at one time, from one location, is less than
$100; and to those transfers requiring prior GSA approval under
GSA Regulations.

Unservieeable property shall be subjected to Report of Surueg action,
more fully described below.

Items having a salvage value shall be disposed of by sale in accordance
with applicable GSA Regulations. The results of such sales shall be
ffled with the Report of Suruey.

Items having uo sale value shall be broken up or destroyetl by burning.
The destruction of the surveyed property shall be witnessed by a re-
sponsible employee, who shall certify as to the method of destiuction.
A copy of the certification shall be sent to the Regional Office for in-
formation and notation in the property records of capital equipment.
Pogo 6 4/22/59
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.(Sinee no financial accountability is maintained for non-capitalized
property, an estimated aequisition cost may be placed on such property
whenever a disposal document calls for this information.)

Sets of books having an original acquisition eost of less thau $500
per line item, determined by the Regional Direetor, Administrative
Management, to be obsolete or superseded, aud having no Regional
usefulness, may, after reasonable local inquiry discloses the books are
not needed by other agencies, be discarded as scrap without prior ap-
proval of the Central Office Division of General Services.

Regional Office employees shall not purchase, either directly or
indirectly, Agenc.y property being sold as Government surplus.

REPORTS OF SUNVEY

Upon determination that capital equipment has become lost, damaged,
unserviceable or stolen, the property custodian or property officel shall
initiate Form H-27, Report of Su,rueg, for review of the cireumstances,
determination of cause of the occurrence, and information and. recom-
mendations neeessary to permit a ffnal decision to be made as to appro-
priate action in the matter. (See Exhibit I.) This form, completed as
to initial statements of facts, shall be referred by the Regional Director,
Administrative Mauagement, to the Regional Property Survey Board.

The Regional Property Survey Board shall be constituted of three
members appointed in writing by the Regional Administrator. One
member shall be appointed to act as Chairman of the Board. Regional
property officers, custodians, or others accountable or responsible for
the property in question shall not be designated as members of the
Board. The Board shall act upon the Report of Suruey as a fact-find.-
ing and advisory botly with responsibility for making a complete in-
vestigation and recommendations to provide a sound basis for final
decision by the approving authority. Members shall be intlivitlually
responsible for exercise of independent judgment and complete explora-
tion of the pertinent faets. Special eare shall be taken in ffxing respon-
sibility for the oecurrenee and in recommending disposition of the
property. Whenever possibh, findings shall be supported by personal
inspection of property, certified statements in writing by responsible
employees or witnesses, and other evidence of fact. Supporting written
statements shall be attached to and constitute a part of the Board's
report. The aetual condition of unserviceable property will be attested
through personal inspection by the Board or by written certificate of a
responsible employee. Findings of unserviceability shall include an
estimate as to salvage value, and Board recommendations shall include
suggested dispositiou or destruction of the property. The Regional
Property Survey Board shall enter on the Report of Suruey form a
complete ald detailed statement of findings made, the basis for egch
finding, and finally, the recommendations of the Board as to aetioris
appropriate to conclude the matter.

The Regional Director, Administrative Management, shall review the
Repmt of Burwg to insure compliance with this procedure, particularly
as to complete exploration and report by the Board. The report shall
then be sent to the Regional Administrator for eompletion of the space
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merked. "Decision of Reviewing Officer." After approval action [y
the Regional Administrator, the fiscal and property officers'certifioates
on the Report sltall be eompleted, and a copy of the report sent to the
Central Office Division of General Services.

Capitalized property determined to be lost by reason of theft shall
be immediately reported by the responsible property custodian or prop-
erty officer to the appropriate loeal law enforcement authority, and if
not found after appropriate investigatiou and period of time, a Report
of Suraey shall be initiated and processed. No reeommendation shall
be made by the Regional Property Survey Board until a conclusive
report is obtained from the local law enforcement authority.

The above survey action procedure covers capitalized property but it
may be applied to other personal property when the Regional Direetor,
Administrative Management, believes such action is necessary.
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EXHIBIT A (Poge 3)
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Section 3

GOVERNMENT.OWNED MOTOR VEHICTES

This Seetion preseribes regulations and procedures pertaining to
Agency-owned motor vehicles assigned to HHFA Regional Offrces and
to offices reporting through Regional Offices.

ANNUAT iAOIOR VEHIC]E REPORT

Each Regional Offiee shall furnish the information shown in Exhibit
A, Data EeEr,ired, from Regional Offices f or the Annual Motor Veh,icle
Report, to the Division of Administration, General Services Branch, in
original only, by August 5 of each year. This report form replaces
Standard Forms 82 and 82a, Annual Motor Vehicle Report, previously
prepared by the Regional Offices.

usE oF t oroR vEHtct"Es

The use of motor vehicles shall be confined to official travel. Official
travel shall be performed by common carrier in all instances, except in
cases where the point to be visited is inaecessible to common carrier or
is so infrequently serviced as to result in unwarranted layover, loss of
time, and excessive salary and per diem costs.

Public Law 600, 79th Congress, specifically limits the use of motor
vehieles to travel for official purposes. This term does not ordinarily
inelude the transportation of an employee between his domicile and
place of emplo5rment. fn unusual circumstances, however, employees
engaged in fieltl work may seeure an exeeption to this rule. B,equests
for exception shall be submitted to the Assistant Administrator (Atl-
ministration) by the Regional Administrator.

The following information shall be included:
(1) Name and title of the employee.
(2) Brief statement of the official duties which make it necessary for

the employee to use a motor vehicle for transportation between
domicile and place of employment.

(3) Employee's domicile address.
(4) Atltlress of place, or places, of employment, antl distance from

domicile.
(5) If common camier service to plaees of employment is available,

explain why the service is considered inadequate.
(6) If the employee is subject to emergency official travel during

other than official hours of duty, explain fully.
The Regional Administrator will be advisetl by the Assistant Atlmin-

istrator (Administration) as to the approval or disapproval of the
request. In the event the request is approved, such approval will auto-
matically expire at the end of one year, or whenever there is a substan-
tive change in the conditions under which it was granted.

PROCUREiAENT, MAINIENANCE, AND DISPOSIIION OF VEHICTES

Eaeh Regional Offiee is responsible for the proper operation, mainte-
nance, and protection of vehieles assigned to the Region, and for the
preparation of required records in connection with the operation antl
maintenance of such vehieles.

tt/lO/S, pose r



6-3 Governmenl-Owned Motor Vehicles

ProGuremenl, Tronsfer, ond Disposition of Mo?or Vehicles

Regional Office recommendations for the acquisition, Ioan, transfer,
or disposition of motor vehicles shall be submitted to the Division of
Administration, General Services Branch, supported by a complete
justification. The Regional Administrator will be ad.vised as to the
approval or disapproval of the contemplated action. All new motor
vehicles will be procured by the Division of Administration, General
Services Branch.

Protection ond Mqinlenonce of Vehirles

Motor vehicles shall be stored in fireproof garages whenever possible.
The theft or loss of an Agency-owned vehicle or its accessories shall be
reported immediately to the local law enforcement authorities and a
written report submitted to the Division of Administration, General
Services Branch, by the Regional Administrator.

Motor vehicles shall be carefully operated. and maintained in order to
obtain full value in terms of trouble-free service and maximum mile-
age. The standard regulations of the General Services Administration
shall be observed. Preventative maintenanee requirements of the manu-
faeturer shall be followed. Motor vehicles shall be maintained. in good
mechanical condition and appearance at aII times.

IIAOTOR VEHICIE IDENTIFICATION

Ageney-owned vehicles shall be iclentified in accordance with GSA
Regulations, Title 1. Both front doors of each motor vehicle owned by
the HHFA shall carry an official shield with the legend. "U.S. Govern-
ment tr'or Official Use Only" and the full name of the Agency. The
principal title ( ( Housing and Home Finance Ageney" shall be in letters
not less than 7la inehes high, and the subsidiary title " Office of the
Regional Administrator " in letters not less than l/z inch high. The
Agency identification shall be painted on; this service may be procured
locally. There shall also be mounted on each instrument panel in front
of the driver, and as nearly as possible to the center, a t'Penalty
Notice " decalcomania.

Official shield and penalty notice decals may be requisitioned. from the
Division of Administration, General Services Branch. Decalcomanias
may not be used for affixing the name of the agency to motor vehicles.

When a vehicle is sold or othenvise disposed of to a non-Government
ageney, the identifying information shail be removed. before the vehicle
is released. When a vehicle is transferred to another Government agen-
cy, aII identifying information except the offieial shield and penalty
notice shall be removed.

RECORDS OF VEHICIES

fitles

Sinee Standard Form 97, Certificate of Eelease, is aeceptetl in all
States as evidenee of Government ownership, it is not necessary to
obtain certificates of title except for vehicles stationed in the District of
Columbia. 'When new vehicles are purchased, the Director, General
Services Branch, shall retain custody of the bills of sale received from
the manufacturer. The Assistant Administrator (Administration) and

Pose 2 tthS/s7



Governmenl-Owned Molor Vehicler 6-3

the Director, General Services Branch, are authorized. to execute Cer-
tificates of Release.

license Plotes

I-.,ieense plates required. for newly acquired vehicles shall be requisi-
tioned from the Division of Administration, General Seryices Branch.
Requisitions shall indicate the location, make, model, year, serial num-
ber, motor number, and net cost of each vehicle. Regional Offices shall
maintain Assignment of License Plate, Form H-44, for each vehicle
assigned. to the Region (Exhibit B). The use of Government license
plates on privately owned. cars is strictly prohibited. 'Whenever plates
are to be transferred from one vehicle to another, the prior approval
of the Division of Administration, General Services Branch, shall be
obtained. The loss or theft of Government license plates shall be re-
ported. immediately to the local law enforcement authorities and a report
of the loss shall be submitted to the Division of Administration, Gen-
eral Services Branch, along with a requisition for new plates.

Whenever vehieles are transferrecl between IIHFA Regional Of6ces,
the license plates shall remain with the vehicle. Whenever vehicles are
otherwise disposed of, the license plates shall be removed and., unless
reassigned to another vehicle, shall be forwarded to the Division of
Administration, General Services Branch, for subsequent reissue.

It{otor Vehicle Operoting Reports

Motor Vehi,cle Operattng Report, Form H-42 (Exhibit C), shall be
maintained for each vehicle, and daily entries shall be made. Entries
may be handwritten but they should be legible. At the end of each
month the report sha1l be certified by the operator, or by the super-
visor of a group of operators, and forwarded to the Director, Adminis-
trative Management. Offices reporting through Regions shall submit the
completed Form H-42 to the Regional Office within five days after the
end of the reporting month. Entries from Form H-42 shall be posted. to
a summary Motor Vehicle Recoril, Form H-60 (Exhibit D), and the
operating report filed in a jacket file for the vehicle.

Purchases made by the driver on the basis of courtesy cards issued
under Federal Supply Service contraets shall be itemized and the cost
recorded on Form H-42. Courtesy card purchases shall be at the Federal
Supply Service contract price which is exclusive of Federal tax. OnIy
regular grade gasoline may be purchased. on courtesy card.s. Premium or
high-test gasoline is not covered by Federal Supply Service contracts.
Whenever eash is paid by the driver, a receipt shall be secured to
support the claim for reimbursement and attached to the Traa'el
Toucher, Standard Form 1012.

Motor Vehicle Record

A separate Form II-60 shall be maintained. for each motor vehicle
for each fiseal year. At the beginning of each year, the heading of the
form shall be prepared from the prior year's record.. Cost information
shall be entered from purchase orders for special repairs, from contracts
for storage, ete., and from Motor Yeh,icle Operating Eeport, Fotm'
H-42. Prior to posting, the accuracy of prices shown on Form H-42
shall be checked against vendors'bills.

tt/t,/'7 poge 3
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REPAIRS AND SERVICES

Except in emergencies, and then only to the extent authorized in
Section 6-1, employees shall not authorize repairs or services to auto-
mobiles without prior approval of the Director, Administrative Man-
agement. All record copies of pr-rrchase orders issued confirming
emergency repairs shall describe the circumstances which necessitated
such repairs. Purchases of supplies, parts, materials, antl labor shall
be made by the Director, Administrative Management, from Federal
Supply Sehedules or under available special Goverument eontracts.
Copies of sueh schedules and information on contracts shall be kept in
the glove compartment of each car at all times.

,I/IOTOR VEHICI.E OPERATOR'S IDENIIFICATION CAND

The Direetor, Administrative Management, shall issue a IJ. B. Gou-
ernment Motor Vehicle Operator's ld,entification Card (Exhibit E) to
eaeh qualified employee whose duties require driving a Government-
owned motor vehicle. The identification card must specifieally include
the following:

(1) Eaeh type of Government-owned motor vehicle authorized, to be
operated by the identiffcation card holder.

(2) Any restrictions imposed upon the holder.
(3) Date of expiration (not to exceed three years beyond date of

issue and renewable for the same period).

The operator shall have the identification card in his possession while
driving a Government-owned vehicle.

Definition of Operotor

Since the Regional Offices do not have regular operators as defined
by the Civil Service Commission Federal Personnel Manual, for the
purpose of these procedures the word "operator" shall mean ttinci-
dental operator" and shall
operate a motor vehicle in
duties.

Quolificotions

fn order to qualify as au incidental operator, an employee must have
a valid State license from the State in which he is domiciled or princi-
pally employed; have a safe driving record; meet the physical stand-
ards established by the Civil Service Commission; and. pass a practical
road test. The Regional Administrator, or his designated representa-
tive, may waive the road test, when, in his opinion, it is impractical to
apply it, and if the employee's competence as an operator has been
established by his past driving record.

Whenever a practical road test is required, the Director, Adminis-
trative Management, shall contact local olfrces of other Federal agencies
to obtain a qualiffed examiner to give the test.

Physicol Fitners

Applicants lor a U. S. Gouernment Motor Veh,icle Operator's ld,enti-
fication Card, mtst complete Standard Form 47, Physical F,itness In-
quiry for Motor Vehicle Operators (Exhibit F), before a card can be
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issued or renewed. The Regional Administrator, or his designated
representative, shall review the form and determine whether a physical
examination by a medical officer will be required.

Numbering of ldentificqtion Csrd

The Regional Director of Administration shall number each Stand-
artl Form 46 successively, as issued. He shall keep a journal record of
each card issued, showing the number, the employee's name, his organ-
izational unit, the date of isspance, expiration, and cancellation.

Filing of Records

The record copy of Standard Form 47 and a copy of each practical
road test shall be filed in the employee's official personnel file. The
Regional Director of Administration shall forward. these documents to
the Division of Personnel in cases where the employee's offrcial personnel
file is maintained iu the Central Office.

Concellotion

The holder of an identification caril must surrender it for cancella-
tion for any one of the following reasons:

(1) If he is terminated, or when a change of duties no longer re-
quires the use of a Government-owned motor vehicle.

(2) It his State driver's permit is suspended. or revoked.
(3) If he is convicted of operating under the influence of narcotics.
(4) If he is convicted of leaving the scene of au accitlent without

making himself known.
(5) If a medical offi.cer finds he fails to meet the required physical

standards.

ACCIDENT PREVENTION

Employees operating Government-owned vehicles shall observe all
local traffic laws and regulations pertaining to the operation of motor
vehicles, and, where not otherwise regulated, they shall exercise all
necessary care ancl precaution. Cars shall not be operated. with such
mechanical defects as render the car unsafe for operation.

Accidenl Reportr

Procedures for reporting motor vehicle accidents are in Section 6-4.
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EXHIBIT A

DATA NEgJIIIED TNOM RIT'IO}IAL OTITICES
I!R

IIIE AN}IIJII I'I}rcN VilIICLO I1EPORT
(lb be suhltted by Argust 5, foUovlng thc close of tlre flocal yeq)

l Vellcles 9n hsntl et the en,l of

Iaq. No.

Eh'-e-TiiA yeq'

Ircstton (cttt) AccMulateil !.rl.Ieqe

2. iftster o? vehLclcs on hanA
beglulDg of fl8cal ye8

J. iturber of vehlcles 80LI or
doEted dulDg figcal ye* _

lr. vehtcles tlecfered to other
neglore or to the CentEl
offtce
!@. g9!*4

6. Qreratlng exl,enses, excludh€
' storoge e)qenqea lor tre

t16c8l yeq Y
?. l.lBhteEnce q>grenses, for the

ll8cal lGu g

8. Oau,ons o! gsoLlre useit
alulng flscal )EG

9. Utles olEnted duln6
tlscel tEs

10. Stdage e)q)enses for
flscsl yeq

11. Vehicle yeqls of
oIEratlotr iy'

12. Acctdent oeruge V

5. Vehtclc8 rlcelveil vla tlansfer
l!@ otber negloB or fm ths
centE,. Offl,ce
!I!4 No. Recelreil fm

A. !1t1e8 olErated drlng flscat JEr 

- 

c. nental @a nlleage cost

B. stora€e e:(I)eEes tor tl6c8]. yd 

- 

D. vehlcle yedE ol oPentlo"S/-

See &{lIBIt A,
A,
A,

c5A
osA
csA

Iteg. I-V-1.01.01+, lbae
Rea. I-v-Io.L.oL, Page

Lire2
llue BSee D0IIBI! 2, AplEndLr

See EXflIBIT 2, A,pl)endlx Iies. t-V-Nf.o4, Page l+, Llne 23
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oRGAt,l I ZAT I 0t{AL Uit lT

Region 1l\I
Office of the Paoional Adm

oFFICE A[0 LoCATI0I

Field Statlon
Detroit. Miehisan

LOCAT I 0t{ 0F vEtt lc LE(Otrdc i ot rt.l ion,

100 West Larned Street
Detroit. Michisen

IIAXE OF VEII ICLE

Chevrolet

lt00Et

L-Door Sedan

Y EAR

Le55
SERIAL IiO.

o7L392

xoT0R t{0.

oo9b923

r{ ET COST

$Lr2113.00
RET{ARKS:
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6-16-(q 271 Oxford Motor Co- Gasol-ine and oiI a2 q 6^26

6-20-qq ?1100 Star Gara.ee Reoa'lr Fue]. hmo 7.qo
6-2t-95 3l],a9 Star Garage Gasollne 10 3.O5

6-27-q< 11361 Star Garaee Gasoline B 2.Lit
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Government-Owned Motor Vehicles

EXHIBIT Q (Continued)
(Reverse)

rnl? nEcon0

SPEEOOIIETER
REAO I NGOAI E DRIVER OESTINATION

T P PRO-
PRIA-
TION SIITT ttrtSH

TRIP
H I LES

A.A .T I) Tn pnd orarrrvl 228e1 2294? 20
Faz'ri ql*rr.o

5-r ? ,l I Phlle- ^ Pe^ 2294\ 201

L16 .T. I) P{*.*.qhrrr.nh- Po 2?'r'r lr 21lr?Q 12<

J. In end arourd 2?h?a )?.l.,6q ?n
Eerrl-sburp

(b2]. J^D Seranton. Pa^ 21L6e 21678 20s

t27 ,I. D Tn llarni alrrrns 276?8 ea6A6 o8

5-1r} J ) Pott sv{1] c- Pg ?7(86 21?87 97

I c??aill ahat thit ?cpart it o co.plclc rccord ol all tript
tcd,c by tlrir vclric le duriag thc tcpo?tcd tad3h, atrd lloa al I
ilcer purclrorcd o? ,c?!iccs icndcted orc littcd ord ,!ppo"acd by
copi.t of 6illr attocf,cd Ac?clo.

IITLE
tr'tald Enc:lneer

t'or^'u?on- &o "-,

6€
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EXHIBIT E

Fron t,

5EX

TITLE

U. S. GOVERNMENT MOTOR VEHICLE
OPERATOR'S IDENTIFICATION CARD

The holder of this card ir qualified to operate U. S. Coeernment vehicles and/or
cquiprnent apeci6ed, !ubject to the restricrions !et forth on the rcver.e of thia card.

cARD tio.

DAIE ISSUEO

NAVE OF OPERATOR

TITLE OF POSITION

SIGNATURE OF

HEIG}II IAEIGHT

IiAME ANO LOCATION OF ISSUING UNIT

DATE OF BIRTH COLOR OF HAIR COLOR OF EYES

SIGNATURE OF ISSUING OFFICIAL

DATE EXPIRES

NOT TRANSFERABLE

Card must be csrried
et all timos wh€n
operstirg Coverneeqt
vehicles.

Standsrd Form 46 (Decoob€. f95S) USCSC,--Chs9ler IU-2 F. p. IrI 10-;22J0-l

Reverse

RESTRICTIONS

OUALIFIED TO OPERATE

rYPE VEHICI'.E AND/OR EQUIPMENT CAPACITY QUALITYING OFFICIAL

OTHER RECoRDS (oPrtoNAL)

u. s. GovERff[ENT pRt{rlilG ofttcE la-7222a-L

6-3
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EXHIBIT F

r HoME^ooREss (N!'&ri iln..., RFD,tili ot kan,zo,..nC tuk)

H^vE you Now {Pt(.rrr otklol r&nikht

Poor vision in ohe or both eyes

Eye disease

Poor h?rring i^ one or bth €sE

P8lpil.1io., cbest pair or shodne$ofbrcrth
oizzinass or frintins spelig
Frequent or severe hesdaches

Hish or low bl@d pr€s6ur€

Drus or narcotic }abit

Arthritis, rheumatish, swollen or painful joints
hss of hand, srm, f@t, or les
Delormity of hand, arm, I@t, or lea
N€rvous or me.tal trouble of any kind
Blackoub or epil€psy
Susa.or :lbumiD in urine
Ex.essivg drinknrs hsbi9 (aEoEoL)
Oth.r s.rious def€cts or dis€aes

I ..rtify lhat my ahsu,ers lbove are tull and true, and I understand th6t a false ststement o! disho,est ars$er to any
dismissat from the service and is

PHYSICAT FITI{ESS INOUIRY TOR MOTOR VEHICTE OPERATORS

I certify thai I ha!e reviewed tlis physicol 6tncs! inquiry Iorn and other &vsilabfu inlormation r.gardihc lhr tilrr!ical
.^ndition of ihe applicant, and that I have madc the followina determination:

E There is no jnformarion on thrs Iornl or otherwise availsble to indicatc that the applicanl should h trfer rd for
physicsl €xaminstion.

E On rhe tasis of itehs checked on llis fom or other infomation, this lPplicant must b r€flr.d for phvsicrl
examinarion before he is authoriz.d to oFmk a Colernment-owDed motor vrhicle or his current authoriz!-
tion js rcnc{..d.

E Itens checked o, tiis fo.m o. otheNile available do rot w.rrant }crcrral tor m€dical examinatior bec.ue of
th€ follo*ins ta.ls:

Poge l2 tt/ta/s7
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Section 4

MOTOR VEHICLE ACCIDENT REPORTS

This Section prescribcs thc procedure for reporting and investigating
accidents involving motor vehicles being operated by employees in the
performance of their official duties.

DETINITIONS

As used in this procedure, emplogee means an HHFA Regionai Office
employee operating a motor vehiele in the performance of his official
duties.

Vehicle or motor ueh,icle rleans an Agency vehiele or a GSA motor
pool system vehicle or a private vehicle authorized to be used for
offieial purposes.

RESPONSIBII.ITIES OF EMPI.OYEES

Employees are expected to familiarize themselves with these pro-
cedures so that they will know what their responsibilites are and what
to do if a motor vehiele aecident occurs. Failure of an employee to re-
port an aceident as required by this Section may be cause for suspension
or revocation of the employee's authorization to operate a vehicle for
official purposes.l

Moking the lnitiol Report

\Yhen an accident occurs, the employee shall immediately notify in
person or by telephone or telegram:

(a) The Regional Director of Administration.
(b) State, eounty, or munieipal authorities as required by law.
(c) The chief of the GSA motor pool system assigning the vehicle,

when a motor pool vehicle is involved.2
(d) The rental eontractor, when a privately owned vehicle rented

by an employee in travel status is involved.

The notifieation should include the time and place of the accident;
the license numbers of the vehicles involved; the names of the persons
involved; and the nature of the damage.

The Regional Director of Administration shall send a copy of the
preliminary report to the Direetor, Division of General Services, by air
mail.
-liI-"*t 

P"rsonnel Manual, Chapter M-2, anal CISA Reg. 1-Y-309.00,t GSA Res. 1.V-309.00.
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Accident Reporl Forms

A small supply of these forms shall be kept in the glove compartment
of each motor vehicle:

Optional Form 26, Data Bearing Upln Scopa of Employmant of
Motor Yehicle Operator (Exhibit A)

Standard Form 91, Operator's RcTtort of lllotor Vehiclc Accid,ent
(Exhibit B)

Standard Form 94, Statcmcnt of Witttcss (Exhibit C)

Standard Form 95, C\aim f or Damage or Injury (Exhibit D)
Report forms shall be submitted in an original only. The additional

eopies required will be arranged for by the Regional Direetor of Atl-
ministration.

Further Actions by Employees

At the time and at the scene of thc aecident, insofar as possible, the
employee shall complete Optional Form 26 and Standard Form 91. The
narrative report on Standartl Form 9l describing rvhat happened shall
be in suffrcient detail to give a clear picture of all events relating to the
aceident.

The employee shall obtain the name, address, and telephone number of
each witness. If possible, the employee should. have each witness
complete Standard Form 94; if not possible, the employee should give
each witness copies of Stantlard Form 94 ancl request the witnesses to
complete and return the form promptly.

The employee shall obtain a copy of the local police investigation
report.

He shall send the completed Optional Form 26, Standard Form 91,
Standard Form(s) 94, and a copy of the police investigation report to
the Regional Director of Administration.

If the employee is incapaeitated and unable to mahe the required
reports of the acciclent, his immediate supervisor shall see that the
reports are made.

Cloims

Persons requesting information about the procedure for making a
claim against the Government for damages arising from a motor vehicle
accitlent may be given eopies of Standaid Form 95 antl advised to sencl
the cornpleted form to the Regional Offiee. These forms and any sup-
porting papers shall be reviewed by the Regional Direetor of Adminis-
tration and forrvarded with his comments and recommendations to the
Director, Division of General Services.

AGENCY INVESTIGAIION AND REPORT

The Regional Director of Administration shall have each accitlent
investigated. Standard Form 91A, Irutestigation Report of Motor

Poge 2 6/19/63
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Vehicle Accid,ent (Exhibit E), shall be eompleted within 48 hours after
the accident if there is property damage of $250 or more or bodily
injury. The investigator shall include in a narrative report any per-
tinent facts developcd which cannot be fully reported. on Standard
Form 91A.

If the accident involves a vehicle assigned from the GSA motor pool
system, the Regional Director of Administration shall comply rvith
reporting requirements of the General Services Administration.l The
General Services Administration may also investigate the accident.

Accidents and claims involving a motor vehicle on assignment from
a GSA motor pool system will be settled either by the agency assigned
the vehicle or by the General Services Administration, in accordance
with GSA Regulation 1-V-309.00.

A copy of Optional Form 26, Standard Form 91, Standard Form 91A,
Standard Form 94, the police investigation report, and any other
related papers shall be sent to the Director, Division of General Ser-
vices, rvith a memorandum outlining contemplated action.

l GSA Reg. 1-Y.809.00.
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EXHIBIT A
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EXHIBIT B
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EXHIBIT B (Pqse 2)
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EXHIBIT C
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EXHIBIT D
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EXHIBIT D (Poge 2)
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Section 5

U. S. GOVERNMENT BILLS OF LADTNG

The procedures in this Section explain the issuance of U. S. Gouern-
ment Bills of Lading by the Regional Director, Ad.ministrative Man-
agement, or his designee. They supplement the instructions in 5 GAO
3000 (Revised).

Standard U. S. Gouernnxent Bill of La.dittg forms should be rrsetl for
all freight and express shipments. The forms are in sets of nine-
Original, Standard Form No. 1103; five Memorand,unt, Copies, Standard
Form No. 1103a; Shipptng Order, Standard Form No. ll04; Freigh,t
Waybill, Standard Form No. 1105, and Carnar's Copy of Freight
Waybill, Standard Form No. 1106.

ACCOUNTABI1ITY FOR U. 5. GOVERNMENT BIII.5 OF lADlNG

,\irpropriate accountability records must be maintained by Regional
Offices for: the purpose of controlling the stock of printed bills of latling
on hand, and for fixing accountability upon the employees responsible
for their issuance and use.

SETECTION OF CARRIER

The most eeonomical nreans of transportation rvhich can meet the
requirements should be used. A carrier should be selected after a
thorough consideration of the need for expeditious movement, safety,
nature of the eommodity, convenience. the ability of a particular car-
rier to best handle the shiprnent, ancl any other pertinent factors.
Moror Freighr

\Yhen use of a motor carrier approvecl by the fnterstate Commeree
Commission rvill result in freight charges lower than the cost for the
servir,e b1' rail carrier, or if truck service is faster, motor freight may
be used.

Freight Forwording Companies

Small transcontinental shipments move faster by use of freight for-
rvarding companies. These companies will pick up at origin and de-
liver at destination rvithout additional charge.
Roilwoy Express

Shipments shoukl be maclc b;. express only when express is more
economical than freight, or when slower movement by freight will
sacrifiee some real advantages to the receiving o{frce.

Air Express

Recause air express is more expensive than postal, freight, or rail
express service, shipment by air express should be made only when
time is the primary consideration. Rates and charges for air express
are obtainable from local Railway trlxpress Agency offices or airports.

PREPARATION OF U. S. GOVERNMENT BitI,S OF TAOING

The following instructions supplement instructions printed on Stand-
ard tr'orm No. 1103 covering the preparation of U. S. Government
Bills of Latling. (See Exhibit A.)
3/3/60 Pogc I



&5 U. 5. Govcrnmcnr Bills of loding

Name of Initial Transportat,ion Company-Show full name of carrier
to which shipment is surrenderetl at point of origin.

Car-Truck Informatton-Use only in the case of carload or truckload
shipment.

Date B/L fssued-Show date bill of lading was preparetl by the
fssuing Officer.

Shipping Point-Bnter the name of the eity and State from which
shipment originates.

Eull Name of Shipper--4f shipment is to be made by a commercial
souree, enter the name of the contraetor or vendor. If shipment
is to be made by a Government agency, enter the name of the
originating offiee of the agency.

Marks-Use only if itlentifying marks are shown on the package, or
packages, shipped.

Offi,ce to be Billed, for Transportation Charges-Enter appropriate
Regional Offiee including address.

Appropriation Chargeable-fnsert the appropriation to be eharged.
Consignee-The name and address of only one eonsignee shall appear

on a bill of lading. I{owever, the name of a person to be notified
of the arrival of the shipment may be included, providing that
person is available at the eonsignee's address.

Destination-fnsert the name of the eity and State to which the
shipment is consigned.

Eoute-Bnter information when appropriate. Ilowever, this spaee is
not to be used for less than earload or less than truckload shipments.

Description of Arti,cles Shipped,: Nrumber, Kind, Numbers on Pack-
ages, Weights, etc.-Articles shall be describetl fully. 'Whenever
possible, the actual weight of a shipment, or if several paekages of
different classes comprise a shipment, the separate weight of eaeh
class of paekage, should be determined and shown on the bill of
lading.

Piclt Up Seruice at Ortgtn-When pick up or trap car serviees are
furnished by the carrier, the appropriate bloek shoultl be checked
and initialed in the space provicletl by a person having knowledge
of the facts. (fn eertain instances tariffs eovering pick up or delivery
service provide for the assessment of charges therefor in addition to
line-haul charges. Where such tariff provisions are in effeet, and
when piek up or delivery service is not performed by the Govern-
ment or its agent but is performed by the earrier at the request of
the shipper or consignee in connection with a less-than-carload or
"any quantity" shipment, the Government bill of lading and avail-
able copies should be eompleted to show that pick up or delivery
was requestecl of and furnished by the carrier.)

Name of Transportation Companu-Receipt bg Carrier-Apon delivery
of the property to the earrier for shipment, the bill of lading will be
signed-and dated by the agent of the initial carrier in the spaces
provided for that purpose.

Certificate of Issuing Officer-After the name antl loeation of the
issuing office are entered and the date and title of the issuing offieer,

Poge 2 3/9/50
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the issuing offrcer should sign the " Certificate of Issuiug Officer "
whether the bill of lading is to be used by the Governmeut or by a
eontractor or shipper. Carbon impression signatures are acceptable
on copies. When the bill of lading is to be usecl by a couttaetot
as shipper, the issuing officer rnust fill in, above his signature, the
contract or purchase order number, the date thereof, and the f.o.b.
point named in the contract or purchase order. This referenee
should agree with the shipping point. Unless such data appears on
bills of lading, carriers may refuse to accept the shipment from a
contraetor as shipper. If the issuing officer acts also as shipper,
he may use this space to indicate other anthority for shipment.

SPECIA1 SERVICES

Where special services ale orclered incident to the lineianl trans-
portatiorr, thc bill of larling shall be appropriatelv entlorsed shorving
name of carrier upon which the request was made, ancl the kind and
scopo of special selvices ordered. The endorsemeut shall be sigued
by or for the person lvho ordered the services. \Yhere aecessorial
or special services a,rs shs$rn as ordered bnt were not funrished, the
bill of lading shall be so annotated.

DISPOSITION OF BII.I. OF TADING

After the bill of lading is properly lirepaletl by the issuing oitietr,
a eopy with the estimated shipping cost shown thereon, should be seut
promptly to the fiscal unit of the Administrative Branch for obligating
purposes. The bill of lacling should lic sumendered by the shipper'
to the initial earriar rvith thr: rnemorandum copies, the shipping orclet,
aud the two freight waybills. 'Ihe agent of the initial earrier will
receipt the original ancl all cotrries. He rvill keep the shipping order
and the two freight rvaybills antl retunr the original and memoranchrm
copies to the shipper. The shipper will fonvarcl the original to the
consignee and heep a receiptecl eopy for his files. (He may destrol.
thc memorandum copies helcl pending carrier's leceipt of the ship-
ment.)

W}"en the shipper is a colrnereial venclor, the issuing oflicer rvill
send the original bill of lading, the shipping order, two freight wal-
bills, and two memorandurn copies to the venclor (thlee memoraudum
copies in some cases-see next paragraph). The issuing officer will
send one memorandum copy to the fiscal unit of the Achninistrative
Branch and keep one memorandum copy. The vendor u'ill have the
carrier's agent receipt the original and all copies. The vendor will
send. the original to the consignee, keep one memorand.um copy, and
return one memorandum copy to the issuing officer. (The issuing
officer may destroy the rnemorandum copJ* held pending carrier's
reeeipt of the shipment.)

ORIGINAT BIIT OF I.ADING REIAINED BY CARRIER

Normally, the original bill of lading will be sent immediately by the
shipper to the consignee, as specified above, so, that it will b_e in his
possession upon arrival of the shipment at destination. However,
there may be instances 'lvhele the shipment may be expected to arrive
at its destination before the bill of lading, as in shipments by air
3/3/60 Poge 3



6-5 U. S. Governmenr Bills of loding

express, or short distance hauls by truck. fn such circumstances, the
original bill of lading may be surrend.ered to the earrier to aeeompany
the shipment, if the carrier agrees; and a receipted memoranalum copy
should be sent to the consignee promptly after pick up by the carrier.
When this proeedure is used, the following certifieate whieh appears
on the bill of latling:

Initial Carrier's Agent, by Signatu,re Below,
Certifi,es He Recei,ued, Tlte Original, BilL
Of Ladi,ng 3 Yes (Ind,i,cate Bu Cltecle )

sha.ll be eheeked to so irrdieate by the eatrier's agent who signs for
the shipment.

CONSIGNEE'g CERTITICATE OF DEI.IVERY

The shipper, or issuing offieer. should not eomplete this entry.
Ilpon reeeipt of the shipment, and after cheeking it with the bill of
lading, the eonsignee should eompletc and sign the bill of lading and
surrentler it to the agent of the delivering carrier. (Care should be
exercised to assure that a eheck mark is plaeed in the spaee provided
rvhen the carrier furnishes delivery or trap car serviee at destination.)
If at the time of delivery there is evidenee of loss or damage, the
nature and extent of sueh loss or damage shall be notetl in the spaee
provided on the reverse side of the bill of lading. I.,oss or damage
not evident at the time of delivery shoultl be reported to the local agent
of the delivering earrier as soon as possible. In all cases, the eonsiguee
nrnst eomplete the eertifieate of deliver5r.

TEMPORARY RECEIPTS

Tf the bill of Iading is not in the hands of the eonsignee when the
slripment arrives, a Temporary Receipt in Lieu, of A. S. Gouernment
Bi,ll of Ladinyy, Standard Form No. 1107, may bc temporarily sub-
stitnted for it. The use of Temporaru Receipts shall be limitetl to cases
rvhere the receipt of the bill of lacling has been delayed and where imme-
diate delivery of the shipment is imperative. Transportation charges
n'ill not be paid on Tentporary Receipts. To insure prompt payment to
the earrier, the person responsible for issuing the Temporary Receipt
should keep a record of sueh receipts and promptly replace them with
the original bills of lading or eertiffeates in lieu of lost bills of lading.
Caneelled Temporarv Eeceipts shall be ffletl with the reeords of the
offiee responsible for their issuanee.

CERTIF]CATE IN 1IEU OF IOSI B1I.1 OF lADlNG

If the original bill of lading eannot be found after tliligent effort has
been made to locate it, and it is evident that it has been lost or destroyecl,
a Certificate in Lieu. of Lost U. B. Gouernment Bill of Lad,ing, Standard
Form No. 1108 (Exhibit B), and Memoranilum Copy, Standard Form
No. 1108a, may be used a^s a basis for settlement of transportation
eharges. The consignee may issue a Certificate in Lieu of Lost tI.S.
Goaernment Bill of Lad,ing, provided he is an employee of the Ilousing
and Home Finance Agency, and has aceess to the forms and. office
record.s which provide a permanent recortl of the issuanee of such
certifieates byr means of the memorandum eopies. The eonsignee must
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also have in his possessiorr a llantorandum Copy of the lost original
bill of lading, Stanclard l'orm 1103a, or the carrier's freight Waybill,
Standard I'orm No. 1105, rvhich rvill enable him to complete the Car-
tificate in. Lieu, of Lost a. S. Gouernrucnt Bill of Lading. If the eon-
signee does not have the proper documents to enable him to prepare
sueh a certificate, he sliall refer the matter to the officer who issued
the original bill of lading. In such cases, the issuing ofificer should
prepare the eertifieate and immediately send it to the consignee for
execution of the certificate o{ cleliver;z and release to the destination
caruier.

The follog'ing certifieate, 'w,hich has been incorporated in the Cer-
tificate of fssuing Officer anrl in the Certifieate of Consignee printecl
on the face of the Certi,fi"cale in L'ieu of Lost {.t. S. Gouernment Bill of
f,ading, Standard Forrn No. 1108, must be executed by the eonsiglee
or the officer l.ho issues the Certificate in Lieu of l-,lost Bill of Lading:
Isstr,ecl .in eract conformity tt:ith, Stumdaril lt'orm No. 

- 

in. my
possess'ton,

In those cases rvhere the consignee issues a Certifica,te in Li,eu, of Lost
li. S. Gouernm,ent BilL of Lacling, a eopy mrrst bc immediately fonvartled
by him to the issuing offieer.

The issuing officer should nott the issuance of all certifieates in lieu
of lost bills of lading issued by consignees, as rrell as those issued by
himself, on the hill of lading accountability record. Mernorandum copies
of such certifieates shall then bc forwarded to the fiscal unit of the
Aclministrative Branch for purposes of avoirling duplicate payment
for transportation charges involvetl.

ORIGINAT BITI. OF I.ADING I.OCATED

If the original bill of lacling is locatecl before settlement is made on
tlrc Certificate in Lieu of l,ost U. S. Gouernment Bill of Lad,ing, rt
shoulcl be substitutecl for the certificate. The certificate should be marked
" Ca,ncelled-origittttl bill of lading locatecl ancl d,eliuered, to the destina-
tiotr, carrier'," and returned to the office rvhich issued it. If the original
bill of lading is locatecl after settlcment is rnade on the Certificate in
Lieru of Lost Lt. S. Gouerntttent BilL of Lacling, the original should be
appropriatel.v voicled and sent to the fiscal unit of the Administrative
Jiranch for ultimate transrnission to the General Accounting Office.

CONVERSION OF COMAAERCIAI. BII.I.5 OF I.ADING IO GOVERNMENI BITI.S OF IADING

(iovernment propert.v should not be shipped olr a commercial biII of
Iading or express receipt ttnless suclt proceclure is unavoid.able. Pay-
mcnt to the earrier of the transportation charges will not be made by
the Agency on a corllmercial clocument. If a shipment is, of necessity,
macle orr a commercial bill of lading or express receipt, the notation,
to be Conuerted, to a Gouernntcnt Bill of Lading, must be placed on
the original commercial document. The original commercial bill of
lading or express receipt should be sent by the shipper to the Govern-
rurert olfrcial who authorized the shipment.

The consignee, or other authorized officcr, should then prepare a
(lovemment bill of lacling to cover the shipment, signirrg as issuing
offieer. 1'lrtr eommercial documertt upou rvhich the ploperty was shipped
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shoul<I be securely attaehed to the Government bill of latling. Both
documents should be cross-referenced and sent promptly to the con-
signee (if the consignee is not the preparing officer) for execution of
consignee's certificate of delivery on the Government biII of lading and
for sumender to the tlestination carrier. The signature of the agent of
the initial carrier is not required on a converted Government bill of
lading.

losl comt ERctAt Blrrs ot LADTNG

If a commercial bill of lading or express receipt upon which Govern-
ment property was shipped is lost or destroyed, but the consignee has
the carrier's Shipping Ord,er or the Railway Express Agency Delfuery
Sh,eet, he may convert the commercial document to a Government bill
of lading. Regional Office records of the issuance of Government bills
of lading converted from commercial documents should be maintained.

CONVERTING PHOTO COPY OF OIHER IHAN ORIGINA1 COMTAERCIAI. DOCUMENT

Under the same conditions, the consignee may convert a photostat
copy of the earrier's Shipping Ord,er, or the Railway Express Agency
Del,iuerg Sheet to a Government bill of lading, provided that before
photostating the commercial document the carrier places thereon a
notation as follows : Pltotostat Copy of This Document Furrutsheil Con-
si,gnee on (Date) to be Conuerted to a Gouernnrent Bill, of Ld,ing.

CONVER,TING CENIIFIED COPY OF OTHER IHAN ONIGINAT COI/I}IERCIAL DOCUAiENT

A certified true copy of a eommercial document furnishetl by the
caruier may likewise be converted to a Government bill of latling by
the consignee, provided it carries a carbon impression obtained by
typing or otherrvise placing on the carrier's Sh,ipping Oriler, or on
the Railway Express Agency Deliuery Sheet, the following statement:
Certified, True Copy of ?his Docum,ent Furnislted Consignee on (Date)
to be Conaerted to a Gouernment Bill of Lading.

REI.ATED VOUCI{ER TON.MS

Public V.oucher f or TransTtortation Charges, Standard Form No. 1113
(original), and. Public Voucher for Transportatio,tl, Charges, Standard
Form No. 1113a (memorandum), will be used by carriers to bill the
Government for transportation costs. This voucher form requires only
the listing of the s1'mbol, serial number, and amount of each bill of
lading. It does not require descriptive details of the service rendered.
Carriers wiII bear the cost of the transportation voucher forms. They
may purchase them from the Superintendent of Documents, Govern-
ment Printing Ofiice, Washington 25, D. C., or may print the forms
themselves or have them printed by any association of carriers, pro-
vided the exaet size, wording and arrangement, as approved by the
Comptroller General of the llnited States, are followed.

REPORIING CONCEATED TOSS OR DAJYIAGE

If loss or damage is discovered after the bill of lading has been
certified and surrendered, the delivering eamier should be notified
immediately and shipment held by the consignee in the condition in
rvhieh it aruived, so that the carrier's ageut may make proper inspec-
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tion and tally. Such inspectiorr, tally, aud other required information is
reported on the carrier's standard form for reporting loss or damage
discovered after delivery of freight.

When the carrier's ageut is unable to make an inspection, the con-
siguee rvill execute the In,spection lleport Fornr, or Carricr's Concealecl
Damage k'orm ftrrnisherl b5. the agent of the carrier. In such case,
the consignee's inspection nill be acceptetl as a substitute for the
earrier's inspection. Eithcr form rvhen conrpleted is forwardetl with
a written claim. All clainrs are macle on the destiuation agent of the
delivering carrier or clirect to the caruier's freight elaim agent, in
aceordance with the caruier's requirements.

3/3/60 Pogc 7



U. 5. Government Bills of Loding 6-5
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EXHIBIT | (Pose 2)
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EXHIBIT B
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Section 6

TELEPHONE EQUIPMENT-INSIATLATION AND USE

Regional Offices are authorized. to arlange for the installation of
necessary telephone equipment, subject to the limitations ancl require-
rnents in the following procedures.

Telephone service shall be used to the extent that it reduces the
ultimate cost of efiicient administration. This policy contemplates that
sufticient and appropriate equipment will be installed and so used as
to accomplish that purpose. Installation or use lvhich cannot be
justified on this basis is not authorized.

AUTHORIZED EQUIPMENI

Regional Offices may approye the installation of sufficient and ap-
propriate telephone equipment. Key systems, intercommunication
systems, brrzzer systems, and similar extra-cost equiprnent should be
approvecl only when absolutely necessary to operations.

RESIRICTED EOUIPMENT AND SERVICES

Commitments involving installation of the following equipment or
services shall not be marlt-' l'ithout prior approval of the Central Office
Division of Gencral Serviees, Property Management Branch:

(1) Call Directors.
(2) Speakerphones.
(3) I(ey boxes.
(4) I'}BX equipment.
(5) Telephone recording devices of any type.'
(6) Telephone ansrvering service.

ORDER FOR TETEPHONE SERVICE

Orders for telephone service do riot rcquire prior approval of the
Central Offrce, 'rvit.h the exception of ordcrs 'ivhich inclurle restricted
items listed above. Ilou'ever, a copy of eaclt such order, and of subse-
quent changes thereto, shall be sent to the Central Office Division of
General Services, Property I\fanagement Branch, for administrative
review and. record purposrrs. The follorving types of contracts and
agreements may be executecl:

Through Other Governmenl tqciliries
'Whenever possible, Regional Offices shall arrange for telephone serv-

ice to be provided on a reimbursable basis by another Government

1 See Public Notice 60591 of the Federal Communications Commissiou.
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agency in the same locality, as an adjunct to its owu telephone u,etwork
and switchboard. Complete records of all sueh reimbursable agreements
shall be maintaiued in Regional Office files.

GSA Controcts

If telephone service cannot be arrangeil through another Govern-
ment agency, orders may be placed with the local telephone company
under the terms of current Public Utility Schedule telephone service
contracts for the area. Printed schedules of such contracts are dis-
tributed by the General Services Administration. Each schedule is
self explanatory, describing the area covered by the contract, the name
and address of the eontracting company, the contract number and
pertinent procedural and billing instructions. Form H-35, Purchasa
Order, will be usetl to aecomplish final proeurement action (see Exhibit
C in Section 6-1).

Commerciol Conlrqcls

If telephone service cannot be arrangec[ through another Government
agency or through Public Utility Schedule Contracts, an agreement
on Standard Form 145, Orcler f or Telephone Seruice, may be made with
the local telephone company. (GSA Reg. 2-1X-203.00.)

NOTITICATION OF CHANGE OF REGIONAT OFTICE TETEPHONE NUII/IBER

Change of Regional Office telephone numbers shall be immediately
reported by memorandum to the Central Offrce Division of General
Services, Property Management Branch. Twenty copies of each Re-
gional Of6ce directory shall be sent to the Central Office Division of
General Services, Propcrty Management Branch, as soon as the new
directories are issued.

rotl sERvtcE

The use of telephoncs for calls involving toll charges shall be restricted
to instances in which the purpose cannot effectively be accomplished by
other means; telephone toll calls will be used only lvhen the message is
of such urgency that maximum speed of delivery is of paramount
importance in the interests of the Government. Payment from Govern-
ment funds for sueh pruposes is similarly restricteil, as statetl in
31 U.S.C. 680a:

t'No part of any appropriatiorr for trrty executive departrnent, estab-
lishrnent, or agency shall be used for the payment of long-distance tele-
phone tolls except for thtr tlansaction of public business lvhich thc
iuterests of the Government require to be so transacted; and all such
payrnents shall be supported by a ccrtificate by the head of the depart-
ment, establishment, or agency coneerned., or such subordinates as he
may specially designate, to the effect that the use of the telephone in
such instances was necessary in the interest of the Government. (May
10, 1939, ch. 119 p.4, 53 Stat. 738.) "

Billings for telephone toll charges l'ill be certified accordingly by
the Regional Administrator or the Regional Director of Administration.

Poge 2 l0/l0/42
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TISTING IN COIAiAERCIAT TEI.EPHONE DIRECTORIES

Regional Office listings in commercial telephone directories shall be
as follows:

Ilousi:rg and Home Finance Agency
HHFA Regioual Office, Region I

Office of the Regional Administrator
Community Facilities Operations
Urban Renewal Operations

(Constituent agencies in alphabetical order)
Area Oftiee listings in commercial telephone directories shall be as

follows:

Housing and Ifome Finanee Agency
HHFA Region VI, Seattle Area Office

Field Station listiugs in commercial telephone directories shall be as
follows:

Ilousing and Ilome Finance Agency
IIEFA Region I, Boston Field Station

When circumstances require the listing of more than one telephone
number, sub-listings may be atltletl under the above headings.

t2/tl/62 Poge 3
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Section 7

!DENTIFICATION CARDS

Certain employees must show officia1 identiffcation carals to obtain
admission to restrictetl areas or buildings or to identify themselves as
official representatives of the Housing and Home Finance Agency.
This Section establishes procedures for issuance, use and surrender of
identification cards in fieltl offices.

Form H-53, Id,entifi,cation Card,, has been established as the official
identification document for all employees, other than those of the
Compliance Division for whom special credentials are issued. Form
H-53 carries the employee's name, photograph, signature, and his
physical characteristics, and states that the employee so identified is
employed in a stated capacity and is engaged on offrcial business. No
further implication is intended or authorized, and the use of the card
shall be restricted aecordingly by the employee.

The extent to which the card is honored by other Government or
private agencies depend.s entirely on the regulations of those agencies.
Form II-53 is not intended, and shall not be used, as an official pass to
serve in lieu of a building pass or other credentials required and issued
to visitors by another agency.

REQUESI FOR ISSUANCE

fssuance of an Identification Card shall be requested on Form II-52,
Requisition for ld,entifi,cation Card, which shall be prepared by the
employee for whom the card is requested. Form H-52 shall be fully
executed and shall describe the duties assigned the employee which
necessitate issuance of a card.

Requisitions shall be signed by the employee's supervisor as request-
ing officer, and submitted to the Director, Administrative Management,
in original only (original and one copy in the case of employees
stationed outside the Regional Offfce).

tssuANcE

Regional Administrators are authorized to approve Forms H-52 antl
issue Identification Cards to employees whose headquarters are within
the territorial limits of their Regions.

After approval by the Regional Administrator, the Director, Adminis-
trative Management, will arrange for necessary photography, consist-
ing of two identical closeup photographs of the employee (not larger
than 77/a" x 77/E") of head and shoulders only, and will complete the
Identification Card.

The completed card shall be issued directly to the employee con-
cerned and receipt aeknowledged by his personal signature at the
bottom of the requisition.

One copy of the photograph shall be stapled to the original requisi-
tion, whieh shall be retained. by the Direetor, Administrative Manage-
ment, as the record of issue.

8/20/57 poge I



6-7

The Director, Administrative
identification card issuance and

tdanriftrorion Cordr

shall maintain records of
including the following:

Management,
eancellation,

(1) A journal record of identification cards issued, showing the
card serial number, employee's name and organizational unit,
date of issuance and date of cancellation.

(2) A file of all approved requisitions arranged alphabetically by
surnames of employees.

E'IAPIOYEE RESPONSIB!IIIY

The employee is personally responsible for the proper use, protection
and ultimate return of the card issued to him. If a card is lost, dam-
aged, or defaced, the employee shall imrnediately advise the Director,
Administrative Management, by submitting a new requisition on Form
H-52 for a replacement, stating thereon the circumstances of the loss or
damage. Damaged cards shall be surrendered upon issuance of a
replacement, and then cancelled as preseribed below.

RETUR.N OF CARD

When the holder of a card is separated or reassigned to duties not
requiring a card, he shall surrender his card in accordance with the
procedures outlined in Section 2-4-3, "Clearance for Final Salary
Pa;;m.ent. "

Suruendered eards shall be destroyecl by the issuing office, and
notation of caneellation recorded on both the identification eard jourual
record and on the face of the requisition.

GSA BUITDING PASSES

GSA Form 15 is required by the General Services Administration for
admission into Government buildings after normal closing hours. The
Director, Administrative Management, shall obtain these building pass
forms frour the nearest GSA Offiee, and shall control issue of them to
Regional employees.

Upon separation of the employee, he shall surrend.er this building
pass as prescribed in Section 2-4-3 of this Vo1ume.

Poge 2 8/20/57
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Section 8

ADMINISTRATIVE REAI PROPERTY MANAGEMENT

This Section prescribes responsibilities and general procedures for
administrative real property rnallagement functions within HHFA
Regional Offfces, including ihe planning, acquisition, trtilization, ancl
disposal of office space ancl related facilities.

Regional Offices sha.ll obtain prior approval of the Central Office
General Senices Branch before negotiating or initiating an.v changes
in curreut space assignments or agreements.

Subject to the Central Offiee controls tlescribecl herein, physical or
eontractual changes affecting administrative real property shall be
negotiated and consummatecl at the Regioual O{Iice level. Regional
Office employees to rr'hom these responsibilities are delegated shoulcl be
familiar with current instructions of the OA and with applieable
regulations of the General Services Administration.

PI.ANNlNG OFFICE SPACE REQUIREMENIS

In planning space requirements, particular en-rphasis rvill be placecl
upon the neetl for ecolrom.y antl efficiency through maximum utilization
of offiee space. Carefril attention shall be given the standarcl.s an<l
limitations set forth in GSA Regulatioirs, Title 2, Real Ploperty
Management. It should be noted that these regulations lrrescribe an
ayerage of 90 sqnare feet of Code A space per ffeld service eiiiployee
as a general planning rule. AII Regional space holclings shall be eon-
stantly reviewerl for the purpose of effeeting reiluctions therein tithout
Ioss of operating efficieney.

To the utmost degree permitted by circumstances prevailing at the
time, space planning ancl changes shall be directed torvard contiguous
loeation of all components of the HHFA.
SPACE ACQUISIIION OR CHANGE

fnformal iregotiations with the General Services Administration
for acquisition of rlesr or ldditiorral office spaee, changes in location
or rental rnav be initiated without prior approval from the Central
Office General Services llranch.

Whcn informal ncgotiations havc been completed, firral commitment
u,ill be held in abe.r.ance penclirrg administrativc rcvie$, and approval
by the Central Office General Services Branch. For this purpose, data
rvill be submitted by tlie Regional Office, as follows:

(1) Location, square footage, and reirnbursable rental of present
space.

(2) Number of employees clrn'cntly assigned ancl any antieipated
increase or reductiou itr number.

(3) Location, sqlrare footage, and reimbursable rental of any pro-
posecl new or additional space.

(4) Any other reimbursable costs involved. in the proposal, inclutling
moYing partitions, services, etc.
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(5) Complete statemerrt as to necessity for the changes proposed.
(6) A sketch sho'rving to scale any proposed change in space, and

inclucling:
(a) Area (square feet) of each room.
(b) Layout of major items of furniture and equipment only,

such as desks, large tables, cabinets, bookcases, aild divans.
(c) Oecupant's name at each desh.
(d) Purpose for rhich area is to be used. (Use eode num-

irers as employed in Stanclnrd Form 123, Report of Space
Iise by Builcling. \Yliere a roorl will be used for more
than one prlrpose, inc'licate the square footage assigned.
to each code.)

Upon receipt of approval from the Central Of6ce, the Regional
Office will prepare and submit Standard Form 81, Request for Space,
to the General Serviees Administration. One copy of Standard Form
81, and any related corrtrspordence, shall be submittcd to the Central
Office General Services Branch.

When GSA Form 65, Space Assignment Recorcl, or other reply is
received from the General Services Admiuistration, the Regional Office
shall furnish a copy promptl;' to the Central Office General Services
Branch.

SPACE UTITIZAIION

GSA Regulations, Title 2, Real Property Mauagement, prescribe
standards for evaluating maximum space utilization. The Central
Office General Services Brancir x,ill welcome requests for assistance or
advice required in any case.

For the purpose of reviewing periodically effective space utilization,
GSA ReaI Property Management Regulation No. 3 requires that each
Regional Office submit semi-annual utilization reports on Standard
Form 123; Supplement No. 1 to that regulation defines clearly the
scope of space terms as used in Standard Form 123. Promptly upon
dispatch of Standard Forrn 123 to the General Services Aclministration,
a copy will be foru'alded to the Central Olfrce General Services Branch.

Servicing, equipment installation, and modification of real property
will be approved orrly to the degree justified by resulting improvement
in spaee utilization, inclucling consideration of the expenditures in-
volved. Services available to field offices occupying buildings managed
and under custody of the General Services Administration are de-
scribed in GSA Regulations, Title 2, Real Property Management.

Alterations, improvements, repairs, maintenance or other services
not exceeding a total of $100.00 iir any single instance and not included
under the terms of the current occuparlcy or lease agreement, may be
undertaken without prior approval of the Central Office. Requests for
approval to negotiate for modifications to real property, including
servicing and equipment installations, in excess of the limitations set
forth in the preceding sentence shall be submitted in memorandum
form by the Regional Of6ce to the Central Office General Services
Branch for review and prior approval before action is taken to commit
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expenditure of funds. I,lach such request shall include the following
information:

(1) Description of the proposed alteration, improvement, major
repair, etc., includ.ing a d.etailed floor plan, when applicable.

(2) Total estimated cost.
(3) Statement as to necessity.

DISPOSAI OF SPACE

Office space or any portion of administrative real property found
to be excess to current optimum utilization requirements at any time
should be reported promptly in writing by the HHFA Regional Office
to the GSA Regional Office serving that area. A copy of that advice
and subsequent related correspondence shall be forwarded promptly
to the Central Office General Services Branch.

3/t3/s7 Poge 3
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Section 9

DISTRIBUTION OF ADXIINISTRATIVE REI.EASES

The following administrative releases are distributed through the
Central Office Division of General Services:

HIItr'A Manual (Volumes I through VII)
Urban Renewal Manual; LPA Manual; I-iPA Letters'
Regional Circulars
Stafr Memorandums

INTERIIIAI, DISTRIBUIION POIICY

Employees should have ready access to the administrative releases
they need in connection with their assigned work. Ilowever, distribu-
tion should be restrieted to actual needs in order to minimize eosts of
printing and maintenance.

Unless other anangements are made with the Division of General
Services distribution to Regional Offices will be made on a bulk basis,
for redistribution within the Region. fn any event, eaeh Region must
have a central point at which the distribution plan is controlled antl
from which requisitions for changes in the plan shall originate.

Regional Offices shall not stoek extra sets of Manual or other releases.'When additional distribution is required to meet Regional neeils, the
Division of General Services will automatically supply the material al-
ready issued prior to the date the new distribution becomes effective.

When the distribution of Manual material is deereased, the Regional
Office should send the excess binders and material to the Division of
General Services for stoek. This does not apply to I.rPA Letters, Be-
gional Circulars, or Staff Memorandums.

The following guides should be used in determining the distribution
plan for administrative releases within Regions:

(\) Volume /.-Volume I should usually be maintained on an organ-
izational basis, as a reference available for use by all employees
in a particular braneh or section. Individual distribution should
be made only to employees who use this Volume frequently, sueh
as members of the Legal Branch.

(2) Yolume f.I.-Volume II tlistribution should. be quite restricteil,
sinee it has little content of direct interest to Regional staff
members. Generally, it will be needed. only by the top Regional
staff, whose eopies can be made available for reference by other
employees as the need arises.

(3) Volume -Llf.-Volume III pertains wholly to Central Office ad-
ministrative functions. Generally, information copies should be

l fntomal IIIIFA ilistributiotr of tho Urban Renewal Manual, L?A Mauual, anil LPA
Lstters is handletl on the eamo distribution list.
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maintained only in the offices of the Regional Administrator
and Regional Director, Administrative Management.

(4) Volu,me l7.-Volume IV relates to the general supervisory and
eoordinating activities of Regional Administrators and to OA
program activities administered in Regional Offices. It should
be available, on an organizational or individual basis, to persons
working on those activities.

(5) Yolwme 7.-Volume V shoultl usually be maintained on an
organizational basis. Individual distribution may be neeessary
within the Administrative Braneh. Book II of this Volume,
which contains only Part 7, Accounting and Fiscal Procedures,
will not be included in Volume V distribution unless it is speci-
fically requested.

(6) Volumes VI and,7.I/.-Volumes VI and VII relate to speeific pro-
grams and should be readily available, on an organizational or
individual basis, to persons working on those programs.

(7) Urban Renewal Manual,; LPA Manual; LPA Letters. '-These
are companions to Volume VII. Generally each person main-
taining Volume VII should also maintain the Urban Renewal
Manual, LPA Manual, and I-IPA l-.ietter series.

(8) Regional Circulars.-4,egional Circular distribution is not segre-
gated by subject. Generally, anyone maintaining any Manual
material should also maintain the Regional Circular series.

(9) Staff Memorand,ums.-Staff Memorandums, and the internal in-
structions issued by Central Office units, such as URA Memo-
randums, apply wholly to Central Office operations. They are
supplied automatically, in limited numbers, to each Regional
Office for informational purposes only.

OUI5IDE DISIRIBUTION POTICY

Except for Volume f, the Urban Renewal Manual, and the LPA
Manual, administrative releases wiII not ordinarily be distributed out-
side the Housing and Home Finance Agency. Requests for outside dis-
tribution, except for Volume I, The Urban Renewal Manual, and the
LPA Manual, should. be forwarded for action and reply to the Manage-
ment Analysis and Procedures Braneh, Division of Budget and
Management.

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

Outside requests for the LPA Manual should be forwarded with the
Regional recommendation to the Urban Renewal Administration.

l lnternal HIItr'A distribution of tho Urban Renewal Manual, LPA Manual, anil LPA
IJetters is handled on the s&ms distribution list.
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REQUISIIIONINO PNOCEDURE

Regional Offices shall use tr'orm H-174, Requistti,on for Ailmtni,stra-
tiue Releases (Exhibit A), for requesting ehanges in the distribution
of administrative releases and for ordering separate copies of specific
releases.

Form II-174 shall be sent direct to the Central Office Division of
General Services, in duplieate. One copy will be returned to the Regional
Office when the order is filled.

The column headed Bulh Distribution will be used to request ehanges
in bulk distribution to the Regional Office.

The column headed Di,rect Distribut,ion to Central Office Add,ressees
and, Fi,eld, Ofices will be used to request changes in distribution ad.dressed.
to employees or field offices outside the Regional headquarters. In-
dividual distribution will be made only in cases where special arrange-
ments for such distribution have been made between the Central and
Regional Offices. In order to avoid. excessiye changes in the distribution
Iist, it is preferable that these copies be addressed to the field office
rather than to individual employees by name.

The column headed Request for Ertra Copies of Specifi,c Releases will
be used to order additional eopies of individual releases for Regional use
or to replace shortages in the normal distribution.

Form H-174 is stocked by the Division of General Services (see See-
tion 6-1).

5/8/59 Poge 3
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Section lO

DEFENSE OF CIVIT SUITS AGAINST E'ITPTOYEES ARISING OUT
OF THEIR OPERATION OF 

'IIOTOR 
VEHICI.ES

IEGA1 BASIS

Federal law 1 provides for the defense of a civil suit against a Federal
employee or his estate arising out of his operation of any motor vehiele
while acting rvithin the scope of his Federal employment. The law
applies only to civil actions and proceedings eommenced as a result of
incidents occurring on or after March 21, 1962.

DETIVERY OF PROCESS AND PLEADINGS

Any employee against whom a civil action or proceeding is brought
for damage to property, or for personal injury or death, on account of
the employee's operation of a motor vehicle in the scope of his employ-
ment (or his personal representative, if the action is brought against
his estate) shall immediately deliver all proeess and pleadings served
upon him, or an attested true copy thereof, to the Regional Counsel.
In addition, on the day the employee receives such process or pleadings
or any prior i:rformation regarding the commencement of such a civil
action or proceeding, or in no event later than the day after receipt of
such process or information, the employee shall advise the Regional
Counsel, in person or by telephone or telegraph, and on the receipt
date the Regional Counsel shall advise the General Counsel.

The Regional Counsel shall immediately deliver to the General Coun-
sel all proeess and pleadings served., or an attested true copy thereof.

The General Counsel is designated to reeeive such process and plead-
ings 1 and to furnish the United States Attorney for the district embrac-
ing the place wherein the action or proeeeding is brought and the Chief
of the Torts Section, Civil Division, Department of Justice, information
concerning the commencement of the action or proceeding, antl copies
of all proeess and pleadi:rgs.

The Regional Counsel shall inform the Regional Administrator and
the Regional Director of Administration regarding the commeneement
of such a civil action or proceed.ing.

AGENCY NEPORI BEARING UPON SCOPE OF EIVIPTOY'IAENT

At the earliest possible date or within such time as shall be fixed by
the United States Attorney upon request, the General Counsel is re-
quired to submit to the appropriate United States Attorney, with a
-]pGilfiu* 87-258 (28 U.S.C. 2679). Implementing Departmetrt of Justice resutations
are codified under 28 CFR Part 15 (Dept. of Justice Order No. 254-61, dateat ll/24/61).
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copy to the Chief of the Torts Section, Civil Division, Department of
Justice, the agency report containing all data bearing upon the ques-
tion whether the employee was aeting within the scope of his Federal
employment at the time of the incident out of which the suit arose. The
report should include factual information' bearing upon the nature of
the employee's duties, his authorized destination, the conveyance au-
thorized, whether he had departed from the route authorized or dis-
obeyed the instructions given him, whether at the time of the incident
he was engaged in the furtherance of his own personal interests, and
any other relevant data.

The Regional Director of Administration shall initiate the prepara-
tion of the agency report described above and, after consultation with
the Regional Counsel, shall transmit the report through the Director,
Division of General Services, to the General Counsel.

l Optional Form 26, Data Bearing apon Scope ol Emltloyment ol Motor Vehicle Operator,
may 6e used for this purpose. Copies of the form lvere Dot available as of date of this printing.
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TRANSfiIITTAI. CHBCX I.IST

Upon receipt of eaeh transmittal letter, tle recipient will place his
initials in the blank following the appropriate number. A break in the
continuity of transmittal letters reeeived will indicate missing ehanges.
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