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I TRANSMITTAL SHEEI No. I

NIIA Handbook

Attached is the first portion of the NHA Handbook. Chapter 2-1 explains
the organization and scope of the Handbook.

This attachment includes the issuances Iisted below, rthlch are assembled
in the order in which they should be placed in the binder. F\ture trans-
mittal sheets urill include the filinq order for additional issuances, and
will also indicate the changes in amended chapters.

Chapters

1-1 Executive Order 9070

L-20 General Responsibiiities and Organization of the Offiee of the
Adn-inistrator, National Housing Agency

1-40 Organization and Functions of the Offj.ce of lhe General Counsel

1-70 Organization and Functions of the Technical Office

1-80 Organization and Functions of the Office of Urban Development

1-90 Organi-zation and Functions of lhe Inforretion Service

2-L Establishment of the lIH.t Handbook

The following releases, under Part 20 o.,t .{dnrinistralive rnslructions, will
be distributed only w'ithin the Office of the Adninistrator.

20-20 Administrative Workweek, Hours of Work, and Overtime policy

2o-2L Attendance Reporting, overtime .{ut}rorizalj-ons, and salary payments
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TRANSMITTAI SHEI]T

NHA Handbook

I'iling Instructions:

Part 1-2

khibit L-20-25

Chapter 2-51

Part 20

Chapters

20- 72

20- 85

20-110

20-20L

20-203

20-204

20-2LO

20-280

20-320

20-330

No. 2

Replace present Organization Chart of the Office of
the Adninist;rator with chart revised l+/l+/47

Delegation of Authority to Issue OA Adnlinistrati.ve
Instructlon
(Insert following 2-L-L6)

(fnsert in order following Exhibit 2O-21-t5)

Periodic Pay Increases

Reporting on-the-job Injuries and Clainlng Compensation

Efficiency Ratlng System
(Attention is called to the memorandum of March 28,
advising employees that, the Civ-i1 Senrice Corrn-ission
has approved a postponement from March 31 to June 30
of the regular ratings, due to disruptions of
organizational units and shifting of personnel result-
lng from the dirision of the Office of the AdrLinistrator-
Expediter under Executive Orde:' 9e20,)

Correspondence Conirol Procedure

Preparation of Documents for Approval or Signature by the
President

Mal1 to Other Governrnent Agencies Located In WashinqtonrD.C.

Reporting Long Distance Cal1s

Printing and Dupli-cating R.equisitioning Procedure

Control and Standardization of Adm-inistralive Forrns

Distribution Controls

a



TBANSMITTAL SHEET

NHA Handbook

Filing Instructions:

Part I-2

Chapter 1-!0

3-t

Part 20

Chapter 2O-2lL

No. 3

Organization and Functions of the Office of Adnrinistration
( Insert fo11ou'ing 1-40-4)

Delegation of Authority to Sign Programrning Documents
(Insert following 2-51-1)

Use of Long Distance Telephone Facilities
(Insert following 20-210-4)

NOTE:

Re Chapter 2O-32O, attenlion is cal-Ied to the faet that the correct titLe
of the Section refered to as rrBudget, Organization and Financett ie
rrProcedures and Finance Sectionrr.
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TRANSI.ITTAL SHEST No. 4

NllA Handbook

Material Attached and Filing Instructions

Llst of Officials of the Office of the Adn-inistrator, National Housing Agency
(Prepared in size to fit NHA Handbook for convenient reference - suqgest
filing in the front of tne Handbook)

ParL L-2

Chapter L-6O-l+ Organization and functions of lhe Office of Housing
Econorrics
(Fi1e after 1-50-5)

Chapter 3-10 NHA Regulation No. 50-!G (Reprinted for the convenience
of the staff. This Regulation wil-l be revised in the
near future)
(File after 3-L-2)

Part 20t Pages 20-21-10
and 2O-2L-15

fr<hibit 20-21-l.5
20-2L-20

Comection of present issuance, indicated Uy +l i.n the
left margin of the attached sheet. The correction con-
cerns only the Treasury Departmentts payroll identifica-
tion number which is inserted on the Time ard Attendance
Report, Standard Forrn No. 1135, as explained in
Sec. 20-21-15 O) .

Sec. 20-72-11 Delegation of Authority lo Certify Services and Conduct
of Employees for Periodic Pay Increases
(Fi1e afler 20-72-5)

Note
Iffintion is caIled to the fact that the binder furnishe.d lo the constituents
ig labeled rrPart 1-2rr. However, all Handbook materials, with the exception
of Part 20 issuances are lo be included in this binder, and the labe1 should
be changed accordingly.

Part 20 issuances are concerned only with OA .{dnlnistrative Instructions and
are not distributed to the constituents.

)



t TRANSMITT.{L SHEET

NHA Handbook.

Material atiached and filing instructions:

Chapter 1-10 Coordj-nat,ing Council
(File after Exhibit L-2O-25)

Chapter 3-2O

No. 5

War Housing Operating Procedures
(rire afler 3-I0)
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CHAFfIB 1-1

ESIASIISEMENI OT
IA8IOI{AL EOUSING AOXNCY

. EXECUTIVT onDER q070 - tstT

By vlrtue of the authortty vested ln me by Title I of the Flrst l{ar
Porerg Aot, 1941, a.pproveil Decenber 18, 194I (putttc Isw 354, ??lh
Congress), a,nd as Preslclent of the Unltetl States, 1t fe hireby ord.ered
as folLows!

1. lhe foJ.J.oulng agoncles, fu:rctlone, dutlea, a.ntl powers are
congoLldated. lnto a Natloaal Eouelng lgency and. sha'I1 be admlui-
stereal as herelDafter provld.ed. rrnd,er the dlrectlon and. st4rer-
v1sloo of a fa,tlonal Eouslng Admlnlstrator:

(a) fhe Federal fiorrslng Admlnlstratioa anil 1ts functlous,
poyels, a,ni[ clutl^es, lncludlng tho6e of the Adnlnlstrator
thereof.

(t) AlL functlons, pou€rsr and tl'rtles of the federaL tsorae Ioa.n
3a.rk Soard end 6f Its loexobers-

(c) Bhe Eone Onoerst Loa:r Corporatton and. the fiructloae,
porera, and. tlutles of 1ts 3oard. of Dlrectors.

(A) lhe letleral Savlngs a^nd I,oaa fnsuraace Corporatlon aBA th6
fr:nctlola, poyers, ald. dutles of lts Board of Trustees.

(e) Bhe Uulted. Stetes f{ouslng Authorlty e.nd. ite fwrctlons,
loyore, a.nd. duties, lacJ.udlng those of the Admlnlstrator thereof.
(f) All frrnctloDs, powers, and. dutles ,u:."tfog to defease hous-
1rg of (l) tUe tr'e'tleral lforks ,4,d&lnlstrator uad.er the act of
october 1l+, 191+0, entltled nAn Act to expedlte the provtalot of
bouolng 1n conaectioa wlth natlonal tlefense, and for other pur-
po6€g.n as arnentletl, and. u.r.der acts raaklng approprlatlons tJ
ca^rr;r out tbo purposes of sald. act, (2) the far Department
aaA tle nal6r Dcpartneat ylth reepect to houslng unlts for per-
aoae (dth fa:nl1les) engaged 1n natlonal defease actlvltle!
(except housir€.ualts l-ocs.ted on mllltary or naval ."r"r*"tloo",
posts, or basea) r:nd-er llltle IY of the Naval Approprlatloa Aot
for the flseaL year 1941, a,na (3) any agenclee heretofore ttes-
tgnatod. (1nc1ud.tng the Fed.eral Works .{gency a:rd. the Farn Secu-
rlty Ad-mlnlstratlon) to provlde terporary shelter in defenge
areas under ths Urgerrt Deflclency Approprlatloa Act, 1941, end
ths Aild.itlona1 Urgeat Deflcieacy Approprlatlon Act, 19I+1, and.
the Thlrd. Sqrpleneatal NatLonal Defense Approprlatlon 

^ct, 
194?.

(g) All fuactlong, porers, and d.uties of the larm Secr:rlty
 dnhlstratlon rolattag to such houslng proJects as sueh Admrni-
stratlon dcternltros ars for fam1lles not d.orlvlng thelr prlncl-
pal lncone froD opcratlng or rorkllg upon a farn.o
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(U) llhe Defenae Eoroes Corporatloa and lts fi:acttoag, porers,
a.nd d.utles, lnclud.lag those of lte of,floers ald Boaril of
Dlrectorg.

(f) AlL fuacttoas, pou6rs, and clutlea of the Xeilcrel Ioaa
ldnlnletrato!, the Sederal Works ldnlalstratot, aad thc bsad
of any dopartment or oth6r a€ercy relatlng to thc a.ilmlalgtra-
tloa or supe:rlsloa of the ageacles, ^firnctloaer porersr aod.
ilutleE transferreal hereund.er.

(l) fff fuoctLoas, pouersr a.ad clutles of tbe Divtsloa of,
Defenee Eouelrg Coordlnatlon estabLlshect by E:ceeutlve Order
lIo. 8512 of Ja,nuary 11, 191+1, and of the Coor<llaa.tor of Defcasc
Eouslng: &gyl!qi!, Ehat such Dlvlelon aad sncb Coorcllnator
Eha.}1 contlnue to exerctse such fimctloas, poy6rs, aad ilutlec
unt1l the appolntraeat or deslgnatloa of the ilatloral Eoushg
.Ad-nlalstrator.

(t) All porers, rlghts, prlvllegee, dutles, a*l fuactlolr
trarsfo::f,oal to the Fecleral i{orks ldnlalstretor by lrecuttvc
0rd.er [o. 8186 of Jpr.e 29, 1939t

Provldetl, |Ihat rlth respoct to aly firactlonr, pororar aatl ilutiee
ear:merated la sub-paragraphs (f) alra (g) alove. anJr agcreJr Doy
engageil h the constfi)ctlotr o! nana€onent of aqr proJect rhall coa-
tlnue such actlvltlsg oa bebal.f of the llatlors.l Eouslng Ageacy untll
guch tlne aa the [atloaa]. Eousiag Ad-nlalstrator 6ha,II tleteraine tba,t
1t le e4)ealleat for tbe Setleral Pabllc Eouslng Authorlty, herela
provldetl for, to &lscharge such flr:rctlons. poyers, aniL tlutlea rlth
respect to guch proJoot throqb lta ova facllltlec.

2. l[he tratloaa.1 Eousing Ad.rlnlstrator eha].l be appolnted" by tbc
Preeldent, by and. rltb the advice and. coneeat of the Seaato. Pen(L
lng such appoltrtnent, a.n erlstlng offlcer of the Oovernrneat tlc61g-
natetl. by the tresld.ent ehall act ag NatlonaL Bouslag Aalmlnlotrator.

3- thore sha1l be three maln constltuent uatts 1o tho [atloaal
EouslDA tr€enoy. Each such r:alt shalL be adralntsteret[ ]5r a comlg-
sloner actlng un&er the tllrectlon antl superislon of the Satlonal
Eouslng A(l-r1n1etrator. Thc unlt adntnlsterlng tho tretleral Eor:atng
Adrdnlstratlon antl lts furctlons, powerar anal alutles shrll De kaovE
as the tr'eal.eral Eouelng Adrnlatstration, and. the Feilera]. Eoushg
Adnlalgtrator shaLl 6erre as Ped.eral, Eouslag Commlssloner. gh.
urrit adnlnlsterlng the functlons, povers. anil duttoB of the Betleral
Eone loa,re SsJak BoarA end. ttg meubors shall be kaora as the tcderal
Hone !oa^a Balk Ailnlnletratlon, and. the Qhqltnan of tho Peileral Eou'
troa,n Bank Boartl shsLl Berse :ra Xeieral Eone toan Salk ComlgsloDer.
tshe Unlteal Statee Eouslng Authorlty andl lts f\uctlona, pouere , a,nA
dutleg eha.11 be adnlnlgtered as the federal Rrbltc Eouslng AathorltJr,
one of the meln constltueat urrlts, a.od. the Ail-lnletratol of tha
Unlted States Eouslng Authority sha,Il gorve as f,eaLerBl hrb11c Eous-
tng Comn{ssLoner. llhe ageacles, flurctlols, pdele, aad. d.utiei emr
nerated. ln sub-paragrarrrg (c), (d), and (t) or paragraph 1 shaU bc
ad-rnlnlsterecl la the Tederal Eono Loao Eark ldnlalstr.tloD, a^ut[ thoro

?
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enurnerated ln Bub-paragraphs (f) ad (e) shaU be ad-ulolstereal tn
the letteral Prrbllc Houslng Authorlty. Ihe agency, futctlons' poYeror
a,nd. tlutles enurneratetl In sub-para€raph (h) of paragraph I shaLL alEo
be adrnlnlstered by the Fetleral Publlc Eoustng Connlssloner. lhe
Ad-rr{nlEtrator of the Natloaal Eouahg Agency may centrallze ln the
Offlce of the Natlonal Eouslng Adnlnlstratcr sucb budget, pereonnel.
Iegal, procurenent, research, p1annlng, or other adnlalstratlve
serrrlceg or functlons conmo[ to the sald coaatltu.ent unlts as he
nagr ileternine.

4. Tbe capltal stock of the Defense Eomes Corporatlon shE11 be
transferred from the Tet[era1 loan Adratnlstrator to the Natlonal
Eouslng Adnlnlgtrator, and. the Tederal Loan Ad-nlalatrator axd. the
Defense Eones Corporatlou shalL take aII necessarry actloa to cffec-
tuate guch tra,:refer and carry out the purposeB horeof.

5. lhe Central Houslng Cormlttee ls here@ abollshetl. and, all of
lts assets, contracts, property (lncludtng offlce equlpmeat and.
recortls) , and. uaerpentl.etL balances of firad.e avai]-abLe for lts use
are hereby transferrecl to the Natlonal Houslng Agency.

6. All assets, contracts, a^ad property (lncludlng offlee equlpnent
and recor,is) of any a€ency hereby consolldatecl, antl a]I assets, coa-
tracts, and. property (lncludlng office equipnent and recorcls) whlch
other ageucleg, lncludlng d-epartmeDts, have been uslng prlnarl\r
ln the ad.tnlnlgtratlon of anJr functlon, powe!, or tluty hereby eon-
gollddterl or trangferred., a.re hereby traasferrecl, reapectiveLy,
rlth such a€ency, fulctlon, power or duty.

7. E:rcept as provided. ln paragraph B, hereof, (1) a1l pereonnel
of a,4r a€ency hereby consolid.atetl., ana (Z) all personnel of other
agenclee, includlng d.epartnents, who have been engagetl primariJg ln
the adnlnistratlon of a^oy firnctlon, power, or tluty hereby consoli-
d.ated or tra.sferred. and" who wlthin thlrty d-ays after the appolnt*
Dent or d"eslgnatloa of the liatlonal Eousing Atl-mlal-strator are
Jotnt[ certlfted, for trensfer by sald. Ad.mlnlstrator aad the hesd
of the ilepartnent or agency to whlch such personnel ls attachetl,
gha1l be transferred., respectlvely, vrlth such agency, functlons,
pouer or duty; but aDJr personnel tra.nsferred wlth functlone,
poyers, or dutlds pursuant to thls paragraph who are found. by tbe
lletional Eouslng Ad.nlnlstrator to be in excess of the pereonnol
aecesaary for the adnlnlstratlon of such fuxctloas, porere, and.
tlutles shal1 be re-tra^nsferred. und.er eristlng 1aw to other poel-
tlons ln the Government or soparatetl froro the serylce.

8. 3he follorlng persornel- are not traasferred. hererratler: (f)
llhe Directors and. 0fflcere of the Defense Eoroes Corporatloa, (2)
the members of the lederal Eone loare Bank Soar{. other tbs.E the
Cha,fu.man, (3) tt" Dlrectors of the Eone Ornersl Loa.a Corporatlon,
and. (&) the frustees of the I'ed.era1 Savlrgs aad. loan Inslrra.ncc
Corporatlon. The offlcss of the foregolng personnel excepted fron
transfer by thls paragraph (except In the case of the DefLoEe Eones
Co:poratlon) are horeby vaca,t€d for the d,r:ratloa of thig oriler3
ProYed., that the offlces of the menberg of the }etleral Eone toa.t

)
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Eao& Soard sha,Ll not te vacated untl1 slxty d.ays f,ron the tlate of
thls oralar. llhe personneL of tbe Dlvlelon of Defense }louslrg Coorill-
aetloa anrl of the Ccatral Eowlag Connlttee are aot traasferred bere-
uad.er, cxcept that the Natlona1 Eouelng.Ad.rnlalstrator' vithia 60
ilaye after hle appolotuent or dcslgrratlon, nagr take over euc]t of
thle perconnel as aro aeedctl. Drrlng euch perlod., all pcreonnel of
6uch Dlvlslon a,nd of such Consrlttee ney be rststneil by then i,a oon-
acotlon rlth the ulrila6 up of thelr affalrg.

9. 8o mroh of the uae:qlencled balances of approprlatloag, authorl-
zgtlone, allocatlons, o" other fud.s (not otherrrlse tra,nsferrcal
herouader) avallable for the use of aEJr ag€Dcy 1a the ererclse of
a4r functlon, pot sr, or iluty consolltlatetl by thls oriler, or for the
use of tb6 h6ad of any departnent or a€eacy In the exerclEe of alcy
auah fi::octlon, powor, or tluty, aE tLG Dlrector of the Eureau of the
hdget ahaLl aleterdno (rlth the approval of the Preslatent), aball
be transfsrred., rcspectlve\y, to the Natlonal Houeing igeacy or the
oa,la coastltuent r:a1t theretn conceraeil, for ltg use ln coanectloa
rlth the €xerclso of the fu:rctlons, powerar ot tlutles, reepectlve\r'
to be ad"nlnlstereal by lt herer:ader. In ileterlrlnlng the anount to
be tralsforrctl, the Dlrector of the Sureau of the hrilget Dsy
lncLude aro amount to provltle for the llquld,atlon of obllgatlona
lnsurred agalnet auch approprlatlons, authorlzatl. ong, a.llocatlons,
o! other fr:ntts prlor to tretgfer.

I0. Atl houslrg nor orued by the Unlted. Ststes aad located on a
ulllta:y or nsval rosetratlon, post, or base 1s herely trarsfened'
to the Jurlsdlctlon of the llar or Navy Departnent, respectlvely'
havlry JurlstHctlon of auch resenatlonr poet or basc. !53lldd,
lhat rlth rospect to all housing ilevcloped. by the llar or Nary
Dcpartnent uader !1tLs II of PubLtc 571, approved. Jurxe 28, 19ll0,
tbo trederol Publlc Bouslag Authorlty ehaLl take all oeoesearXr
Bteps to tranefer sueh Jurlstllctloa a.nd. carrlr out the tr[{poas
hsreof, lnch{tng the tranefer of tltle to tho Unltetl States ani
!.nclud.lng repaynert (out of ary funds aval1ablc therefor) of the
cost of such houslog for relnbursanent of the Bond. Account fron
vhlcb funde u6r6 tlarsferretl to pay auch cogta.

11. lhc Dlrootor of the Sureau of the Budget gha1l allocatc to tho
latlonal Eouslag trgency, fron approprLatlons, authorlzatlons' aIIo-
Eattoas, or other funtlg avallab]e for the ad-nlnlgtratlve o:rpone66
of the Fed.eral- Loan Ageacy 8rd the X'et[era1 tforks Agency (reletlng
to tho atlmlnletratloa of the ageacles a:od. fir.nctlons tra,nsferreal
thcrefron bereuuder) and. of the a€encles and functlous, ?osBr6t
and dutlea coasollaLateal herer:nder, euch Bume, ald ln such propor-
tloag, as ho naJr fhtl necessa^rry for the admlaletratlve extrrensos of
tha f,atlonal Eouslng Ageacy. Nono of ths a€encles establlehed or
ooBsolltlatott heroulder sha11 lncur a"qy obligatlons for adnlnlstra-
ttvr ortrrenses excspt pureua^Dt to approprlattous, allocatlous, or
other authorlzatlons of frmda spec1flca3.Ly avallable nor or he!e-
after for adrnlalstratlve expensea.

L2. lDbe Batlonal Boueing Adminlstrator roay appotut Decesoalry
perso.nel s^aal Daks neces6a4r e4pend.ltures to carry out the fuac-
tLong, poyera, a^nd dutleg of the Natlona,l Eouslng Agency. lho a
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Ailniaistrstor and tbe Conmlegtoa'ers hereuxd.er nay ilelegate tbelr
respectlve filrctlona. porrelar and. d.utles to such ageuci.ee' offl-
clale, or personnel aE they ray tleslgnate' respectively. Untl1
tbe appotutueat or tleslgaatlon of a Natlonal Eotrslng A(lrtnlstrator'
tbe CoEntsslouers respcctively shall exerclse euch of the firactlone'
pouers, and tlutles of the Natlonal Eouslag Adnlnlstrator as relate
to the agenciea, ftrnotlons, pouero, a^at[ tlutlea to be ad.mlnlstered
by sucb Comlssloners r66poct1T€\y.

L3. trothlng herela sho]I furpa,ir or sffect &ny outstand.lrg oblt-
gat!,oas 6r coatracts of auy a€e[cy consollalated hereunder or of
iae Uurtea Statee of Aroerlca (lnclualng lts pletlge of falth to the
pa3meat of all annual contrlbutlbrs row or hereafter contracted. for
fyuraua^nt to the Uattod StBteo Eouslng Act, as a.rnend.ed.), or of aagr

Insurance t\rads createal ud.er the Natlonal Eouslng Aot.

14. All orders, rules, regulatlons, pernlts, or other prlyllegee
nad.e, lesued or granted. by or in respect of a,ny a€eacf, fi:act1oa,
poye!, or duty coasolidatedl hereruder ehalL contlnue 1a effect to
the ea,ne exteat ae lf such consoLtalatlon had aot occurred urltll
nodtflotl, auperseded, or repealed., oxcept that the regulatlone of
Ja.nr:ar1y 11, 1941, relatlng to defense horrslng coordlnatlon shal1
here\r be revoketl upon tho appolntnent or designatlon of the
tratloua.l Eouslng Adnlnlstrator.

L5. AJ.1 unexpendetl balancss of apprqrrlatlons' authorlzatlou*,
allocatloas, or other fir:ads transferred und.er thlg ord-er ghall be
usod onJ.y for tbe respectlve purpos€s aatl in tire admlnistratton of
thg respecttve firnctl.ons for rhlch such fi:ntls were nad.e avalLable.

16. llra.nsfers of avalla]le fund.s r:.nder thie order shalI lncLuilo
f\rnd.s avalLabLe for the ftscal year ending June 30, L943.

L7. llhts ortler shql] [eg66e effectlve as of the tlate hereof a"nd

ahqll be 1n force autl effect so long as 1ltle I of the tr'irst lla!
Powers Aot, 194L, re.elug la force.

XTANTIIIS D. ROOSXIELB

THE TSII! EOUSE

Pebnra.ry 24, 1942
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OSAPTER 1-20

CTENERAL RESPoNSIBILITIES AllD
ORCA}IIZATION OF THE

OTTICE OT TI{E ADOIIXISTRATOB
}IATIOIAL HOUSING AGE}ICI

PURPOSE

The prrpoee of thle chaPter is to estabfleh the nala obJeotlvee of
the 0ffloe of the Admlnlstrator, Natlona} Housing Agency, ln faclll-
tatlng, durlag the contlauaoce of Executlve Ordor 907O of February 2{,
1942, the executlon of the policies ostabllshed by the Congress a4d
the PresLdent to asgure the orderly transltion to e peacetlne ocoootsy.
Tbio chapter aleo ostabllshes ln general terms the nethods and
organlzatlon by rhioh such objective$ sre to be achleved.

OBIECTIVES OF THE OTI'ICE

the obJectlve of the Office of tbe Administrator is to aid in the
provlslon of better houoing for the Anqricaa people and in the de-
velopuent arrd oxecutlon of national horislng pollcies anri prograns
designed to secure an adequate supply of housing at lower costs, and
to foster tbe growtb of a stable, prosPerous housebullding lnciustry
oqulpped to serve the housing needs of the cowrtry. In order to at-
taln tbese obJeetlves, the Offlce of the Adn-i-nistrator shall:

l-. Provide leadershlp and coordlnatl"on in the prircipal housing
activlties of the tr'ederal government, as provided by Exe-
outive Order 9070 of I'ebruary 2l*t t9L2, with respect to those
represented by the oporations of the three constl-tuenf, rnits
of the Natlonal Ilouslng Agency, aud on a voJ.uetary basls rvlth
respect to those of other Federaf. agencies wbich relate to
houelng.

Take the trtd,latlvs la the Joint exploration by the lnterested
ageacies of conmon probleno of policy arrd operatJ-on j.a order
to pronote the adoption of coaslstent and effective polieles
amoag the varj.ous agencies, the prevention of over-lappilg
or confllcti-ug activltles and the interchenge of lafornation
and experleace.

3. Serve as aa available point of iuitial contact rith respect to
uatlonal housing policy and programs for the Congress, the
other ageBcies of the executive branch, the trousi-ng industry,
gtate aud local government, and the genoral pub11c.

l+. Through naxinun uge of exlstlng public nnd private faci-l.ities
for architectural, engi-neering, economic, and other research
and studles, develop practical lmprovenents ln the proouctlon
and narketlng of houslng at reduced costs; rmd€rtake 6uob
research ard Etudie6 to tho extent that adequate resowcsg

2

o



t

ItIHf, Hf,TDBOOK $ r-zo+

Present tbs latereetp and needs of housing ia broader govert-
noatal considerations, suoh as flseal policy, scLentiflc
research and developneat, and etatlEtical and oconomic data
colloetlou.

(Blank)

IIETIIODS

5

5.

outsLde the Offlce are not avalLabl-e for ths ptnpoae; aacl

na.ke the fuxdLngs of such reoearch avallable to other agenolea,
ludustry, arld the Publlc'

Seorre aud rnake avalleblr lmprovecl atatlettcel a'ud coouonlo
data ou bousiag ae a basle fir oooslderatlon of problene by
the Congreoe, publ-ic and prlvate agenclce, aad lndu6try.

Ideatlfy and recorunond steps torard the ellnLuatton of
practtcls, oethods or other feotora dthl-n taduotry, labore
ilnance, or governnent whlch locreeee runecesaarLly the oost
of housing or prevent or restrlot tbo firl1 use of aethods or
nateriale nhJ-ch would roduce houelng coetg.

7

Reoogalzing that the sever&l agenolos have fufl operatlag r€6ponsi-
blltly for the prograns asolp.ed to then by the Congrees, the besic 

-approacb of tbe Offlce of Adniaistrator il worring towerd these I
ollecttvee ehap be the dovelopm.ent of tha greatost posslble degree I
of common rnderstdndiag and collaboratlou anong the varioue agenclcs
conosrtred. For thie Purpoee the Offlce shallr

I. Colleborato slth the constituonts and other laterested
agencles ln a contlnulng survey of the field of housiag, to
ldentlfy tho nost lnportant problen areae and to lnventory
tho activltles, rosources and lnfornation of tho agonclee
lnvolved, i:r order to provlde a ournent and coroprehenelve
plcture of natlonal houoing probleme and the exlstlng neana

of eolvlng thon.

2. Aegune leaderohip rrrlth tho constltuent rml,ta and otber partlcl-
patlng agonci.eo i-a fornulatlng Jolrrt prograJlg to uake tbe Eogt
iffecii.oe use of resourcos, and to Berve ag a elearlag bouae

so thar each agency nay get nexi"nu beueflt fron the experieaoe
srd howledge of the otbere.

Ta,ke the lnltlati.ve in sstabllshiag and assisting permaneat
aad project cooroitteee ropresentatlve of prLvate iniluotry aad

the various agencles of gover:nnent to explore speclfic problens
of connon concern, and make tho findingg and reconxoeadations
of such commlttees available to the participating agenciee and

grouPs.

Deternj-ne jolntly the infornatlon neoded for coromon plannlng,
ooordlnation of related activi.tiee, aud jojat conslderatloa of
proposed polici.es and leglslation, arrd work out rlth the other

3
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agenciea lavolvetl tbe parto of a^ny neceesary Etudles each

Is bost fttted to rodertake.

cerry out cltrectly studles or parts of studles rblch are rltbln
ltE ;taff rosourcoo and whlch cnnnot readlLy be conducted by
tJre conetltuents and partlcipatlng egencleE.

Dran together the resulte of this coordlnated regearcb ard
operettng experleace ln a serLee of fornal and lnforoal re-
porto aeifgnid to b€ of naxi'rar.m use to the Congress, tho
iresldentr-tbe coostituents and partlclpatlng agenclee, the
bulldlng i-naustryy arrd local governoento and conmraritles ln
stutlytag and solving bouelng problens.

(Bla*)

COMMISSIONERS COI'NCIL

The conmleeloners councll ehpll consist of tho Aduinistrator and the
Corrissfoa"re of the federaa EoI06 Loan Bank Adhtnistratloa, the Federal
Houslng Adnlnlstratlon, aad the Federal Publlc Houslng Authorlty. fhe
corncll eba1l oervo as a nedfi:n for consideration of all naJor
pol1cy and progran uetter8 qf geueral concern to the National Bousing
Agency.

COORNilATING COI'NCIL

The coorcllnatlng couocil sha11 conslst of the adnlnlstrstor, the
Coumlssioners oi the aonstitu€nt urite of the NatioaaL Housiug Agency,

end represeutatives of such other agencies as nay particlpate in tbe
rork oi the Cormcil. The Council wiIL provicte a uodlm for dlecuseion
and exploration of connon problems and the ooordinatlon of pollcles
and op-eratlng roethods and the wrdertaring of juilt actiritles by the
varlo'ua "g"tiirS 

rboeo progrens have a substaltial lnfluence on housiug'

( Brani(,

GENERAI, OBGANIZATION

To carry out these obJeotives, tho 0ffice of the Adrulrrlgtrator shall
lnclude tho followLtg organlzatiou uaits:

0ffice of the Generaf Coursel
Offlce of Adnleistration
0fftce of Housing Econonlce
Technlcatr Offlce
Urbaa DeveloPnent Offlce
Informatlon Servlce

5
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Ia addltlon to such gecrotarlal aad adnlalstrative aeslstaroce as the
Adnlnletretor Eay requlre, he rl11 have tlre fol.Lgnlng prLnolpal
aeelsta^utsr

I. A Flret Aeelstert AdnLnietrator rho ehall aeslgt tbe Adointetratdt
1B th6 general coordLnetLon of tha prograll of tbe Offlce, ahal.l
coordlaatc arrcb fleld actlnlties as tlre Off1ce nay rnderteke,
aad eball aot for the Adnlnlatrator ln euoh uattora aa he uay
tndLeet€.

.2. .ln aeeleta.Et reopoasibtre for llaleon rith uenbera of tbe
Congreae a,od rith oottstner a^ud cklo gfoqpo.

3. An aoslatart reopousible for the eutrrrrlelon of a raolal
relatlone gervlce to the eotire Agency. Ee shall 6erve ag
advlsar on raclal conslderations 1n the developnent and
ereoutlon of the Agencyrs po}lcy and prograng, and ualntaia
llalsoa vlf[ mlnqrlty groupa.

4. An aaei.stant reapoooiblo for neceseary contacts uith the
Departnent of State and other agencles wlth respect to
boualng natters lnvolvlng forelga govem.oents, sucb aa ex-
pofts a.Dd inports of, bulldlng roaterlals and equipnant, and
Laterchaage of tecbnical lafornation; antl to provlde a polat
of contact ou houslng questlous for the Unlted Datlons a'nd
other l.ute::uatlonal organizatlon.

CT'FICE OF THI] GENMA], COUNSEL

fhc Offlce of the General Coureel sha1l b€ respouelble for provldtng
atl legal corugel and &sstgtarce luvolved ln the fo::oulatlon and
ilevelopent of tbe legal aopecte of the Agencyrs pollcy altl progran
aad ln tbe perforroance of the reoponslbllltlea aoalgned to the otaff
of the 0ffloe of the Adrolnlstretor, a:rd ohaJJ repreacat the AdDiD-
latretor on leglslatlon, public regulatlons, lltLgatl,oo, aad otber
lcgaI uatters.

CBFICE OF ADIIINISTRATION

&e 0fflcc of Adhtnl-stratlon shs11 bs responslble for aasistlag the
Addlalstrator tn tho perforuaace of hle reopoasibilltleg rnder Dre'
cutlve 0rder 9070 of Fetruary 24t L9/&t rlth reopect to the general
nanagerent of tbc Ageacy, iacludlag organizatioa, finances aud per-
goanel aatt€r6, a:rd for provldiug adnlnlstrative servlcee to the
Offlce of tbc Adnialataetor.

I
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OFFICE OF I{OUSI}E ECONOMICS

the Offlce of Housing Ecouorai.cs shall be responolble for activltles
of the Offlce having to do rith the econoEica of the houslng industry,
lncluding the problenE of housing aupply aod donandi bousing productlon,
costs, prloes, and valuei the role of houslng ln the construction
lndustry a.od tn the natLonal ocononyi avallablllty of credlt for
houelag; characteristics of the housing narket; and the lmprovenent
of tbe statlsticel end ecouorolc data on houslng for governmeut,
Lndustry, and tha general pubIlc.

TECHNICAL OFFICE

The Technlca1 Office sha-U b€ respoasiblo for actlvlties of tho Offlce
haring to do slth the englneering and architectural phases of housing,
l.ucludJ.ng deslgn, productlou, constructlon end nalntena.ace of houslng;
iaprovenent of codes and teehnical standards; and research leadlng
to the production of sornxd etructures at lower cost through the appli-
catlon of technlcal loproveneate, slopllfled practlces, new and
lnproved rnaterials, and sirnlJ.ar advelces.

OFFICE OF URBAN DEVELOP}IEhT

The 0ffice of Urban Devslooment shall be responsible for aetivj'ties of
the Offlce havlng to do wlth tbe part played by houeing ln the grorth
and developrnent rrf citlee; tbe influence of r:rban grorrth, loca1
governnent organlzation aud practlces arrd related factors on houslng;
the causes of and rnethodo of preventlng or ellmlnatlng bllghted or
elun areas; and tfre comnr:nity problens assocl,ated wlth housing such
as the provislon of public servi-ce faci.]itles.

INr'ORMATION SERVICE

The Inf,ornatlon Serylce shaJ,I aseist tbe Adnilistrator ln provlding
to the press, the houslng iadustry, &nd tlro publlc, lnforraati<,n about
the policles and actlrritles of the National Housing Agency. It ehaU
also provlde BlnILar services to asslst the Cornnissionere of the
constltuent uults in earrl'J.ng out thelr respectlve responslbllitles,
and shall coordinate the informatloa aotivltiee of the Agency as a
rbole ln the iaterest of efflclency end coaslstency rith general
po1lclea.

I
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AOIVINISTRATOR

Roymond M Foley
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Williom K. Divers

Office of the
GENERAL COUNSEL

B T. Fitzpotrick
Generol Censel

Office of
ADMINISTRATION

Fronk Wotters
Assislont

Administrotor

Office of
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T CHAPIER 1.30

COORDINATTNG COIINCIL

PURPOSE

_aris chaFter descri-bes the organization and functions of the National
tsousing Agency Coordlnati.ng Council.

I{BdBM.SHIP

I'UNCTIONS

the coordinating council is conrposed of the Adninistrator of the National
Eousing'agency; the comuissioneis of the Federal lIone roan Bank Arrnr.inis-tratlon, the Federal llousing Adnj:rlstration, ard ttre Federal hrblic Hous-ing Authorlty; and representatives of the Adni:ristrator of VeteransfAffairs; ttre seeretary of Agriculture; the Board.s of Directors of theI'edera,l Deposit rnsura:rce corporation; and the Beconstruction Financecorporation. Representatives of otirer interested. agencies nay beinvited fron time to tine.

)

Fe coo_rdinating corurcil has been established by the A&dnlstrator forthe follor-ing purposes :

t-o secure agreement in the interpretation of broad policies ofthe goverrment on mattersrelating to housing.

To encourage and facir-itate voluntary coordi-natlon of housi,gactiviti-es and cooperation betrrreen tire several 
"g".r"i"u o.natters of nutual concern.

To advise the Adrni-rristrator on ttre fornulation and review ofFederal housing poLicies and programs.

To secure agreenents on ttre diuision of responsibility for tf,,eGoverrmentrs housing efforts as a means of prerenting-oour-centralization, overlapping, duplicati on, nisunders tlndings
and confusion atrong agencies riirr uousin[ responsi.uiiiiies.
To coordinate independent housi.ng operations and research b5rJoiat consideration. and action, inciud,ing tue aeve:.oproent ora uni.fied approach to corrnon pioblens.

To serve as a clearing house for:
!'orrardlng and considering proposals to increase theeffectiveness of the NationaL i{ousing Agency ,. ,o 

-

instrr:ment il meeting post rar housiig frouiens;-
Views and opinion on matters of housing policy in protrlen
areas for which the National Housing AJ.inis1i.1o.'h."
responslhi_11ty.

5/2/47
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AD!fiMSM,ATlON

the Council will meet periodically et the ealL of the Adluinistrator.
the presiding officer ril-1 be the Adrninistrator or his deslgnee.

Ite A&ninistrator of the Nationa-1 Housing Agency wtl1 designate a nenber
of his staff as SecretarSr. ft u'it1 be the Secretar;rrs firnction to re-
ceive a'11 matters proposed by the nernbershlp for the agendal to prepare
and distribute ttre agenda rr-ith supportlng information in advance of
neetlngs; to serve as recording secretary; and to prepare mimltes of
meetings, rrritten records of approving and dissenting opinion, and other
docr:rnentar;r r:oaterlal regulred for circulation and peraanent record.

Specialists on problems under consideration may be invited to participate
in meet5.ngs from tine to tine.

study
Such

and
cOrnnl t-

;

(

ltre Councll may, at its discretion, qpoint comittees for
recomnendation on i.ndi-vi-dua1 problems under consideratlon.
tees ray lnclude representatlves of other agencies.

5/21+7

t



THf, HTNDBOOK
$

o

r)

CHAPTER I-40

ORGAT{IZATION AI{D FUNCTIOIS OF

lHE trPICE OF THE GEIIMAL COUIISEL

PI'RPOSE

There ts breby cctebHshod an Office of ttp Goneral Couneel trndor thB
supcrylrlon of th€ General Couneel, rho shall be responclblc to tho AdF
alnlotrator and shall bc tha Agencyra logal otflcer.

GEqEBAt RESPoTS IBIIT IEq

thc 0fflcc cf ttro Gcnoral Ccurraol shall be rosponslblc ln gencrel lor pro-
vlding all legel counael and essj.stance involvod ln ttB fonoulatlon and
developoeat of ttre ).cgel espocte of the Agencyre polliy and progrra and
ln the pcrfonoance of the rcsponstbilltieo acsigned to tho eteff of the
Offlcs of thc Adninistretor, end sball bc rosponslblc for ropreecntlng tb
Adnlnletrator on loglsletion, public regulatlons, litlgetlon o'rl othcr
1cgel oettcrs.

M@7
IrfIEql{AL qGANIZAT roN

The Genoral Cormsel shall deteruiro the j.ntornal organi.zatlon of the
Offlce n€ceaaary to carry out its reaponoibilitiea. Plans for further
organlaatlon eubdlvision ghall be submitt€d to tlp Office of Adoinistra-
tlon for review and prbltcatlon.

rUI{CT IONA1 ACT IVITIF^S

the foUorlng speclftc functions ahall be adninlgtered by the Offlce of
tho General Cowrsel:

Prepere (or rovior rhare prepared ln the consti.tuent adnrlnistrationa)
proposcd legielatlon, together rdth testinor\y or other docrylenba (other
tJran budget and approprlatlon Juattficati.ona) roqulred for uso in con-
ncctlon thorenith, to be recommerrled or subrdtted to the Preeldent or
Congroaa or others, md provldo logal co'rneol and aesistance lnvolved
ln procosaing of srch proposcd lcgialation, inclrrdlng the clcaraaco o!
such legislatlon rith the Buroau of the Budget.

Advise the Adnlnlstrator rd pr.epare replies rith reopoct to Congrea-
glona1 lnqulrlce and corroapondorro involving eristing or prop.osed
logislatlon and public regulations and ordors, and rith respect to
relations rith standing and spccial cmnittoes of the Congroes, Uaio-
tsln a ccntral lcgielatlve refcrence gorvico for tho Offlcc of tho Ad-
Einlstretor and tho constituent artninlstratlone, rith respoct to pcndlng
Fcderal I State Ieglslatlon and day-to-day action by ttre Congress and
tho oxccutive agencios affcctlng the Agency or its progra&.

,
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(pe. 2)

Handlc aI1 oatters pertainlug to the prcparation of lcgel fornc ncccaealy
to the rcrk of the Ageney, end th€ submlssion, t,o !.he Attorney Goneral
for legal act!.on, of caaca lnvolving the Agency aa I rhole, or offlccra
of ttp Offlcc of thc Adnlnlrtrator la thclr official ctpecltlet.

Fovldc lcga1 couneel and asslsteacc lnvolvcd ln gcncral oPGratlon!, and
ln tlre lntehnal adnlrrictratlon ol thc Olfice of thc Adalnlctretor erd tbe
oe€rell adnlnlatretlve uanagcocnt of tbc Agcncy, lnte4rret publio rcgw
letlons of ths Admlnlatretor, apPrcre tlrc lcgel aapccta of publlcetlona
end publlc rtttco<rtt snal rclcaccc prepared llthla ttp 0fftcc of thc ld-
nlnlctretor, and aactrt tn ttre pncparrtlon ard rovl.t of pollcy orrdcrs
and oanrral lcauaoccg.

]

o

t
3/t4/t 7



rET IIf,IfDBOOT
$

)

CHAPTER 1-50

OBGANIZATION AND IUNCTIONS OF

THE OFFICE OF ADMINISTRATION

PURPGSE

There is hereby established an Office of Administration under the super-
vision of an Assistant Adrninistrator who shall be responslble to the
Admini-strator.

M:Troa1
GENERAL RESPONSItsILITIE,S

The general responsibilities of the Office of Admlnistration sha1l be to
assist the Administrator in the general marngement of the Agency; lo aid
i.n ellminating duplication and eonfl-ict of functions and in seeurinpl
maximum operating effi-ciency and econoqrl to cooperate with the constit-
uent units and other Federal agencies engaged in housing actirrities on
studies of the orqanization and administrati-on of such aetivities; and to
provide necessary adninistraiive servioes and facilities for the Office
of the Admlnislrator,

INTERNAI OR,GANI ZATION

In order to carry out these responsibilities, the Office of Administra-
tion sha1l be organized rnto lhe Office of the Assistant Adninistrator
and the following divi.sions, each of' wh'ich sha11 be headed by a Director:
Budget arid Accountingl Personnel; ancl ridnf:rislrative Operairorrs"

BUDGET AND ACCOUNTING DIWSION

The Budget and Accounting Division shail, have the follor+ing Agency-;ride
responsibilities:

Develop, in cooperation with the colsr-.:i;uent Budget Officers,
standards and prcce<lures for the prcpa;.ation of budlet esi..iliii"es and
justilicatioris; r.vlew hLrdgletar; i.ii.:,i,i:,ii-i,:i+-icns of +",ir, rloa:il:t 'f,rrctrr,

units and of lhe Office of'the Arl:tri:,1$t,r.ator and adv:se lh; r\.utn:.iris-
trator of problems i-n conneclion therewith; prepare bu,lgei,a:.y sr.ib-
rnissions for the Agency as a whole, and assist t,he Adminislrator in
the presentation of lhe Agencyts iinsncia.I program tc the Bu.rearr of
the Budget and Congressional approprj-:.t-.i ons connrLit"uees"

Ilev:-ew lhe estinated personnel c*iling requirements ci' tire tciis,-;-,_.r*uenl
uni,ts and of the Office of lhe AdnLinisirator; prepare the consolidated
request for personnel ctiiirrg li;niLa.,,or for the Asenc,v t-ir tlle Bureau
of the Budget; recommend lhe apoo.riir:rurient of the aiti,hcrj.:rei _i.jrnita-.
tion amo;ie tne cr,nst,', i.i,enL unius; j:,. : . rLor.t for t.l : -- "i, ,;

conpliance !.i ::t/



f,Hf, Hf,TDBOOK $ r-lo-r
Advise the Administrator of the budgetary inplicatlons of pending ard
proposed legislation.

Collaborale with the constituent units in the inprovement of accountii^6
and financial reporting procedures, and prelare consolidated financial
reports for the Agency.

Serve as the point of contact for budgetary and financial instructions
and inquiries of general applicability, such as Bureau of the Budget,
Trieasury, and General Accounting C)ffice communicalionsl and prepare
consolidated report6 on behalf of the Agency as tequired.

PERSONNEL DIWSION

The Personnel Division shall have the following Agency-wide responsibil-
ities:

Adrrise and assist lhe Adninislrator in the discharqe of the personnel
responsibilities 'rested in heads of agencles by Iaw, executive order,
and regulation.

Represent the Agency in-maintaining required liaison with over-a11
governmental agencies in the personnel field, such as the Civil Ser.-
viee Corunission and the Federal Personnel Council.

Advise a.nd consult with constituent personnel officers in the develop-
ment of standards, policies, and procedrres in conneetion with those
persgnnel malters which require Agency-v{'ide coorciination, such as the
estabU-shment of boards of expert examiners, handling of employee
loyalty eases, development of in-service +.raining prograns, and develop-
ment of Agency-wide placement techniques to assure maxj,mum utilization
of available skills.

Maintain continuing consultation with constitrrent personnel directors
on natters of mutual concern to assure that personnel- matters of
Agency-w-ide scope are worked out wibh their ful1 participaticn and
agreenent.

In addition, the dlvision shal1 have the foIIor+ing respo-nsibilities in
regard lo the Office of the Adninistralor:

Advise the Assistatrt Administrator for Adninistration of (a) ttre effect
or changes in Federal personnel policies or procedures, (U) Lhe per-
sonnel-management implications of adnrinisirative or proqram activities,
and (c) the curent status cf the personnel prrcgram i.n itre 0ffice of
the Adn-inistrator.

Coll-aborate with t,he Assistant Administr.ator for Adrninistrationr oper-
ating officials anri employees in the developrnent of basi c Dersontrel
policies and procedures.

Assist operatrng officials in exercising their responsibillty for
carying out effecti.re per.sonnel programs in thelr. respective offices,

Provide central services in connectic,n with position classification,
L/t /t*7 t
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recruitment, placement, t:'ai-ning, employee servicesl and the processing
of personnel actions, maintenance of records, and the subrnission of
persor-rne1 reports.

Serve as a central clearing point for the temporary detail of stenog-
raphers and typists between offices in order to assure fu11-time per-
sonnel utilizatj-on and maximum econon\y.

/ffi:Tfi:q
AD],IINISTRATIVE OPERATIONS DIWSION

The Administrative Operations Divlsion sha11 have the following Agency-
w'ide responsibilities :

Coflaborate with the constituent units in lhe development of proposals
for econordes and improvement of service in the fields of office space;
records maintenance and retirementl procurement, warehousing, and
distri-bution of office supplies and equipment; duplicating and repro-
duction; and telephone and messenger service.

With the participation of the constituents, study office practices and
procedures common to all units of the Ageney with a view todeveloping
practices and procedures making for operating efficiency and econorqy.

Maintain control accounts on aII funds appropriated to Lhe Adnrinistra-
tor and expended lhrough the constituents.

Prepare the Agencyts Annual Report to the Congress.

Perforrn the publications clearance function for the Agency as required
by the Bureau of the Eudget.

In addition, the division shall have the following responsibilities in
regard to lhe Office of the Adnrinistrator:

Prepare and administer the budget of the Office of the .4.&ninislrator.

Prepare the personnel ceiling subrnission and control the personnel
ceiling established for the Office of the Adninistrator.

Maintain a continuing
cedures of the Offi.ce
live organization and
sonnel, financial- and
and economy.

review of the functlons, operations, and pro-
of the Administrator, in order to achieve effec-
assignment of functlons, maximum use of per-
other resources, and maximrm operati-ng elficiency

Maintain a system for the issuanee of written instructions for the
Office of lhe Adrri-nislrator and for matters of Agency-wide applica-
bility.

Establish and naintain accounts on all funds which are appropriated
to the Adminislrator and expended through the Office of the Adminis-
tratorl prepare reporis on the status of such funds; audit and certify
vouchers for paynent.

Maintain a time and atlendance reporting system, prepare payrolls and
maintain necessary subsidiary records including attendance, retirernent,
bond, 1eave, and the like. 

L/5/l_7
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Provide general office services to the Office of the Adninistrator,
including travel servicesl space; procurement of services, supplies
and equipnent, printlng and reproductionl mail and messenger service
and records.

Prepare repli-es to general inquiries from the public regarding the
Agencyrs programs and activities.

Furnish draftlng and graphic services to all units of the Office of
the Adninistrator' 

t+/5/t+1
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CHAPIER T-60

ORGANIZATIUN AND TUrcTIOIIS OF
THE OFF'ICE OF HOUSIIG ECONOI.fiCS

PI'RPGSE

Ihcre ls hercby established an Offlce of Houeing Economlcs urder thc arPor-
vlslon of a Director tvho shal1 be responalble to the ldnlnlstretor.

GENERAL BESPONSIBILITIES

trlorklng torrard the achlevement of the obJectlvcs stated ln Sec. L-2O-2t
thc Offlce of Houslng Economlcc shall be responslble for inltlatlng ant
corductlrg or coordlnatlng econonlc, financlal, and statistlcal reaeerch
as parb of the equipent needed ln developLrg natlonal housirg policloe
and progra,ns deeigned to secure a more adeqnate supply of houslng at
lorer cost ard to asslst ln developlng I nore etablel prosPelous horae-
bullding lrdustry equipped to serve the horalng needs of the corntry; for
rorklag vlth the constltuent unlts, other Federal agencies, ard the ln-
dust,ry to lmprove statlstlcal and econonlc data on housing; and for
collcctlng, lnterpreting and dlssenlnatlng statlstlcal lnformation cs a
ocrvlce to the congtltuents, the lnduetry 8rd th: prbllc. It shell servc
aa a clearlng house for guch research ard statlstical data, ard ehalL
carry out appropriate l"ialeon arri coorrdlnetlon vlth related unlts of
constltuent unlts and other Federel, prbJ.lo ard prlvate organlzationa
worklng ln these flelde. The Offlce shal} aoslet the .Adnlnlstrator in
cvaluating p€ndlng ard proposed legislation affectlng housJ.ng credit ard
flnance, houslng strtistical informatlon, and the place of houslng ln
the general econory.

INTERNAL ONGANIZATION

Thc Dlrector of Housing Econonlcs shall detennlne the lnternal organLra-
tlon necessary to carry Out lta responslbilitles. Plans for further
gubdivlsion of thc Offlce sheIl be subnltted to the Offlce of AdninLa-
tratlon for approval end grbltcatlon.

FUNCTIONAL ACTIVITIES

tbe Offlce shall be responsible for the activLtLes llsted belor: ln
carrylng ort thls reeponslblllty, lt ahaII operate tn accorrience rLth
Scc. 1-20-6, preccriblng the nethods of operatlon of the Offlce of the
Adnlnlctretor:

Analyale of the qtrentlty ard condltlon of the cxiating housLng inven-
tor7, of the volume of current conetnrctlon and reel eetate actlvlty,
of trerds tn fanlly foraatlon, probable levele of consumor lncoue, of
thc ct4rracter erd dlstrlbution of houalng re4rirenents and denard, ad
prlce Erd coct relatlonshipc;

t+/t8/t+7
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Analysls of the relatlon to ard effects upon houslng of general busl-
ncrs or oconomlc condltlons such as prlce ard mge levels, national
prroductl,on, enployrent, natlonal incoue erd lncote dlstrlbutlon ard
othcr lactorcl

lnelyrls of tho relatlonehip of the housing €conoeJr to the over-all
natlonal oconoaJr ard developlng proposal! for ecoDmlc end flsceJ- poJ-l-
olca dcclgned to na1nt,a1n a hlgh and stabls levcl ol recldentlef eon-
atnrctlon;

Anelyslc of the mortgage and capltal narketc, operatlona of lerding trr
atltutlonc, nortgage riskc of the variouE FederaL agerrcies 1n the urban
and n ral credlt flelds and of prlvate lendcrs, eppralaal practicoa,
f1nanclal espects of prblic horslng, effectg of prccent ani propoaed
f1ac81 pollcloa on the flow of savlngs and lnveatnents ard on Agency
programE, and organlzatlon ard flnrnclng of coopcratlve, mrtual ard
It-nitcd-divlderd houalng. It chrU cmplle ad esacas for the Adnlnls-
trator the studies ard e:cporlencc of the coostltuent unlts ln the fle1d
of herslng finance;

Studlea of the hqrsebulJ.dlng irdustry, including ita organlzation;
practlcea ln the flelds of conctnrctlon, narketlng, flnancirg, labor,
grd nsteriala dlstrlbutlon; labor supply; ard raterlals productlon.
ltrese studlee chall be concerncd both vith conventlonal bulldlng ard
rrlth prefabrlcetlon;

Studies of thc special econoalc cordltLong ard poblens affectlng nrral
huralng;

Eveluatlon of the effect of Pederal prograrns erd business cordltlons on
the houslng market;

Devlsing ard improvlng technlguee to ald local prbllc ard prlvat€ agen-
ciec 1n the corduct of Local houslng market anelyses;

Dcvelopent of an integrated syaten for collectlng data necessary to
foanrlate housing plans ani po1lclea, evaluate program progrcaa, ard
to meet the needs of the 1-rdustrT;

Serrlng the industry ae a centrel lcurce of statistical infor-oatl.on on
horsing, and developlng statlstlco of na:d:nrn use t,o irdustrT;

Provision of central statistlcal servlces for the Adninlstretor ard for
reports to Congreso end the Presldent;

heparatlon of perlodlc and spcclal atatlsttcsl reporte and ana\rsea.

t
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CHAPTM 1-?O

OBGANIZATIOI AXD FUI{CTIOI{S CF

IEE IECHNIC.AL OFFICE

PIJRP6E

There La hereby eetabHghed a Technlcal Qfflco urder tbe auporvialon ot
a Director rho shall be responeible to the Adrnlnlstretor'

GEI{ERAL RESPO}IS IBILIT IES

trorktng torard reductlon of bousing coata and tcrard ttp other obJectlvea
stated in sec. I-2$-3, the technical offlce shall bo reaponaible for
fornulattng ana propoilng technlcal pollclee, progranrr aad methods for
ttro Agency] for Lrgar*riag and dlr.ectJ,ng regearch on houoing dealgn, pno-

ductiin, L6nstruction, dlstribution, operation, nalntonsoce, .codea ard
aiandards, and costs ard fo" provldlng advisory gervice ard infomation
to producers, manufacturora, builders, and ttn general ryubllc' The

Offico shall-furnish advice and aaslatance to the constituent unlte of
the Agency 8!d 6ball inltlate, develop, and carly out comnon research
prrgrir" ind atrall develop cqraon pollcios and standarde in cooperetion
iiti tt" constituonts, other public agoncies, alll ttF industry. It, eha]-l
asslst the Adoialatraf,or tn evslustlng propoaed aad pcndlng leglalation
affectlng technlcal resoarch ln housing and releted fleldg ard shall co-
ordlnate the relatlonships betreen the toehni.cal actlvlties of the Agency

and those of ctbr prrblic and prlvato agencles.

I}IIERXAL ORCAI{IZAT IOI{

The Technical Dlrector ghall deternlne the lnternal organlzatlon of the
Qfftce n€cBsserlr to carry out lts responslbili.tles. Plane for further
subdivision shalt be eubnltted to tho Office of Adninistration for
approval and prrbllcatlon.

FI'NCTIOML AC?IVUTT:S

Ihe Technica,l 0fflce shall porlorn tie follorlng functlonc 1n aecordanco
rith ttE rork nethods establiehod in Sec. 1-20-5:

Provide tochnical advice and acsietanco to thE hnusebul,Iding lndustry
a.d related lndustries.

Aeelst 1n the devolopnert of Agency policles and technlques rlth r€EPoct
to deaign, prodlDtion, onstrwtlon, dlatrlbution, operltion and oaln-
t€nance of hanslng, includtng related facilitles, aaterla.Le, utiLitloe
arrt equlperit, 1n order to rcduce coato, protect health and safoty, and
lnprovo housd, ng standards.

)
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Bncorrage ard dlrect tie dcvelcpoent of ioproved tecbnicary eaglneer-rng, architectural, deslgn, and clte standardc rsLated to rosidential
congtructlon, ard dwlse nethods of detenalni[g cdtpl{ancc rlth
ltandsrds"

Arulgze coate, develop cogt crlterla, and prepare reconendatlons on
nethoda of reduclng conetrrrction costg.

In cooporatlon rith labor ryro induttry, investlgate arrl nake technlcal
analyser of exist5.ng buildlng regulationc to agcortain rbere nodifica-
tlone aro neodod for the protoetlon of houalng etandarda ard to idor
tlfy prcvialons *tich impose obstaclee to tlp adoption of ner natorlale,
ure of prefabrlcated or simpliflod eyatons of conatrlrtion, alrd urF
noceasarily ralge cetg or load to unecononlcal use of nateriale.

h cooperation rith technical sociotlos erxl nanufacturers develop po!-
for"narpe standards ard nethodg of doternlning coopliance d.ttr perforn-
ance etandards, lncludlng tosting procedurea, and dwelop addnletrative
tochniquee by rhlch regulationo lavolvlng perfcnance standards nay be
put irrto effect.

Cooporato rith th€ constltuente in tho developnont of testing and re-
rearch proJects, coordinato the teoting and rssesrch prograns of ttre
constltuonto, pnovldo coulon techoical aervices 1n order to securo
rSrlnnm beaefit to houslng developnent froa the f,unds and resssrch
facl}ltles avallablo"

at the requoat of atate and locar goverrunonta, furnlsh technlcar assist-
ance, ln order to aecuro the rldeat poaalble adoptlon of sloplifled
bufldhg oodca and congtructlon regulatlons.

llalnteln clogo and active llaieon rith such groupe as t,he Anerican
Standards Aasocletlon end wi.th othor profegsional aai techni.car socletios
on nattors relatlng to h<rrslng"

hepare technlcal publlcationg wlth tlp agslstence of tha Infemtion
Dlrector to dlaseeXnate and rwier teehnical progr€sa ln housing.

a
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CHAPIEE 1-80

ffiGANIZATION AND FUNCTIONS OF

THE OFFICE OF URtsAN DEVELOPiIENT

PURPOSE

?here is hereby established an Office of Urban Developnent under the supelL
vision of a Djrector who shal1 be responsible to therAdnj.nistrator.

GXNTER,AI, RESPOI{SIBII IT I]IS

lTorking toward the achieveuenL of lhe objectives stated in Sec. L-2U2,
the 0ffice of Urban Develo;xnent shall be responsible for inj-tiati.ng and
supervising studies of the relationships of housing to such factors as
land use planning and controls, urban land economics, pub11c utilities
and community facilities, municipal finance and taxation, and local gov-
ernroent organization; and shall coordinate the participation of consti-
tuent research urr.its in such studi"es. The Office shall asslst the Ad-
ninlstrator in evaluating pending and p!'oposed legislation affecting urban
planning and developrnent. It sha1l prepaxe and rel-ease regular and speclal
reports in the field cf urban development and redevelopment as a service
to the constituents, the housing industry, Iocal cornmlmiti.es and ttre public,
and as an aid to the Adnriaistralor in polj-cy forruulation. The Office sha]l
firnish technj"cal advj.ce ard assistance at the request of the constituents,
state and local goverrrrents, and private research forutdations.

I}ITERNAL ORGANIZATICN

The Director of Urban Development shall deLernr-ine the internal organiza-
tion of the Office necessary to carry out its responsibilities. Plans
for further subdivision of the Office sha11 be submitted to the 0ffi.ce of
Adninistration for approval and publication.

FUNCTIoNAL ACTTVITTq

The Office shall be responsible for the following functional activities,
following the work nethods esiablished in Sec" L-2O-4;

Conduct studies, current analyses and evaluatlons of urban condiLions
and trends, and of factors influencing community developnent, such as
local land poli"cies, Iand-use characteristics, decentralization, re-
developnent, local governmerit ad,trjlistration ard finance, and local
public servjce policies and practJ-ces, with particular reference to
their effects upon housing and upon Federal housing activities, and
with the objective of devising irnproved polleies, rnethods and practices
as they relate to housing.

Undertake special studies and develop and present recor'.urendations as
to Federal housi.ng policies and prograns j.n relation to:)

1. Now housing construction, as it, influences and is influenced by
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auctr factors as patterne of corurnrnlty development, requiremente
for publlc utllittes and other publlc services and facllitlea,
tnrban land pollcies and prevalling real estate practicos.

2, Consonatlon of established nelghborhoods, lncludLng study of
rooasureo for arresting deterioratlon ard preventing bllght.

3. S1rlo clearance and redevelopment, wlth emphaels on probleros of
. community planning, local- governrnent problerns relatlng thereto.

Study methods, ard develop technlcal starrdards and lmproved prectlces
ln cormection with conmunlty planniag ard developtrent, Iand uBe coIF
trols, and pub1lc services and facllities.

Develop, in collaboration with the Off,ide of tie General Counoel, nodel
legislation dealing with local gpverrutent functions of strateglc irt-
portanco to community developrnent, such as subdivj-slon regulation, the
dlsposition and use of tax delinquent land for housing Purposes, zoning,
conrurulity planning, financilg of publlc services and facillties, end
related matters as they affect housing.

Develop ard nrake recommendations as to ltrllA policy with'respect to Federal,
state, and local public vrorks and services necessary to support housing.

Prepare bulletins and reports and through conferences and crLhervrise assist
atate and loeal agencies in the j:rtroduction and adoption of polJ-cies,
prectices and procedures whictr ui1l aid housirlg developments, t

o
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Gpl{mAL REsPo}tsrBILrT {gs

Thc Intorotion Service shall provlde inforrnatlon to the press, the radlo,
the housiog industry, publlc lnteresl groups concornod rith housing, stete
and local goverrrroento, and the general pubi.ic on the actlvltles, pollcl'cs
ad prograne of the Natlonal Hou*J-ng i.gency end of its conatituent unitc.
It shall pr€pare, or she1l revies for confomance rith Agency policy and
rlth stantards of professional worknanship, ali pubti.catlonc, apeeches,
at&tenerts, nelrs releasos, radio ruateri&ls, peqphlots and leaflots lssued
by_the Office of the Adm:inistratc,r or the constitueote.

CHAPTER 1-90

CROANIZATION AI'ID FUNCAIOIIS 0F
TI{E INTCRUATION SEBV1CE

ffiIffi:I7
rtrPosE

lhore is heeby oatabliahod an Infonaat,tron Service under tbe aupervlalon
of a Diroctor nho ahall be rosponsible to th6 Adnrlnlatrator.

Iq'mryll ORGANrz4Irqu

Tho Infornatlon Sorvice shall eonslst of the {mmedlate Office of the
Director ard ttr6 foltrorvlng dJ.vieions, eech hoa,lsd by a dlroctor: FHLBA,
PHl, PPHA, Nowa, and PubLi,eatlone.

! gl,r$:' rl'uqs !.rqIq{OEq

Necooaary advice erd assietsnco and day-tc-day infor-matlon s€rrices sbal'l
bo auppried to the consLltrient unit.e t,hro'.r6h lndivldual lnfornatlon dlvi-
slons for tle FIILBA, FtlA, and FPHA. The directors of theee dlvlslona
sharr act ae lnfornatic'n advisers an'j shdi.l, supply coaprete lnfomattoa
gervices to the comlselorrere of shej-r respective uni.ta, calllng upon tlre
other dlvislone of the fnformatior. $ervice for the preparation of auch
raterlals and the provision of, suefl aervicen aa c&n be more officlent\r
provided on a uaifled basis.

Nq"r$ qJyrsTq

Tho llcre Dlvlsion shall have ttre foil.owlng prinelpal r.esponribilitiec:,

hovldo overall Lnfonaatj.oa for tire use of the regular and trade proar,
ard nalntaln alr necessary eontaet,s f,or thc Office of the Adniniatrat,oi
rlth the pr€as, nene magaainee, trade preblications, radlo arid other
nete and publi"c lnformstj.on agencles.

Develop speclfic progrAns of public lnforretj.on on Agency-nide houetng
prograns ard pollcleo.

,

o
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Advlae the Inforstlon Dlrector on publlc attltudes ard rlcbes rcgardiag
houdng progreu end pollcloa, ea theoe are reflected ln the pr-6!!.

Provldc ncra dlgeats and aumerlea tor tb uco of thc Ag@qf.

4F--w-7
PI'BLICATION DTVISION

lb. F\rbltcstlons Dlvislon sha:[l tsvc tbe follorlng prlnolpal rccponclbllLtLea:

hoduce lnforostlonal publlcatlons concerolng overall Federal hougl.g
ect lvlt lee.

heparo reterlals for and na{ntsip rolatlonshlpe on beha}f of the Offlce
of the Adnlnlatrator rltb nagaalnes ard poriodlcals not rogulrlag nws
corvLcing.

Asslat tre reeearch end technlcal dlvisiona of tb OEflce of the Adni'uia-
trator in the productlon of coprehenslve publicat,lona doallng litb the
tecbrlcal ond econootc aspecta of houelng by prwlding editorial assiet-
race ad advlce on lnfornatlonal technlques ard nedia.

Prepare opeecb loaterlals for trge by the [dninl5la6,toro end revie,r apoechea
proposed to be dollvered by repreeentatlves of the Office of the Adalnla-
trrator.

&rpply sssiatanse to advertlaors ln the propsration of mterlale relat{ng
to borelng problens end prograae.

Provide Lnforuatlon diroctly or through conctituent unlta for nstlonal
organlzations lnt,erocted ln housiag.

t
@ffi-?

NESCINDIIE CI"AUSE

GcEraI Gders 21-12 ard a-l? sro beroby eupereedod.
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CEASTEB 2-1

ES[33LISH],ENT
OT

NHA EAm300r

SCOI& Otr EANDSOOE

the NEA Bandbook r1I1 coata-ln etatemente of po11ey, publlc regulatlons,
aad orders regatitlDg the orga,:rlzatlon a]xti fiurctloas of the offlce
of the Adnlnlstrator. a.nd lnformatlon ou the orgaalzatloa and actlvlties
of the l€ercy geaerally. It w111 also contalu such lDstrtrctlons ard
procedures to govern adllnletratlve practlce ln the 0ffice of the
Adalnlstrator, a;1d such materlala as ere anprovetl by the Adnlnlstrator
to descrlbe Ageacy progfass or ednlnlstratlve procedures. Announcemente
snd lretnrctloas of tenporary app1leabl1tty on1y, bowever. w111 be

lssued as {etaff rnenoranda.x Ar\y ns.terlels of general a-411cablll.ty to
the conetltuent admlaistratlons sha1I be adapted by then for lssuance
through thelr respectlve lnstnretlon systems.

Certaln General Orclers Regu.latlons, a:rd Opbratlng Ingtructlons frorn
the fonser NEA operatlng :na.nua1 rr111 renaln Ln effect uI}til supersedetl
by ruaterlal to be lssued ln the NEA Eaadbook. They are listed ln
Soctlon 2-L-15.

ARnANGEUMN

|[be lle.rcitbook coaststs of several parte, each of whlch eovers a eubject
natter fie1d.

PAX! 1. mGANIZATION Al,iD IUNCTIoNS, covers orders and proceclur€s re-
fatfag to the organlzatlonal structure, and functlons ald lespoa61bl1ltl68
of tbe Offtce of the Adutnlstrator, a:rd lnformatlon as to the organl-
zatlona.l structure aad respouslbllltles of the Agency.

PAAT 2. e${mAt ADMINISIBATITE INSTRUCII0IiS, cover€ poIlcy etat€Bents
and. ad.nlntEtrattve procedures relatlng to geaeral operattons cooducted
tbroughout the eatlre Agency.

IABUL -,Il4e-lgllgtXG' covers &ctlvltles, and regulatlous and delegatlous
of the Offlce of the .Adulalstrator relatlng to natloral-ttefense ard.

uar hou8lng, lncludlng dispoeltlon.

@, covers actlvltles, and regulatlons ald.
tlelegatlooa of the Offlce of the Ad'mlnletrator relatlng to the tenpo-
rary reuse Drograln uaaer Title Y, Lanha^lo Aet; ald general lnforroatlon
autl delegatlons relatlng to permlts e.nd prlorltles under the Yeteraast
lmergency Houslng Prograr.

p4IlT q. IECHITICAI, cover6 activltles of the Office of tue Adnlolstrator
fa connectfoo wlth technlcal bousing research and standard'g.o
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PAAI 6. SrABISBICS) oovera actlvltlee of the offlce of tbe.Adnlalstrator
ta coanectloa wlth boustag statlstlce.

pfnf Z. gOUSttiO BSSIAXCH, coV6!8 actlvltles of the Off,lce of the
.Ailoiatstrator ln coaaecttou wlth ulbatr aloveloplent anl reaearch la
boualng flnance ard. econonlce.

PA8T 8. RACIAI RELIII0NS, covols acttv!.tlea relatlag to raelal re-
latlons poIlcy aad aervlce throughout the eatlre Agsacy.

PAn! 20. 0A ADMINISTRATM INSIBUCTIOUSt covers admlulstratlve pro-
cetluree whleh a1rpLy only to the operatlone of the Offlee of the Adnlnletrator.

ADDITICNS ASD CEANEES

Iastnactlons 1n the Eandtook wll1 not be nodlfletl or replaced by letters,
Denorald.a, notlces, or other corornrrnlcatlons. All addttloEs to or chalgee
ln the Eantlbook wl1I be oade by complete aetr sheets to replace super-
s€dea nater1a1. New antl changed text wl1l be trflaggedr to factlltate
roference.

EANDBOOX DISTBIsUTION

111 oployoee of the Offlce of the Adnlnlstrator ehal1 have, 0r have
.ccess to, the Eandbook; however, lntLlvldual coples ulL1 be aeslgaed
oDLy to those employees vho nake very frequent reference to thes 1n tbe
course of thelr aormal" dutles. Standard dlstrlbutlon llsts, based on
thc deternloatlon of the Offlce heade w111 be fol1ovedl however,
p.rtlquLar ltemg of general interest may be glven rldcr dlstrlbution
than 1s ca1led. for by the etandard I1st.

Dtrtrllutlon llsts for the constituent unlts w111 be d.evelopetl on the
barlg of tleelgnatlon by the conmlssl.oner or the anrproprlate adnlnlstrattve
offlcer.

t
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(Etank)

LIST Otr' PREVIOUS INSTRUCTIOI{S
REI{AINING IN EF'T'ECT

The fo11*ing issuances i.n the old NHA Operating L{anual remaln i.n
effect pending re-issrrance in the NHA Handbook:

G0 11-5
C,O 11-6
c0 11-6-1
c0 11-98
eo 1r-r2A
co'11-18
co 11-19
co 11-21
co 1r-23
or lL-3?
0r 1r-37r1
or Lt-3"t-2
OI IL-38
c,o 20-1
GO 2O-3
C,O nJt
0r 20-4
01 20-5

2r-3
?t-L9
2t-29A
2t-30
2l-3LA
2L-36
23-L
23_L_2
23-2
2)*2A
23-5A
23-5A-l+
?,-8 t
? .-lj- y(

23-l-7
23-tB
23-20
23-2t

25-2
25-7 f,,
26-1A
26-4 f,
26-e',yl
26-9 t
26-10
26-L2
26-t3
2?-9A
27-LO
)o-bB
30-98
30-15A
41-1 (
6C-12A
60-1lB
60-18
60-B

GO

GO

GO

GO

GO

CO

APS

APS
APS

GO

co
GO

OI
01
0I
OI
OI
OI

GO

OI
OI
OI
OI
OI
OI
OI
OI
OI
0r
GO

eo
CO

OI
Reg
Reg
Reg

OI

APS - Agency Po1icy Statement
G0 - Genoral Order
0I - 0peratirrg Instruction
Beg - NllA Regulation

,
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L cmPTER 2-51

DELEGATION OF AUTHORIIY
TO ISSUE OA

ADMINI STRATI VE INSTRUC TIONS

@T-5L-L-?
In accorrlance rith tbe provlsions of Secti-rrn 12 of Erecutiye Order 9OfO,
authority is hereby delegated to the Assi-stant Administrator for Ad-
ninistration to approve and issue litlA Handbook materials covering ad-
nlnistrative instructions for the Office of the Administrator (fart, 20).

4/t'/t+7
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CHAPTEB 3.I

DELEGATION OF AUTHORTIY
TO SIGN PROGRAM]'trNG DOCUMU{TS

ffi:-r:t-t7
Ir,r accordance w.ith the provisions of SecLion 12 of kecutive Order 9O7Or
the Fir.st Assistant Adrninistrator is hereby delegatod the poner to execute
war housing progranurdng documents relating to terrnination, disposition
and other actions (except transfers of jurisdiction from the National
Housing Agency to the War or Navy Departments pursuant to Section 4 of the
Lanham-Aci, as amended, and Sectlon 5 of Public Law l-37, 77th Congress)
affecting projects constructed or acqui-red under Titles I ard IV of
Public Gw- 849, ?6ih Congress, as arnended (Ianham Act), Public Laws 9, 73 I
and,3531 77th Congress (Temporary Shelter Acts), ard Publ:ic Laws 671 and
78L, 76Lh Congress, as amended.

RESCINDING CLAUSE

This chapter replaces General Order No. 2L-l-3Gt uhich was preriously
revoked.

4/t7 /t+?
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t CHAPTER 3-IO

NI{A REGULATION NO. 60.5G
BESERVATION OF PUBLIC WAR HOUSING

FOR DISTRESSED \TETERANS AND SER\IICEMEN

o

EXCLUSIVE RESERVATION OF PUBLIC WAR
HOUSING FOR DISTNESSTD VETERANS AIID
SERVICEMEN

i 703.1 Purpose, Sectrons ?03.I to
703.5, inclusive, revise NHA Regulation
60-5F.' Regulation 60-5F sets forth the
occupancy standards for public war
housing and llmits admission to vacan-
cies in such housing to distressed veter-
&ns and distressed families of veterans
and servicemen, with certain exceptions
vrblcb must have prior approVal by the
Central Oflce. It ls the purpose of
l! ?03.1 to ?03.5 Inclusive, to place re-
sponsibillty for approving such excep-
Uols ytth the &egional sxpedlters.

| 703.2 Eligibility lor ad.mission to oa-
cancies in Lanharl Aet q,nd other public
uar housing. (a) In all PL-849 (Lanharn
Act) except mutual owner.ship and pub-
Ilc conversion properties, in PI-9, ?8,
353 (Temporary Shelter Acts), and in
PI-?BI (Naval Appropriation Act, 1g4l)
proJects, eligibility for admission to va-
cancles shail be in accordance ruith the
provisions of this section until the ad-
mission of tenants is discontinued,

(b) In family dwelling projects deter-
mined to be of a temporary character
pursuant to section 313 of the Lanham
Act, demountable family drvelling proj-
ects which &re to be removed from thelr
present sites, temporai:y dormitories,
trallers, and stop-gap accommodations,
only distressed veterans and distressed
famllies of veterans and servicemen shall
be ellgibie for admission prior to the ter-
nlnation of such projects, except that
tJlre Segional Expediter may appiove for
lpeolflc proJects (under this p&r&graph),
the admlssion of persons and families ln
thb followlng categories and order of
preferences: Prooid,ed,, howeoer, That(exeept as steted in g ?09.2 (d) ) no such
person or famlly may be edmltted when
a. va-cancy occurs lf there is an eligtble
distressed veteran or dlstressed familyof
a veteran nor servicernen avaikible to
Occupy the vacant accommodations:

(1) Any military personnel (other
than in the above distressed families)
and civllian employees and their familles
o" 4gpapdints, without housing, of the
War and NaW Departments, th-e Coast
end Cteodetic Survey, and the United
Etates Publlc Health€ervice asslgned to
duty In-ttre localtty, and ciyillin em-
ployees of any private plants whlcb 8re
tpec,lncaUy determined by the Regtonat
EPedlter to be engaged in the comple-
tlou of war contracts;

(2 ) Other distressed persons and fam-
illes who are without housing as a result
of thc war or its orderly demobilization.
Upon termination of any project under
this paragraph, no persons or families
shall be admitted to vacancies in sueh
Prcject.(c) In all projects not determined to
be of a temporary character pursuant to
section 313 of thc Lanhapx Act, except de-
mountable projects which are to be re-
moved fron their present sites, distressed
veterans and distressed families of vet-
erans and servicemen are eligible for
admlssion to vacar:.cies prior to the dis-
posltlon of such projects, except as pro-
vlded below. If there ls nc cligible dis-
tressed veteran or distressed farnily of s
veteran or serviceman available to
occupy the veca.nt accommodations, tlle
following persons and families ere eU-
gible for cdmlssion in the following. or-
der of preferences:

(1) Any military pel'sonnel (other
than ln the above distressed families)
and civilian enrployees :::ltj their families
or dependents, witirout housinc, of the
Wer and Navy Departme&ts, the Coast
and Geodetic Sulvey, and the United
States PubUc Health Selvict: assigned to
duty in the locality, and civilian em-
ployees of any private planis whlch are
speciflcally determined by the Reglonal
Expedlter to be engaged ln the comple-
tlon of war contracts;

(2) Other ctistressed persons and fam-
ilies who are without housing as a result
ol the war or its orderly demobilization;

(3) Other persons and famllies ln need
of housing.

(d) In exceptional cases the Regional
Expediter may approve for speciflc prol-
ects under tbls section:

(1) The exclusive reservatlon ol
d.wellings for distressed military person-
nel or distressed clvilian employees of
the War or Navy Dep&rtment or of lxl-
','e,te plants which are speciflcally deter-
mined by the Reaional Expediter to be
engaged in the cornpletion of war con-
tracts; or

(2) The adrnission on a parity with
distressed veteraris and distressed fami-
lies of veterans anri serviceulen, oi dis-
tressed civilian einployees of the War and
Navy Departments, distressed uniformed
and civilian personnel of the Coast and
Geodetlc Survey and United States Publlc
Eeslth S;rvloe assigned to duty ln the
locallty, and dlqlressed clvlllan employees
of prlvate plants whlch are speclflcally

)
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determined L:/ ttre Regional Expediter to
be engaged in the completion of war
contracts.

(e) A person otherwise eiigible under
thls sectlun who applles for occupancy
for hlmself only, shall be eligible for onli
accommodetions appropriate for single
p€rsons.

$ 703.3 Elisibilitu lor admission to
wcancies in other public housing under
the iurisiltctton ol the Nationol Hous-
lng Administrator. Eiigibility for ad-
mlssion to vacancies ln Defense Homes
Corporatlon projects, public conversion
Propertles, the 8 Lanham Act mutual
ownershlp projects, Federally owned
PI-671 and non-war housing projects of
FFHA not leased to local housing author-
Itles, shall be deterqrined by the Federal
pq!11-c- Housing Authority subJect to ap-plc&ble Federal and local laws: prb-
old,ed., howeoer, That no family other
than a distressed family of a veteran
or Eerviceman shall be admitted when a
vacency occurs if there ls a qualified dis-
tressed family of a veteran or serviceman
avellable to occupy the v&cant accommo-
detlons,

- !'?03.{ Distresseil oeterans and lam-Ws ol se/Dicenen anil oeterans, (a\
Veterans and familles of servicemen and
veter&ns rre "distressed', within the
meaulng of $$ ?03.1 to ?03.8, inclusive,
and afiected by unusual hardships lf
6uch persons are without housing, by
reason of evlction, a low income or
otherwlse, and are unable to flnd ln the
area adequate housing witbln their fl-
nenclal reach, Ttris lneludes a family
ol r returntng veteran who ts unable to
lnd a dwelling ln the area within his fl-
uaDclal rearh in which he can reestab-
Itsh h'ts family. Distressed famlltes of
Serylcemen or veteraDs lnciude distressed
lamllies of deceased seryicenren or vet-
erans. As used ln $! 703.1 ro Zog.b, ln-
cluslve, a veterans means I person who
has served ln the mtlltary or neval forceg

ol the United States during World War
U Bnd who hs.s been dlscharged or re-
leased therefrom under conditions otber
than dlshonorahle.

(b) The flndlng made ln $ 701.12 (NHA
Regulatlon 6f1{, l0 F. Il,. 8685) ls hereby
contlnued and broedened to reach es fol-
Iows: "In accordance witb Tlue V (Aec.
tlon 501) of the La,nhem Act (Pubtic 849,
76th Conelress, ias amended) and sub-
Ject to subsequeDt determlnatlons, lt ts
hereby found that ln those localiHes
where dtstressed veterans or distressed
fomllleu ol servlcemen or veternns are
wlthout adequate houslng accommoda-
tlonc and &re unablo to Ond such ec-
commodstlonr wlthln'their inenclal
reach, and acute 6hortage of housin8
exlsts wlthin the meanlng of said sectton
601 Bnd that, because of war restrlcilons,
permanent houslng cannot be provlded in
srrfftclent quantities when needed, "

1703.5 Establbhnetut ol lab renlols.
Th' Federel Public Houslng Commrs-
sloner is hereby authorized and directed
to (a) Ox falr rentals for housing made
&vallable under ! ?03.2 to dlstressed vet.
erans and distressed families of servlce-
men and veterans, whlch rentals shall be
wlthin the flnancial reach of stich dis-
tressed persons, and (b) flx fair rentals
for houslng made evallable under ! 703.2to other persons whlch shall be based
upon the value of the housing as deter-
mlned.by the Commlssloner: prorsld,ed,
That ln excepilonal caoes alurtns the
present emergency, he may adJust rentals
!upJect to applicahle law anct iontraetuai
obligations.

Thls regulation shall he eltective im"
medl&tely.

Wnsox W. W:rrr,
Admtntstrator.

o

o
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cHAPlm, 3-20

lfAR HOUSING OPERArING ?ROCEDURES

BESPONSIBTT.Tff AND AIITHOBTTT

the Office of the Adulnistrator sha11 be respons,ible for planniag the
use of public war housing (Lanhan-constructed)!/ and for ieeing ihat,
it is te:minated jn accordance rith the poU-ciee and procednres estab-
Ii-sheci by the Adnirri.strator. In carrfing out this responsi.bilit5 the
Offlce of the Afoi*"*r"tor rill rely largely orr ttre recormendatj.ons
of the IPIIA based on operating consideratioas aad on disposition prograns
Lt has developed. the I?IIA shal] be responsibl6 for the detemination
of teryorary character of rar housing rith1:r the rneaning of Sectiou 313
of the Ianhm Act ln accordance rith standards establtshed by tbe
A.dmilistrator.

?IRIIINATIOI OF PERMANM,IT HOUSIIE

A11 permanent housing sha'!'l be terai:lated by the Office of the [dninis-
trator and nade availabl.e for disposition at as early a date as possible
consistent rith continuing essential deuobilizati-on needs of ttre A:ry
and Navy. No erceptions to te:mlnation sha'l't !s pe:mltted to contlnue
beyond June lO, 191+? untess requested ty the Secritary of ltar or lilavy
and approved by tne Office of ttre A&dnistrator.

Tenai.nation o f pernanent housing ril-I not be delayed in consideration
of present occr4rants or the need for housing distressed fanj_lies of
veteraas and sernicemen inasmuch as occrq)ancy riI1 be permitted pending
&isposition and appropriate provision ni3-[ be nade for the need,s of
veteraas and sernicenen nhen ttre housi-rg is disposed of.

TERMINAfiON OF DNMUNTABI,E HOUSITG

Demormtable family drvellings she]r !s ter:nilated in the same Earurer as
pe:manents except where there is a comcitment for removal of the d.e-
nountabl-es flon the site, in rtri.ch case they shatl be teminated i.n
accordance wittr polieies and pro'r"isions for te:mi-natiou of temporarJr
proJects; hcrrever, ln the i.nterests of ocpedttiag disposition of de-
uor:ntables nhich nust be removed, terrinaiion of-entire proJects sha11
be pernitted even though such proJeets have a substantlai ninuer of
occr4>ants.

/ Housing.constructed or acquired by tlg National Housing Agency
under Titles I and fV of pubLic Law 8[!, ?6th Congre""] oIU"r
than housing corverted by the llome Onners Loan Corpor.lioo;
Iylllg Laws p, ?3, and 353, 77l"}. congress; and Pubiic I.alr i81,
76ttr Congress.

5/7 /L?
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IERTIII{ArION O}' IEIUPORARI EOUSilW

Tqrorary proJects or parts thereof sharl be te:mi-nated rtren there are
fl$stantl-aI vacancies or anticipated vacancies beyond the i-mnediate
requiroents to s€rire distressed veterans and di-stressed fmllies of
aerricemen and reterans or other eligibles approved by the office of theadnluistrator, or nhere i-qrovement Ln the rolal housing supply nakes it
feasibLe to vacate a project or part thereof in order to eryeaite ais-
posrtion and rtrere such vacatioa rirl not cause seri-ous rrarasuip to
occrpaats.

IROCMI]RE FOB EEFECtING NEVISIONS

lbe EPEA Begio,"r offices shFTI be responsiible for lnitiating progran
revisioDs lavolv-tng changes ln project status. such rerrisieis shall
be sub&itted to the r?HA central- office, for transaittal to the officeof the ldmlaistrator for flnal acti.on eicept as noted in sec. 3-20-6.&ey sharlbe acccqlanled by a concise anilclear state.nent of tl'er:lsons for t&e proposed rerision, and. the tr?IIA ceatraL 0ffice nilL
add arry pertlnent coments it coniid.ers d.esiiable, together xrith itsrecomervlatlons before sutnltti4 the revision to the office of ure.lfuiaistnator.

kior to Jauueqr [r 
-19L2, 

the Regional Offices of the Ho,slng Erpeditertere a part of the office of the ldninistr6tor and had. a large delree ofresponslbility for arlrnjnlsterilg the war housing progra!. tie operationar$ {Lgn9s:.ljlon of public rrar housi.ng (raniran-constricted) is cltselyrelated !o tne e,nergeDcy progre non adainlstered by ttre Housing Dcp6-ailel ana_it-ls 1ryrorta1t tla! 61 etl raajor *tiorr"l *ri"t, in tlesp{nfe1 of the FPIIA Regional Director, niy affect the veteiansr Houslng
?og"q, the adv-ice and a ssietance of the Reglonal Erpedlters shal-L begecurcd. rn such cases the Beglonal Director silall Gaicate 1n preparinggtateoents of JustlficaU.ono for aajor progra revrsions tlrat the nlgio;Ifuediter has been ilforred ani eonsurtLa and xhether he ls in accord rlththc propoeed actlon.

_ee-neqfonal Expedr.tere rtlI glve the Fed.rar. prlblic Housi-ng AuthordtyEeglonal offlcee eccaoa to inf,oraatioo contained in thelr files retatirgto the f,ar Housing progra,u.

UII{OB PROGR,AM REMSIONS

In additlon to the authority dclegatod to the First Assistant Administrator
1l s:.r 3-l-r, tg facilftatt njnoi program rerrislons, the commissioncr ofthc ScdcraL Pubrlc Housing Authority aid each of the several regional di_rGctors of the Ecdcral. public Houslng Authorlty is hereby Jelegateo thcporer to_tctrinatc up to 20'nits or up to ! ptr cent of-thc number of units
:*ii:*yJ:I:1:p"d, T.a1v. one tcnporary r,ar housing proJecr, whichever
Tn?eI lt,s,arrcr, providcd that the Offlce of the laninis[rator sha]l inmc,dlatcly. aftcr approTl o" p:oylg?g with a copy of the forzaaf-program actionend of thc Jr,rsttfication subnittld therefor.
lllnor rctions lnvolving the reactivatlon of a project or arry part thereofahal1 be procossed in accordance rith Sec. 3_2iJ_5; - - '

5n/trT
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FI}DINOS ON ELIGI]TU,ITI

I?re Federal Pr.:.b1ic Housiirg Authority Regional Offices shal-l be responsi-
bl-e for initiating exceptions to occupa.acy policy as provided for in NHA

Regulation 6-5G, Chapter 3-10. In order to keep to a rcinimum the ex-
cq>tions and findings and to naintain a uniforrn national policy i.n the
appLication of such exceptions and findings, they shall be subnitted to
the Office of the Administrator for fina]. action in the sarne manner as
progrer revisions. (See Sec. 3-20-5.) ff." Office of the Administrator
ni1l assist in revierlng with ttre FPHA and t'he 'lTar and Navy Departnents
exqeptions 'whi-ch are presently in effect in order to elininate as many
as possible.

Any *ceptions on projects that have been detenr-ined to be non-temporary
granted prior to March 3J-, 191+7, are hereby automatically terrdnated on
June 30, 19b7, r:rrless such pennanent dwe1-lings are requested by the Secre-
tarT of 'tTar or SecretarXr of Navy as being per:nanently useful to the ',Tar

or Naqy Deparhnents pursuant to Section l+ of the lenham Act, as arnended

an exception is specifically reQuested by the Secretary of lliar or Navy
and 4proved by the Office of the Adrninistrator.

ffitffi7
ETANST'ffi$ OF JI}RISDICTION

Fomal requests from the Secretari-es of '!Tar and Naqy to the Adnrini-stra-
bor for transfer of Jurisdicti.on sha11 be aclsrcnrlefued and copies trans-
nttted to th€ FPHA where formal- tnansfer papers sha]'] be prepared for

the signatee of the Adrsinistrator.

Ilhere controversies arise in connection w'ith these rrequests, it sha]1 be
ttre reaponsibility of the FPIiA Begional Director to rnake every effort

to resclve the controversy nrith el] parties represented at the 1ocal
l-evel aad to ttre satisfaction of a]-L concerrred. State or Disirict
Directors of ttre Federal Housing Administration and Presidents of the
Federal Hme Loan Banks serrring the Ioca1lty sh:]l be notlfied of the
requests and. be inrited to participate. A compLete report sha.lI be for*
rarde.d to the FPHA Central Offlce by ttre Regional Director, lhls report,

together rith the reconrnendations of the FPHA Comlissioner, shaI1 be
subultted to the Adnirristrator wtro is responsibJ-e for finaL action.

DISPOSIEON PROGRAM

IEA Begulatlon 50-138 provides that where the disposition of puulic rar
housing involves problems that are acute or naterially affect other hous-
lng in the eoununity, the Office of t\re Adrniaistralor 5-n conJunctiion wrth
the tr?IIA w'111 be responsib3-e for the initiatioa of discussions rith
representatives designated by the eLected head of the l-ocar governrnent
hartng jr.rrisdict5.on over the area in utrich the housihg is Located. Ihe
I?IIA ri1l nor €issrrne fuJJ responsibility for the initiaiion of such d.j.s-
cuasi.ons. rn order to maintrin contlnuity of *tion and to integrate ttre
locality dlspositlon discussions rith tbe comnunlty progran of the Office
of the Eousing Dcpedlter, ttre Begional &pediter sha11 be informed of
these dlscusslons and sha1J. participate rhere he feels it is desirable
and in the best ilterests of the Veteransr Housing prograrn.

5/7 /tnt
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nEsclsslolts

It1s chapter rescinds and ::eplaces NEA General Ner AL-19, Operatitg
Instruction 7a-37 t IL-37-1, and Operating fnstnrctton lJ.-38.

5nb7
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CHAP'IER 20-20

lDii{Il,I ISTRAT fVE Ii0RtfiiEEK,
HOURS 0F 1'r'08K, and
ovEBTnrn PoLISI

PURFJSE

The purpose of ttris chapter is to establish the a.r'inistrative workweek,
hours of work, and overti.rne policy for the Offi.ce of the Adninistrator,
and to delegate auttrority to authori.ze overtl-ue duty.

THE IID]TIN]STRATIVE 
.!:,.ORiS..,IET,K

The administrative workweek for the Office of the Adninistrator shall be
forty (40) hours, conslsting of I hours a day, l.{onday through Friday.

OFTICIAL HCIJBS OF DUTY

The work day sha11 begin at B:45 A.id. and end at 5zL5 P.l{., and include
the lunch period.

OVERTI}IE POLTSY

Employees 3hal1, in addition to their basi.c compensation, be compensated
for aLL hours of enployrnent in excess of 40 hours in arty adnr-inistrative
workweek, uhen offici.ally ordered and approved, at established overtime
rates in accordance vrith the provlsions of the Federal Eoployees Pay Acts
of 1945 ard 1945 and Civil Servico regulations gwerning the adninistra-
tion of these acts, and General Accowrting Begulation No. 102.

In the case of lmegular or occasional authorized overtime duty in exs
cess of the establishod admirdstrative workweek, a p€r erlnun employee may
be pernitted to take compensatory ti.me off fron duty ln lieu of wertLore
compensation if he eo elects.

Offlclal- overtime nork shall be restricted to speci-al work projecta or
rrne4pected workloads and shall in no event cover work of less than one
hourts duration.

No overtime in excess of the established administratrve workrreek n111 be
compensated for unless such duty has been ordered by the responsible
offj"cer or divisjon director, pursuant to advance verbal authorizatlon frcrn
the arrbhorizing official in accordance rith Sec. 2O-21-I0.

ffiw
DELEGATIOI,I OF AUTHORIIY TO AUTHORIZE OYERTN.TE

Authori-ty to authorize overtime nork in excess of the ad,ni-nistrative
worlq,veek is hereby delegated to the Budget Uffj-cer of the 0ffrce oft
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bhe Adninisttstor.

EFFEffIIE DATE

Tho provislons of this chapter shall be effectlve at the close of buelness
Janury LJ-, L947,

)

t/tL/\7
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cHAPTm 20-21

AIAEI.IDANCE RTPORIING,
OVEltTIl[E AlJTHOBIZATlOlttrS, anc

SALANY PAYIENTS

PURrcSE

Ihls chapter eetablishes pay periods and pay dates for enployees and pro-
vldes standard procedures for reporting ti.ne an<l attendance and for
a.uthorlzing and approving overtirne, as required by the Federal Earployees
Pay Acts of I9l+5 and 1946r Civil Serrrice Regulations governing the ad-
rainistration of these &cts, and General Accounting Regulaiion i'lo. I02.

PAY PENIOS AI,ID PAY DATES

Salary pa5nnents shalL cover two adrninistrative workweeks. The bi-weekly
pay periods sha1l begin on alternate Sundays (coruaencing with Decmber 2),
1945) and end on the second Saturday following. Salary patr'ments sha11 be
oade on the second Friday following the end of the pay period, in accord-
ance with the thirteen-day pay lag established for the irlational Housing
Agency. The 26 pay periods and the corresponding pay dates for the
calendar year 194? are:

Pay Period Period Covered Pay Period
Number

Period overedt Nulber

1
2
3
11

5
6
7I
9

10
u
L2
L)

12/29
t/L2
r/26
z/s
2/23
'3/e
)/23
4/6
t /20
5/ tr
5/rc
6h
6h5

Pay
Dates

L/24
z/t
2/x
3n
3/t
L/t
t-hS
5/2
5h6
5/2e
6/t3
6/2?
7/L\

VLL
t/zs
2/8
2/zz
3/s
3/22
b/5
tu/t9
5/3
5/L7
s/tr
6/L4
6/25

BIantc

14
L5
16
t7
18

6/29
7/L)

tho
s/21+
efi
9/2r

rc/s
Lohg
LL/2
tth6
\/30
t2ht+

Pay
Dates

7 /25
s/s
B/22
e/5
9/Le

Lo/)
Lo/L7
to/zt
L:../Lt+
Lt/25
L2/L2
t2/26
r/9/t s

? /L2.t/26
s/g
8/,?3
,)/6
9/20

Lo/t'
toh,8
\/L
Lt/L5
LL/29
L2/L3
t2/2?

19
20
?),
22
23
2l+
25
26

TX'(E AhrJ ATT!:}DAIiCE ltilPoP'TS+
Besponsibllity for Reporting

Ihe head of each reporting rurit shall be responsible for supervising the
preparati.on and mai.ntenance of a standard bj.-weekJy ti:ne and aitendarrce
report coverlng all ernployees of the unit, tthich shall- reflect, in addi-
tion to reg,alar attendance arid leave transactions, all hours of author-
ized overtirne rprk for ,rtricli comuensation or ti.lre off is d.re.

to

)
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-*-ing ti.r,re and atte,dance reports and for certj.- ,
fylng to their correctness may be delegated b;. the heaC of the unit to
sone other employee of the unit. If the reoponsibillty for certifying
the report is delegated, hovrever, the head of the unit shall furnlsh the
PayroJ-l Unlt a memorandu,n over his slgnatur'e, nani.ng the eoployee to whom
the delegatlon has been rnade, and the ruemorandur shal1 be countersigned
by the employee as timekeeper.

Report Forms

Standard Forms IL35 and 1136 are used for reporting time and attendance of
regular employees. Standard Forn 1136 (long fcnn) is used by those uni-ts
havilg more tLran 12 employees. Standard Fbr.tr 1135 (short forrn) is for use
by those units having 12 enployees or less. The short forn rnay also be
used as a supplenent to Standard For.u. 1135.

Use of the Forns

The bi-weekly time and. attendance report shall be maintalned on-a daily
basis and shaIl conslituLe a complete record of all employee attendance
ani leave transactions for tJre pay period, including authorized overt,i.rne
performed (regardless of vrhether overtime pay or conpensatory tise off
ie requested), and compensatory leave taken.

finekeepers shalL secure e^raployeest iniiials <-rn the reports in support of
all leave cLarges nade to their accounts, except for absences of the
nature outllned belou when an application for leave shall be subnltted by
the employee as requi-red by Chapter 20-121 and a notation entered on the
report to lndicate that the application has been secured:

Absences for medical, dental or optical treatment or exarolnation to be
charged to sick 1eave.

Absences of more than Lhree consecutive workdays cn acuount of illness.

Absences of three consecutive workdays or less on account of illness,
1f the leave begins in one reportlng perlod and edends into ttre next,
or anJr absence (including energency annual leave) occ'rrri:rg at the
end of a pay period, if the employee ooes not return to duty in tine to
initial the time and attendance report prior to its submj-ssi.on to the
PayrolJ. Unit.

A conpleted sample tirae and attendance report is shown as Exitibit 2O-2L-L5
end detailed instructions for it,s use start at Sec. 2O-21-L5,

Srrbmission of Reports !o Pa:roll Unit

All reports muot be forrrarded to the Payroll Unit not later than noon of
the itronday following r.le close of lhe payroll period.

Appllcatlons for leave (Stao,larC Form 7I) and other docunents supporting
authorized absences, such as Selective Service notices for physical exanin-
ations, eha11 be retaineC by the r.eporting unit. Hovrever, 0lerkrs CertifL
cate of Attendance at Court shall be transrnitted to the Payroll Llnit with t
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the time and attendance reports as these docurnents are required to be

furnished to the Gcneral Accounting Cffice.

M7frffi y;-1 (Brank)

IJJITVERY OF CI{ECKS

Salary checks for :r1l- eni,rfoysss of a rei:orting unit uiil be Celivgred to
the reporting o.fficer', r,rirc, sha1l be responsible for distribution of the
checks to the etnployees.

ffi-frA44 (rrtrnr)

OV;iRTI"{E Al].lHOR

for C ensati-,:n

Chapter 20-20 provlles that enployees shall be conpensated for, aI1 hours
of ernployrnent in excess r:f 40 ho'.:rs in any a&ninistrative l'rorkvveek, wtren

offici.ally ordered ano approverJ, at established overtirie rates, except,
that for irregular or occasioneLl overti-me authori.zed in excess of the
established aCni-nj-strative ,'.;crkueell, zn eraployee llaii be pernrilted to take
conpensatory li;re off irorn .3uty in lieu of overti,,re ccrapensation, if he

so elecLs.

Chapter 20-20 also eslablishes the a,in1:ristratj-ve wt,rkl'teell arri delegates
to specific officiz,ls lhe responsibilit;' for authori-z:-ng overtirae in
excess of the estabLished adninistraiive l'l<;rlcveei<.

',lhen it 1s cleiernrined that rt is necessary for an em-oloyee <-ir groulr of
emplc;fees to p,erform overti:rLe work in excess of the established aCtrinis-
trative vorklreek, lhe head of the unit vdrich is respotrsible for the vrcrk
shall secure verbal aubhority lo order the wc;rk from the official r,rho

has been delegateci the responslbilily fc,r authorizing overtile. Trune-

diately foltouing lhe corapleiion of each period of overtine lrork,
Forrn I'IHA 25-L+8 (Ai:proval of 0verti:ne lJork) shal-l be prepared for the
signatrrre of tlie auth<,rizi.ng official .

In the evetrt an enployee is authorized to perforra overtj-nie w<.:rk in excess
of the established adnrinistralive ttcrlotreek and elects to take tirne off
in lieu of cornpensation, the election shall 'De nace at the ti.ne the nork
is perfcr;red so i,hat an accurate entry may be rnade on the tirne and

attendance repori.

icproval of 0vertir,.e l'iork

Forin ]rlliA 25*46 sha1l be used by eaclr reporting unit tr-r secure the author-
izing officialrs ai>proval of al1 overtirl1e in excess of the adminj.s'urative
vuonkweek performed in the unit during a single pay period.

The nanes of etrployecs who arc authorizerl. to perforia overti,';e (including
those borro*ed frc;m oLher rmits for the F)urpose) sha11 be lisled on the
form in the or,fer j.n Ilirich they eLre recluireC +-o v,ork, arre the total'
ni:rnber of hours ruorked by each enployee shall be recordeci on a daily
basis' 

5fi /L?
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off in lieu of compensalion for the overti.rae.

At the completion of the pay period, thc forrn shall be submj.tt.ed for cer-
tification and signature by the official or ciivision director rvho ordered
the overtime, the approval signature of the authorj.zing official obtained,
and then transmitted to the Payroll Unlt with the tirne and attendance
report of t,Lre unit which performed the work.

A cmpleted sample Foro IrIHA 25-48 is shown as Exhibit 2C=2L-20 ard de-
talLed instructions for lts use are given ln Sec. 20-2I-20.

ffi (Brant)

lNG TI}IE AND

tions are
on lxhibit 2O-2L-15)

Preparation of tlB Form

The time and attendance report forn shall be prepared imnredJ.ately prior to
the beginning of eaoh pay period, as follows:

( Instruc
entri-es

with the nulrrbered

(r)
(2)

,l ,,,
(4)

$)
(6)

(?)

Enter the letter designation for the agency ani sub*di.vision.
Enter the narue of the reporting unit.
Enter the fiqure rr2rr. (This figure represents the Treasurr* u"t'ttiu-
ment pa},::o1l identification number and will not change r"rith subsequent
reporting periods. )
Enier thC beginning and endlng hours of the established official
work day. (See Cirapter 20-2A.)
Enter the appllcable pay period nurnber. (See Sec. 2Q-2L*2 f.ot
schedule of pay periods tnd pay dates.)
Llst the narrres of all employees in the unit in a!.phabetical se.luence,
with the last narne first. tianies of titose eirploi'ees uho enter on
duty during ttre perlod shall be added at the end of ttre list and
constitute the only exception to the requlrenent ittat rplres be
listed alphabetically.
If an employee is entered on duty cr terurinated during the pay period,
enter a notation of the type of action and the effective date in
the nane blocl<.

Attendance and Leave Postings

Attendance and leave postings sha11 be made daily by standard code desig-
nation and shall be totaled at the end of each rnorlo,Ieek ard again at the
end of t}le pay period. (Nole the printed c<xle a.opearing in the upper
right*hanC corner of the form.) A11 entries shalI be made i-n ink except
temporary rtA:'uarr entries which may be changed fo]-lorlng an administrative
determination that the absence should be charged to annual or sick Ieave.

5 i7 /47 I
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Dail-y Postings

(8)

(e)

(to)

In the first of the triple blocks o,oposite the employeets na^roe,
indicate his status for the day. If he is present for the ful1
work day, enter a check rnark together r,rit,h the nunber of over-
time hours, if ary; if he is absent, enter the nunber of hours
of absence; or, if he works on Saturday, enter the nwnber of
frotu.s norked, as Saturday is an overtine day.
In the second of the triple blocks, enter the code descrlbing
the employeers statuL for the day (except if he ls present
throughout a regular ''',ork day and performs no overti.ne).
In the final blocl:, secure the ernployeers initials in support,
of ara' leave charge made to his account, except if an applica-
tj"on for leave (Standard Form 7I) is rerluired. In the latter
event enter the notation xSF 71,, in the block to indtcate that
the appllcation has been secured.

'iJeeldy ard Periodieal Postings

(11) Hours in Pay Status. In ttre first line cf blocks, oppositd ttre
y19n1 n336stt, enter the totaJ- nunber ot' hours each week (exclu-
si-ve of overtirne or holiday uork) that the employee was in a
pay status, and show the total for the pay period.

(rz)

If authorized overtj-r,re was p,erformed by the employee and he has
i-ndicated that he -n'isnes to be paid for the vrork, enter the code
nOIn in the second line of blocks, together wlttr the total
number of hows of overtime perforrned each week ard the total
for the pay period.

If authorized holiday work rvas performed by the emnloyee, enter
the code ilHlTn j,n the third line, tngetlier lii.tn the total nr:rnber
of hor.rrs perforned each week and tLe total for the pay period.

Cornpensatcrl' Tlne iJorked, If authorized overtir4e was perforned
by the enployee and he has indicated that he elects to take corn-
pensatory ti.ne off in lteu of orrertime compensation, enter,the
total number of ho,:ors of such coropensatory time worked during
the pa1. period.

(13) Tinies Absent. In ttre first line of blocks uader the approprjhte
sub-headi,ng, enter tte total nunber of holrs of each kfud of
leave taken by the employee during the pay perlcd. No mtries
shall be nade iq the reroalning U,nes.

(14) Totals
worked
by all
noL re

. lrnter the total nunber of hor.n's of eonpensator;r tilne
and ttre totEl nunber of hours of leave of each type taken
employees of the unit. rtHours il Pay Statusrr columns are

quird to be totaled.

)

(15) Remarks. Enter any explanatory rerurks r,rhich appear recessary
in special circrrmstances.

(15) Certificatlon. Secure ttre si.gnatrre of the head of the reportlng
unit or t},e tinekeeper who h.as been delegated the responsibility
for certifying time and attendarce reports for the unit.
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SAIIPLE POSTII,IGS

The entrles on Eldrlblt n-2J-L5 lllustrate correct post,lng of the follor-
lng time and attendance cas€ hlstorles:

4@s - Ol duty throughout each regular work day ia the pay period
1ffi6ay through Friday each week). Worked Nera learrs Dry whlcb le in-
dicated ln second block by code II{Wrr (holiday uork). Worxed 4 houre
overtime on first Saturday of period, which is lndicated in second
block by code rtOTrr (overti-ore)., [PEy Statuerr blocks lndicate enployee
is entitled to basic conpensati.on for tuo full ryorkneeka, 4 hours over-
t{me pay, aad I hours ho}lday pay.

BLake - Absent first Tuesday on arurual 1eave, obserrred Non Iearts Dgy
EElfray on Wednesday, absent second !'riday on sick ]-eava. Holiday le
lndlcated ln the first block by figure tr0'r and arurual and sick leave are
thdicated in socond line blocks by codes rrArr and rrStr, annrJal leave being
verified in the thlrd line block by enployeers lnitials. rrPay Statusx
blocks ildlcate employee ls entitLed to basic compenaation 1oi 2 fr''l'l
worlo,veeks. 'rTiraes Absenttt blocks reflect the total nurober of houre of
each type of leave taken. (lf employee does not retu:rn to duty in tllm
to initial elck leave entry prior to subm.ission of roport to PatrroII
Unit, secure e Standard Forru ?1 over hj-s signature to support tbe charge
ard enter tlc fotlcrrirg notation under fiIlemarksrr on the report for the
next pay period: Blake - s - lho/46 - Sf ?1.)

Doakes - .A,bsont on court leave Thursday and Fri.day, whlclr ie indicated
Ti-E?ond llng blocks by codo ngrr (other leave with pay). 0n duty each
remain:j.ng regular vrork day of period. rrPay Statrrarr bLocks indlcate er
ployee ls entltled to bao{c co&pensstion for tro full t{orkreeks. Appro-
Jriate rtTineg Absontrr block reflecte totaL hours of l-eeve taken.

Jorp s
ifie- - Absent idonday and Tuesday' wlthout pey and wcnks 2 houre over-

on Friday of first uesk. The l,eave tithout Pay i6 indicated by
code tfftr th the second line blocks. No code indication for the two
horrs orertfu€ ls entered in this case, as the tlne worked carurot be
compensated at overtime rates since the Federal Enployees Pay Act pro-
vides for such rates only for vtork pel'formed in excess of /+0 hours in
any one woricueek. trPay Statusrr blocks indicate that ernployee is on-
titled t,o basi.c corapensation for 26 hours (including the 2 ttours orer-
t!ne) for first r^reek and 40 hor:rs for second week, on a total of 66
hours for the pay period. Appropriate rTi,nes Absenttr block reflects
the total hows of leave without p6y taken.

Sanders - Or duty throughout each regular work day ard, in addition,
works 2 horrrs authorized overti.lre on l,londay, Tuesday, and Thursday of
first week. Houever, for the 2 hours overti:ne worked on Thrusday, the
employee elects to take coinpensatory ti.rne off in lieu of paynrent, the
election belng made at ttre time the work 1s perforned, as required by
regulations. The compensatory time uorked is indicated by code rr0Trr in
the second line block and the employeers initials are secuted irt the
third line block to indicate that compensatory ti.me off has been ro-
quested. rrPay Statusrt blocks indicate t}tat the employee is entitled
to basic compensatlon for 40 hours, plus 4 horrrs overbime for first
reek, ard baslc coopensation for /rO hours second week, cr a total qf
8O houra baslc ad l+ houra ovcrtlrne pay fo'r the poriod. u0otoPcnse-

a
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tory tlnc Workedn column reflects the total houro <.rf compeneatory
tl-me vrorked during the period for uhich time off is due.

Starr - Retrrrned to duty Tuesday of first week, following 2 days t

iEiince on ae,count of illness biginnhg in previous pay period. In
the eecond line block, ttre notation trSF 71n has been entered to in-
dlcate that a foroal application (Standara Forrn 71) for the sick
leeve has been secured fronr the employee, as required by the regula-
tlons. 0n thursday of second week, en'rployee lr,as absent J hours at
end of day on annual Leave, lncidated in first lirp tlock by a check
mark wlth elash (see illustrstion) and notation of nurnber of hours
absence, supported in second 1j-ne block by code t'4" (snnual). 'Pay
Statusrt blocks i-rdicate employee i.s entitled to basic compensation
fe tro fuI1 norlareeks and trTines Absentr blocks reflect the total,
sick and annual Leave taken during,ttre period.

Tree
EAF

- 0n duty ttrroughout each regular work day Monday through ia

s Thr.rraday of first week. Requested { hours leave on Thursday

)

to be charged to ccrnpensatory time worked in a previous reportilg
period, which is indicated in first, 11ne block by a check mark with
slash ard notation of number of hours leave requested, supported in
second ard. tirird lirre blocks by code rtCtr (compensatcry leave taken)
and enployeers initials. Requested sick leave for dental Lreatr:rent
on second Tuesday, indj.cated in first line block by a check inark
rlth slash and notation of nrunber of hours absence, end supported in
second and thjrd lfup blocks by code rrsrr and notation rrsF-7lrr to
indicate. that a fonnal appLlcation with dentistts certificate has
been secured frpn ttre enployee. rrPay Statusl blocks indicale ernployeo
is entitled to basic compensation for tlro fulf vrorkwee):s;rnd the
appropnlate rTimes Absentrr block reflects the cornpensatory leave taken.

Williarns - On duty thoughout each regular rq:rk day firot week. Re-
signed at close of business on Monday of second vreek. Teraj-natiorr
aciion is indicateci by notationrrtern. la/UZ c.o.b.ttin naine b1ock,
and line is dravrn through attendarice blocks for renraining days for
eecc,nd neek. rrPay Statustr blocks indicate that employee is entitled
to besic conrpensation for orp full uorkvreek and 1 d4y, or 46 hours
for the pay perlod.

Brown - llrt,ered on duty Tuesday of fi.st week and worked throughout
eail-regular workdey for balance of pdy period. Entrance on duty of
nor enployee ls lndlcated by notation '|E.O.D. L2/31/46u ln name
block, ard line is dravrn through attendance block for work day pre-
cedllg ernployeets sen lce period. [Pay Status'r b]-ocks indicate om-
pI-oyee is entitled to basic compensation for 32 hours first ueek and
lO h,:urs secord reek, or a total of 72 hours for the pay period.

ffi (arank)

ffi-M7
DETAIIED I{STBUSIIONS FOR APPBOVING OVERTII{E }OBK CN FOli{ I,IHA 25-48

'on Exbiblt 2f,-21-20.)

(f) fnter the name of tt-re reporting unit required to oerform the
overtime rrcrk,
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(e) Snter tloe nunrber of the pay perlod dwing r*rich the overtirne work

is required.
(3) tlst the name of each eroployee who ls required to perforn overtLne

1n the order in vrhlch he works.
(4) If ernployees are bomowed from other r&its to perforrn overtirne work

list thelr nalrcs separately under the caption rtEorrowed Eqplol'eeerr,
in the order in v*rich they work.

(5) qposite the names of borroned eropJ-oyees, enter the na,mea of ttre
reporting urits fro:p vrhicli they are bororeed ln order that the over-
tine rvork reflected on this form raay be cornpared in the PayroIL Unlt,
with that repcrrted on the time and attendance report, of the lendlng
unit.

(5) Anter, on a daily basis, the nurnber of hours of authorlzed overtlme
worked by eactr anployee listed, regardless of whether he elects to
be paid for the overti.roe or to take tine off jl lieu of compensation.

(7) nnter total hours of overtime vrorked. by each ernployee durlng entire
paY period.

(B) Enter total hours of overti.rr:e perforrned in the rxrit each day and
during the entire pay pe:'iod.

(9) fnter a concise e:rpJ-anation of tlre need for the overtj-rne uork per-
formed dw.ing tle pay period. Ihe explsna+.lon should refer to tho
spec5fic project or r^iori-,load rather than !o the general requirements
of the prcgam.

(10) Secwe signatrre and title of tbe official or division director
who ordered the overtime work.

(l-l) Secure approval signature of the official (guaeet Officer) to whom
authority has been delegated to authorize overti-:le in excess of the
administrat ive wcn kr,leek.

I
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CHAFTEB 20.?2

PERICDIC PAY INCREASES

PIMFOSE

It is the purpose of this chapter to set forth basic regulatlons pertaia-
ing to periodic pay j-ncreases as authorized by the Federal Ernployees Pag

Acts of L9l+5 errd L9l+6.

EL IGIBIL IfT REQU IRLUEI'$S

To be eligible for a periodic pay increase an eoployee must satisfy each
of the follouing conditions:

The eiroployee;lust occupy a perrlanent positj.on subject to the Classifi-
cation Act of 1923, as anended. ThIs includes Secr,ion II, Begulation I
indefinite appointmenLs, but not ternporary appoj-ntloents limited to one
year or less, or eruployees hlred by contract for personal services.

The enployeets compensation must be on a per annurn basi.s. This'in-
cludes I{AX employeee nhose pay rates nay be Journalized on an hourly
or daily basis.

The ernployeers rale of ccrnpensation must be below the maxi-ora'u rate
established for his c1ass.

An employee in grades P-3, SP-8, CAf'-10, CPC-10 or below inust have coflr-
pleted 12 months of service. An enployee J-n grades P-4, CAf'-ll or abone
must have conpleted 13 months of service. For part-time employees, the
coropletion of 230 days of actual work r.rill satisfy the 12 oonth require-
ment ard 360 days of actual trork the 18 nonth requireraent.

During the period indicated, the employee cannot have received arly equi-
va.lent increase in coopensation for any cause, cther tharr a renard for
superior accornplishnent. rlEquivalent increase in compensationrt neans
anJr increase or increases equal to or jrt excess of the nert salary step
ln the lovrest grade in vrlr-lch the eiriployee has served his vraiting period.

The ernployee nust have a currenL efficiency rating pf ttgeedtt or better.
This rating must be in the position occupied at the ti'ae eligibility
was attained.

The employeers seruice and conduct nust be certified as satisfactory
by the appropriate officer designated by the Adminislral"or as certify-
ing officer.

MILITARY SERVICE CREDIT

Enployees returned to Cuty after t,he completion of satisfactory servi-ce
in the arrred forces or the merchant marine or on ]yar transfer 3r€ €tr-

t+l+l+7
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tltled to credit such servlce torard perlodic pay lncreases. These eor
ployeea ellgib1e for an automatLc lncrease innodiately upou return are not
subJect to the provlsions of the last tro paragraphs rrnder Sec. n42-2.

AilOUIT A}D DATE OF I}ICEEASE

A perlodlc pay increasc ls advancernent to ttp next higher conpensation rate
rltbln tbe enployoela grade. Tb effectlve date of a periodic p"y increase
oball be ttrc firet day of the nexb pay period foJ-ledng ttp attainnent of
cllglbfllty. Periodic pay increases shall be Journalized, and the eo-
ployeoto notification xiIL be receipt of the (eoployeers copyrt of the per-
sonn61 fanfold.

/ffi-2u'72

If, employees meet all other requirenents for a periodic pay increase the
Ilansactlons Unit of the Personnel Section wi'l l euboit the names of those
oployees to the appropriate certifying officer on lorm NHA 23-32 for
certlfication as to services ard conduct. the authorized certifying
officer wiIL then complete the requlred certificalion, indicatlng any em-
ployee rhose sefvices ard conduct have not been satisfactory during the
qu L:tfyfutg perlod of service. The original and one copy of the conpleted
1Lct shall be fornarded to the lbaneactions Unit within I days, and one
oopy retaioed for the filea cf the reporting offlce.

4/4/b7
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ffiEfr7
DELEGATION 0F AUTHORITI T0 CERTIFY SEfiVICES AI'ID

CONDUCT OF IMPIOTEE.S FOR PERTODIC PAY INCREASBS

Aqy Assistant Adnlnistrator, Asslstant to the Arlnrnlgf,r.s;or, or Offlcc
Director ls hereby delegated the authority to certify that the seryice
and conduet of an employee qualifylng for a periodic pay increase are
satlsfactory, in accordance wlth subsection (b) of section (?) of tUc
CLasslflcatlon Act ot L923, as amended by section 402 ot the Federal
&rploycea Pay Act ot Lg45 (' U.S.C.I. 65? (b)(3)).

5/6/t*7
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CHATTER 20-65

REFORIING ON-THT-JOB II{JURIES
Al'lD CLAIUING C0MPEI,ISATIoN

PU&POSE

ThIa chapter ls dcelgned to faruil"lsrlze enployeec rlth thi procodure to
be folLowed ln the case of tnJury whlle on tire Job.

FROCEDUNE IN CA.SE OF INJURI

An enployee lnJured dr.rring working horrs should report fuomediateJ.y to the
nearest emergoncy roon; lf rurable to report, a nurse ehould be cal_Ied.

Emergency rooms -
Tenpo E, Rooro H-159 - telephone e>*ension 6?2? (ne ZIOO)
Social 6ecrrrity Bui.lding, Room L165-A - sxtenslon 49OO (Re 75OO)
Longfellor Buildlng, i,oorn /o1 - telephone extension 2269 (&c 4150
t'HA Building, Rooo 318 - telephone exbension 650 (E:( 4160)

The nurse nlll adrui.nleter flrst, aid, make snJr nec€ssary arangernenta for
exa,nlnation and treatrnent at Pub1ic Hea1th Serv!-ce, and furnlsh to the
lnJured enployee forus v*rlsh lnugt bo conpleted to coroply with the re-
quirernents of the Bureau of Enployeest Coapensation of the Federal
Securi.ty Agency.

After the eaployee hae fi[ed in his port,ion of the necessary forms, the
nurse will complete the forms and refer thers to the Personnel Section
of the Office of the Adminlstrator.

The Personnel Secticn will be responsj.ble for ihecking the accuracy and
coropleteness of the forms, transroitting then to ttre Bureau ef Fmfloyeeal
Compensation, and conducting all negotiations where claims are ilvolved.

GEi{m,AI

EnpJ-oyees are entitled to medical treatment or compensation urrler the
Eoployeest Compensati,on Act only for iuJuri-es sustained xhile in the
performance of duty, or for occupational- diseases (those shovring direct
causal relatlonshlp to the nature and conditlone of ttre einployeets uork).

Arly emplo;'se inJured in the perforoance of duty should consult nith the
nurse or the Personnel Section for advice and guidance ccncerning his
cIair. A copy of ttre Bureau of, Enployeest Compensation booklet of regu-
lations ys'il'l !e made available for inspection upon request.

RESCINDING CLAUSE

Ttrts chapter supersedes I,IHA BeguJ.ation No. 23-8? 4l+/n
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CEAPIE 2O.IIO

tr.FICIE}ICT RATII.IG SYSIEM

PURPOSE

this ch4ter sets forth the standards and. requirenents of the Efficiency
Rating Syster,o, and prorides proceor:res for adminlstt'ation of the systen
rithin the Office of the Adninistrator.

GENM.A], PROWSIONS

In accordance with protrisions of Acts of Congress, Executi-ve O3ders, and
Ciril Serrice Rules and Regulations, al.l persons serrring in the Office
of the Administrator, rith the exception of IY.O.C. grd contract erp
ployees, s'ih be given efficiency ratings.

Ia efficiency rating is a periodi-c eval-uation of al emp1o1'eg,s perforrn-
ance of tris assigned duties and responsibilities. ffie requirernents of a
position and not conpari-sons of t-ndividual employees constitute the
standard of perfomance or the basis upon trhich supenrisory offici-als
rate the efficiency of each employee r:nder their jurisdicti on.

/sffi:'ffiIr,E7
TTPES OF RATiNGS

there. are three types of official ratings required by the C1vil Serrrice
Counlssion - regul-ar ratings, probational rati:rgs, and special cfficial
ratLngs. 0ther ratings which rnay be requested are for Agenc;, adninis-
trati.ve purposes onIy.

The reguJ.ar rating is the evaluation of servrce as of liarch l1 of
each year, based on the enployeets perfonnance d1trixg the preceding
12 nonths.

Probational ratings are made to assist in detennining whether em-
ployees who are eligi-b1e for status should be retailed in the seryice.

Special- rati.ngs are nade 'nhen there i:s no appropriate current official
rating and one is needed for an official action.

USE OF OFI'ICIAL M'FICTET{CY RAfiNGS

)

rxigibility for periodic pay increases provided for by 1aw is dependent
upon adequate officiaJ- efficiency ratings, and certification by the
eupervisor at the end of the periodlc pronotion period that the serv.ices
and conduct of the enployee are othernrise satisfictory.

Efficiency rati-ngs of rGoodrt or better pernnit periodlc pay increases,
by successive steps, to the highest rate of co4:ensation rrithi-n agrade' 
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Pay decreases, demotions, and separations resuJ-ting frcm r:nsatlsfactory
efficlency retings are governed by the follolv'ing:

An €trtFloyee whose efflclency rating is nFai.rn shall be reduced one
salay step if his rate.of compensation is above the niddle rate. If
tlre rate of compensati-on is equal to or below such raiddJ.e saLary rate,
it shall not be subject to reduction.

An employee whose efficiency rating is trUnsatisfactoryn shal1- not be
perraitted to renain in his position, He sha1l be assigned to a posi-
tdon more nearly cornmeasr:rate nrith his ability, either (l_) i:r ttregae l:i:re of work, jn a loryer classification grade at a salar;r not in
eEcess of the nlddle rate for such grade; or (2) in some other line
of rork f or which he is qualifi.ed, in rrtr:ich case he sha1I be con-
eldered as having received a new appointoent to the extent that his
rate of corpensation shall_ be at the rdninraa rate for such grade, ard
he sha1l begin a ner probati-ona1 period. If no suitable vacaacy is
avaiLable he shal1 be separated fron the serrice for i_nefficiency. A
probati-ona1 employee assigned to a position of.lower classification
grade sha1I begin a nerr probational period in the nerr posi-tion.

l{o enployee who has cornpleted }rts probational period sharr be demoted
to a lower grade position, reduced in sa1ar7, or dj_*n-issed from thegerrice on the basis of an. efficiency ratilg covering a period of
less thal 9O cal-endar days.

Offtctar efficiency ratings are an irportant factor in calculation of thenreteoti.on credits, which determine the order in rhich erryloyees are
affected by reductions in force.

W}MN OI'T'ICIAI RATT}IGS ARE REQUIRED

npgnlai ra!'ings are to be nade as of March 11 each year for all ernployees
F" o9 not serwing a trial period. and 'who have worked j-n ilre Rgency atljaet 9o calendar days in the grade of the position held on ttrai aaie.
ltte period of service to be considered in the preparation of regularratings i-s as follovs:

If an-enployee has -""rygd in the sarne posltion for a whoLe year, ser-
, 

vlce fron April 1 should be considered.

xf an e,np]-oyee has moved during the ratilg year from one position tomother of the sane grade, serfice in both positions stror:td be consid.ered.

rf an ernployee has noved during the rating year from one posiiion toanottrer of a different grade, sezrrice trc,n date of entranle into tbeposi-tion of the grade held on l,{arch 3I shoul-d be considered if thatperlod is 90 days or more. In cases where an euployee yras detailed to*},e position prior to actual effective date of torrrsfur, or where changein grade resulted frorn reclassification of the position'nilrro"t ir*volving any substantial change in dui;i-es, that portion of the curentratlng 1e1I &trrng which eryloyee ras ac[,'r,,af fy in the posfiion Uefa
on l[arch 31 ahould be considered.

t h/t'7 e
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If an eryloyee is not on active duty on March 31 due to leave w-ithout
pay or firrlough, se:r-ice to the last mrki-ng date should be con-
eldered. (Unofficial ratirg made at the ti:ne of erployeets entrance
on furlough or leave lrl-LL be narked ttBegulartr at ttris tfure.)

If it is not practJ-cable or feasible to consider the period of ser-
vice jldicated in the above paragraphs, service rendered rtriLe the
mployee ras under the superv-ision of the rating official may be
cousidered, provided the period is not less than 90 calendar days.

tro ratings are to be subnitted as of March 3L in the fo11srirg instances:

If employee has not ccnnpleted his probational perlod.

If enployee rrloved d.uring ttre rating year fron one position to another
of a &lfferent grade and has been in the ner position less than 90
days as of March 31.

Bobational- ratir€s are to be roade at th'e end of the tenth month of ser-
@o are serrring probational- peri-ods and slouLd cover
a.}'I a61ft done during this period, regardless of grade. However, if an
eryLoyeets serrrices are not satisfactory, the ratilg official nay subrrit
a special unofficial rating prior to the tenth month of the prcbational
perlod, accorpanied by his recormnendations as to the action to be taken
regarding the ewployee. GeneralLy such special unofficiaL ratings
should aot be sutmritted sooner than the end of the third raonth of the
probational period.

Special ratings nay be requested by the Persoru:el Section at any tlme
one is needed for an official action ard there is no apprq>riate current
offlclal ratlrg aval1ab1e. A special rating ll-jJ-l not be used to rerrise
a prior official rating, but nay be requested ryhen official- actions such
as reductions il force, separations, etc. are involved. A speci_al-
rating is official for af1 pur?oses even though it covers a period of
less ttan 90 days. Serwice rendered lyhile in the position held at the
tlme of the rating should be considered regardless of the length of time
gerved jl that position.

IIHEN A$fiNISM.ATTVE UNOFT'ICIAL

{

t

RATTI\trS ARE NXQUIRED

adnfuistrative unofficial ratings sha11 be subnitted to the personnel
Sectlon under the follon'ing ci:reunstances:

If an eoployee is transferred or prornoted, ui- th a change of sq>er-
rrisors, the for:lcr superrrisor rniJJ prepare and subuit a rating on
ttre erployee. (ftfs does not Aplf lternployees holding appoint-
a61f,s ]imif,ed to six months or less.)

If a superl-isor is.transferred, prornoted, or separated, breaklng the
supe::risor-employee re)_ationship, the superv-j_sor wj_l1 prepare and.
subnlt rmofficial ratings of arl euployees formerly unitei his super-
vision.

t*/t*/tfl
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lbnporary empl-oyees holding appointnents in erccees of six monthsr
duration rrrllL be gi.ven uaofficlal ratings at the end of the fiftt)
monttr of serrrice. &rpJ-oyees holding appointments of less thqr ejx
monttrs rriLl not be rated unl-ess the errp3-oye6a are involved i.n a re-
duction in force.

IFFICIENCY ITATING CO}NMITIM

lbe Personnel Director w'iIl- appoint an efficiency ratine connrittee, usualIy
three or five in nurnber, one menber of rvhich shal 1 be a member of the staff
of the Personnel Section. fnsofax as possible, appointnents will be
rotated so that at no tfune vri1-l there be a completely nem cormri.ttee.

ltre Efflciency Rating Corurittee is responsible for ttre fo3-!-owing:

To plaa artd generalJ.y superv'ise the rating program, to issue instruc-
tlons, hoLd traiqing rneetings vrittr rating and.reuierning officials, and
establish rudforrn stendards of perforrnance w:lthin tbe organ5.zatl_on.

To serrre as the centra] ard authoritative source of information on
questlons relating to the rating procedure.

To review reports of efficiency ratings and make certain ttrat reason-
ably rmiform standards of performance and rating have been fo11owed, or,
if not foI1owcd, have been adequately e4plained.

To hear requests by eqpl-oyees for reconsideration of ratings.

fl{E F-A.TTNG OFT'ICIAL

t- )

(b
the rating official is the person who is i:nmediately responsible for the
w91!-of the erployee (first person in authority who has superrrisory respon_sibilities), vlno either rtaily 6vspsBes, rerievrs and checlcs the worl< oftbat employee or vrho is best acquainted lrith his daily perfornance dru-ingthe period of time for nhi-ch the rating is ma.d.e.

rn case_an employee is r_egu1arIy working un<ler rnore than one rating official,tle-lating officials shal-1 confer aad a:crive at an efficiency rating wtr_ich
shalJ- represent their joj-nt evaluation urder their joint sigiatr:res asrating officiaLs.

Adnlnistrative unofficial- ratings uhich may have been nade on eroployees
{uring the I'saf,' wi1l be referred to the rating officiaL by the personnel
section, for consideration in preparing the reguJ-ar efficieney ratings.
8re_generar responsibility of the rating offieiar is to nake the initiaLevaluation ?f !!"- employeers performance. fte success of the program de_pends upon irritial evaluatloni that are honeJt and unuiased, 

-rri. 
alike tothe Agency ard the employee. r?re rating officiaL is to foliovr the specificinstrrrcti-ons i.:: the Rating Offici-a1rs Cuide, Civil Se::t-i""lo,*i".ion

For:n, I.tro. 3823A,.
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IIIE REI':TITI-ING OIFICTAL

the review'ing official is the superv'isor highest 1n 1i.ne of authority
above the rating official who has persona-1 lnowIedge of ttre general per-
formance of the enployee beilg rated and of the starrdards of performence
of the unit in uhich the enployee is assigned as conpared rith standards
ln other units.

lhe general responsibility pf the reuievring official- is to rerrielr or to
revise ratings after eonferring vr-ith ra,ting officials and ary inter-
rnediate superrrisors. He should be thorougtfir farnilj-ar rith the inst:rrc-
tions in the Ratrng Officialrs Guide, as it is his responsibility to
make certain tirat proper and uniform starrclards have been applied by aIL
the rating offi-ciaIs uader hi-s jurisdiction. He sbould avail himsLlf of
a.Ll the advice a:rd guidarce he can obtain frorn his interrnediate super-
visors, and may lind it desirable to have ratings routed to hin.through
the lntermediate superrisors. Specific instructions and suggestions
applicable to revie'w-ing officials are as fol_] ows:

fn order that rating officials may have a more uniforu conception of
the rating standards and procedur.e, it is suggested that the review-
ing officials discuss these ma+,ters nrith them before the ra+,ings are
nade, to clarify any questions lrhich nay arise.

after receirring all conipleted forr:rs from the rating officials, the
reviev'ing official should exarnine the ratings by giade and cIiss.
!{arkiles made by rating officia,ls may be questi-oned for any reason,
includi-ng the follorring:

1. Disagreenent rrith the rating offi-cial as to the elements that arepertinent to the positions and to be ratetL, or as to elenents
that are especially important and to be r:nderlined.

2" Based upon a personal knoxledge of a particular empl-oyeers perform-
ance, di-sa8reement ','i-th the evaluation maci.e, either because of tlre
evali:,ation itself, or because consistent nerformance requirementsfor the type and level of nork lrere not applied

3- Disagreenent *ith the adjective rating assigned by the ratingofficial because the rating standard has noi been foIlou.ed vithout
satisfactorS' explanation for derriating therefrom, or because ttreplus and minus merks have not been correctl;r and-quaAitatively
eva.luated in deternr-ining whether the rninus lnarks liave been over-
conpensated by plus rnarks.

lllhenever there are disagreements, the differences should be d.iscussedrith the rati,g official srd "rith the interrnediate supervisors, a.nd.every possible effort made to arrive a.u a rating satiifactory io arr.rf an agreernent vr-ith the rating officiar- 
"*"oi"u"l"."r.uir-tn" ""-uiering official should record. his changes on the forra in red inkn'ithout crossing out or erasi-ng the narfs of the initia:_ raier.

Tlhen the rerriew of .th".rati-ngs i-s corrpleted., the rerrier"rir€ official_should enter the adjective rating in ite space provided fIr hlm, signthe report and enter his title ad dat" in the ipr""s after trre wonrs
b/t+ /l+7
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Itreviewed bytt, ard transnit the reports to the Personnel Section.

BoIXI 0F REUtEf

hrblic Law B8O of Nov@lber 26, ].9l$ (?6th congress) auttrorlzed the estab-
Lishnent of a Board or'Boards of Review in each depar'funent and independent
agency of ttre ledera!. Government, to pass upon efficiency ratlngs given
enployees di:ri,ng the preceding rating year on nrhich formal appeal.s for rer
view have been subrrltted.

Lierabers of the Board and their aLternates must be enpl-oyees of the execu-
tive branch of tl:e Federal Coverrment. Ihe Office of tlre A&ninistrator
Board of Beviflr is composed of three rnenbers, ldth one alternate for each
principa-L nember, to serve in his absence. Ore member and an alternate
are designated by the Adn-lnistrator; another member and an alternate are
electecl by the em'rloyees rrhose efficiency rati-ngs are under ttre Boardrs
juris&iction, at an election to be held betl'reen April 1 and July 1 of each
yea.r; and a chairman and an alternate designated by the Civil Senrice
Conmission. 1'6e terns of these rnembers e:rpire on'Jwre lO subsequent to
their appointment or electi-on, except that menbers ni-l1 continue to serve
unti1 their successors are apnointed or elected.

APFEAIS OI EF!'TCruI.TCY RAIT]TGS

Dnplol,gss lrho feel adjustments shoul-C be nade in their efficiencl. rati-ngs
are encouraged first to contact their rating and reiriewing officials for
a discussion of the ratings in question before subnitting appeals to the
Eoarci. of Review. (An eroployee may also discuss his rating rrith a nember
of the Ifficiency Rating Com:ittee. )

If after discussing the rating vrith the rating and revie.ring official_s
the enployee stil1 wishes to appcal his case, he is required to subni-t h_is
appeal in the fo:rn of a lrrj-tten statement, il duplicate, addressed to the
l,lational Housing Agency, Cffice of ttre Adrninistrator Board of Rerriew on
Efficienc;' Ratings, tl.S. Civil Servi.ce Com'r1ssi-on, rifashington, D. C.
-Fpneal.s nust l--e received by the Chairrn:r.n of the Eoard not later than 90
days after the er:ployee receives official noti_ce of the rating, udess
there i-s satisfactory ev-idence that circrmrstances beyond the eroployeers
control prevented filing of the appeal vithln the specified ti_rne, or the
necessa^rf inforna.tion was not available within the 90-day period.

The state-r,rent rrust include the enployeers name, nailing addrcss, classifi-
cation grade fur which ratec, da.te notified of efficiency rating, effici_ency
r1-ting appealecl frorn, efficiency rating er,pected, period covered by the
efficienc;' ratin6, organizati-on unit in rhich the rating r"ras assigned., and.
a full explanation cf the reasons rvh.r the employgs believes the r;tina
shoul-C be adjristed.

:].I.]lJlfJ IOPJII 61. REPORT OF EryICIE}ICY RATTNG

Sl,alclarcl lorr:r $1, i"eport o.f ifficiency R21tin3, rriIl he usecl t<
for-r'i:rce or enpr6;.ee!. he Ferso,nel section ,rir-I insert "" ;:"::j:".:;l- aicll,riiln5 thc itcricd covered bi- .,hc ratiug, na;ae of enryrlo;ree, serr;.ice and. \
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grade, pJ-ace of assignnent, and type of ra.ting, l:efore .Jistributi-ng the
forns 'Lo '+.he rating officials.

Ifter completlon of the forrcs by 'che ratj-ng and roviel'l-ing of.ilciaIs,
they are returned to 'bire Persomel Sec.l;ion.

iioTlir1ri;ar EI.ILCXIIIS 0i lLr.TIllGg

Upon approvaf of the offic.Lal- ratin3s b;- the lffici-enc1- ?ating Cournittee
and rrithin tl',ro roonths after tire close of il:e regr:l-ar rating perlod
(tidrty cia.ys in the ca.se of probational or specirJ r;.trn;s), each eip
ployec shal1 be notificC of iris final adjective rating on Standard
Porm 68.

NESPOI'{SIBILTTY OI OflIICE DIRj:CTOI]S

It will fe the resoonsi-bility of office ancl clirision hearLs to see 'tirat
administra'uive unofficial r.atin5s ar: s:biultted to the Personnel_ Sesl-;en
l,then reqr.regtecl. It r,iiIl be their oa"r. l-,icrl-ai respons jbil-it;, to sec ttrot
suoervisors 'rho arc leavir:g the Agency puepar.e, nrior to +,he.i r last
lrorking ciay, effi-cLency ra-tings fo:l all enl1o1'ees ,,*ro:r ihcJr su-tervi_se.

illhen transr,r-itting the conplel,ec regular ratings, the office ar-rd d.ivision
heads shouid iraye prepa.red a iist, i:l r1up1icn.te, sircr.ri_ng the name, tit1e,
grade, sa1a.ry, ancl efficiency rating of eacl-:. eir,tlo;;ec re,tcci, :.iiii-ch 1,ril1 

-

aceonpary'lrhe ratings. A co1ry of thi-s list r,;-i11 be retr:rned to the
origi-nating office after ratings irave becn revie'vred anc 4nrc'rcd'oy'"ireEfficiency F"ating Cot::rni-ttee, alrd an;' ad.just:nents mad.e in rati-ngs by the
Corqnittee uil1 be no';ed thereon.

RnsPOllsII(ItITIllS 0r PmS01,lt1Tj1, sltcTroll

rt shall be thc resoons.r-bil-ity of thc Fersonner section to obta:in aclmin-
istrative u:rof:ficiaL cfficiency ratinf,s as required. ltrotices u-il]. be
scr-rt bo office aitl division jleails "'rhcn tcn-mcnt]r proi:ational ratinss,
and five-nonth rati.ngs for terrporary emoloyees, are d.ue.

The Ferso.nel secLion ''ril-I eLso 1,-c responsjrrle for ret*rn',-ng to the
originating office a copy of Nhc sl,,'xrlary list of erployees ind ratings
rcceived vltir the corn'oleted ratlng fofirs, rritir arly changes noted thereon,alter the lfficienc;' P,3ti_ng Corrrit'bee has conpletLC its rcvie.,,r and
apploval of ratlngs.

@;EffiOT6/
V LI.IX 0F TIn ]irilcii]lCl !,ATI:]G SIS?l.i

Properly adrd-nis''cered perlodic evaJ-ui:tions of lnriiviclual perfomrance rrilj.
serse as an inporta.nt aclmi-nistraiive ;uide in increasing the efficiency
of enployeesr pe:'.fornances and ilmroving superv-i sory prictices. Inproier- assigrments lrl:icir becone apparen'b fron sucl'r pcr.t-oii.it Lvelua-tions .'riit Ln-

) :i]ff;:}:ii:llitiYi*:.lfuxiiffit.i*":::Hii"x,"-##ii'li'""""
t*/41-7
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CHAPTER 2O-2OL

CORRESPONDENCE CONTROL
PROCEDI'RS

PURPOSE

To proride an effective reference and control record on important inconing
correspondence, the Offiee of the Adrniaistrator rrill continue the use of
the correspondence control Forsr NHA 27-1. This chapter explains the
proper use of this form, by means of which it is possible to determine
quickly whether a particular letter has been received and its imnediate
location.

$
FfrI,;o--2-:o'2io-:.- -1

FORM NHA 27-I

AIL inconing letter nail is opened by the Mailroom unless marked rrPer-
sonal-rr or rrOonfidentialtr. Each cormuni-cation is tine sta.nped and routed
to the appropriate office for handling.

The more inportant conmunications, incJ-uding all nail fron Congressmen,
Congressional comrnittees, cabinet officers, other Federal agencies,
mayors, governors, and other public officials and organizations, are
recorded on the *ulti--carbon fo:m NHA 27-1.

Fonn NtlA 2f-1, consisting of at least I copies, is attached to the in-
coming conrnunication. The inforrntion on the foru showe from whom the
letter is recei{ed, date of the communicati"on, date received, name of
the person to whon referred from the Mailroom for handling, and a brief
sumlrtary of the content.

INTMOFFICE REFMRAIS

@
When a letter r'rhich has a forrn NI{A 27-1 attached is referred fr-om one
office to another, a notation should be rade in the nexb trReferredtl
space, of the name of the individual to wirom routed and below it the
date of referral. One copy of the form should be detached and sent to
the Mailroom that the record there w'i1l at all tines reflect the current
location of the item. The referring office may retain one copy of the
control form for record purposes. One copy of the control form rmst
renain attached to the incoming corununj-cation until it reaches Central
Files for pernanent filing.

NO REPLY REQU]RED

If a communication requires no answer, the rtNo Replyrr space at the
botton of the form NHA 27-1 should be checked, si-gned by the indj-rridual
Bking such determination, and the letter with form attached referred
to Central Files.

4/4/t+7
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Any incouring corrnunication which is referred to Central File
nent filing should have fj-Iing authority noted in the upper

s for perma-

corner, with the date ard name of the individual nho authorizes fili-

MWoT-Sa
CORRESPONDENCE RNTA]NED BY OPMATING UNITS

Occasionally it may be necessary for an office to retain an inconing
communicatLon, for instance, if the communication relates to a matter
which is under discussion and which should be irnmediately available
until it is finElly di.sposed of. In such instances a copy of for:m
NHA 27-1 shouLd be noted accordingly and forwarded to the Mailroon that
the control record roay be corrected.

PRETI}trNARY ACI(NOIiLEDG}I}NTS

In the event a letter cannot be fuI1y ansr+ered and a prelininary acknow-
ledgnent is sent out, to be followed later by a full repIy, the office
handling the correspondence will prefer to retain the file until the
letter is finally answered. In such cases a copy of fonn NllA 27-1 should
be noted rrincom-i.ng retained pending final replytr and attached to the
outgoing prelinlnary acknowledgmont, that the Mailroon may not: its
control record accorrilngly.

4/4/47

e.

a



I|ET IIf,I|DBOOT $ eo-eor-l

cHAPTm 2*203

PREPAR.ATION OF DOCUIIENIS FOB
APPROVAT OR SIGNAfi'RE

BY THE PRBSJDB{T

PURPOSE

This chapter sets forth the proper Eanner of preparing docunents for
approval or signaturt by the President, in accordance with the procedure
established by the llhite House.

RTAUIRM{BIIS OF TI{E I{I{IIE HOUSE

The 1,',h1te House advises tnattrit is the Presidentrs intention to retain
ln the Vrlhite House files the origirab of all cornmunications addressed to
hlrn by the several Departments and Agencios of the Goverrynent on mattere
roquiring his approval or aignaturetr.

lll such commrrnicatione orl-ginating rithin the office of the i.l,rrinistra-
tor must therefore be sulrnitted in duplrcate, that a copy may be returned
tor our files after action has been indj.cated thereon by the Fresj.dent.

DOCUIIEI'ITS DELTVM,ED PM.9ONATIJ

The Vlhlte House requosts that tlln ceses where papers aro brought ln pen-
ronally by Departmental heads ed ale cigned or approved by the Presldcnt,
the orlglnal shoul-d be left wlth the Execut'lve Clerkrr.

t+/t+ /t+7
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CHAPTEB 2f-?ol+

MAIL TO OTIIER COVERNMENT AGENCIES
LOCATED IN WASHINGTO]'I, D. C.

U.S. OFFICIAL T{AIL AND MESSENGEN SERVICE

The Unlted States Official- UaiJ- ard Mossenger Service provides for
meeaenger deliver'5r of official roail between Governrnent agencies located
ln Washiaglon, D.C., to facilitate operatlons and save Post Office
Depertnent bardllng. Local dellveries are accomplished roore quickly
through ttrls senrice than through regular nail channels.

Collections and deliveries of official rnessenger mail are made by the
United States Official ]i{aiI and Messenger Servlce at the Office of the
Adnirrj.strator mailroom, on lhe sarc echedule as regular Post 0ffice
mail collections.

PREPARATION A}O DISPATCH OT'ffi
?o take edvantage of the speedler service ard to save uureceseary
penalty rnail coste, all Offlce of the Adninistrator oaiL for other
Goverruasnt agencies located ln Yfashington shall be transmj-lted by
ttrle ressenger servlce.

Envelopes shovrlng the retrrrn address of the OJfice of the Adoi-niatrator,
ulthout ths penalty indicla, ahaLl be used for messenger dellvery mail.
Ihe ma:lllng address should be shoxn on the face of the envelope as
usual, and in addition, in the lorer left hand corner, the following:
RUN- STOP-.

The naiilroon wilL be responsible for segregati,ng nrail ad.dressed to otirer
government agencies in lfashington, and inserting the correct delivery
route wrd stop number.s.

0ffic- L messenger nail wiil be picked up by the Office of the A&dnistrr
tor messengers on their regular rounds.

RESCINDING CLAUSE

thie chapter sr.peraedee 0perating Ingtmctlon No. Z7-tO.
4/L/n
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CHAPTER 2O-2LO

REPONTI}G LOIIG DISTANCE CALLS

PI,IRPOSE

Thls chapter establishes the procedrrre for naintenance of reports ard
certj-flcation of necessity for long distance cal.ls, to facilitate
processi.ng and paynent of telephone biIls.

?

a

RECOND RMUIruD

Each offjce q. division shalI maintain a record of all paid outgoing and
collect inconrirg long ilistaree ca11s, to i:rclude the date of the caIL,
name of the perion naking an outgoing call c,r accepting a collect incoft-
ing cal1, person cal-Ied or caller on incocr-i-rig calls, place cal1ed or
origln of ca]l if incoruing, ti-rne consumed, and charges if avai-lab1e.

'l{hen placing an outgoi:rg call or accepti.ng an iriconing collect ca}I, the
operator should be requested to frrrnish tttiare arrd cirargesrr at f'he con-
cl-usion of the call. Operators wi.ll furnish tine in all cases, and
charges rrnless calls are placed ovef direc+. u.nes in vrhich case charges
are not available.

Becords should be rnaintained by periods to coinclde with the bilJ-ing
periods. CaIIs placed thrcnrgh the irationaJr Ilousing Agency $itchboard
(Executive 4150) are bilIed from the l6ttr through the 15th; those placed
thrcugh the Bepul,Iic ?500 board are billed froil lhe 6th through the 5th.
Offices located in the Social Security iluildingr ?e,iipo E, and 3C1 In-
dependerre Avenue should naintain lhejr records for the i;.+r"lad froi( ihe
6th through the 5th of each month.

REPCA,TING ]NSTRUCT IONS

At ttre end of the biAling period (tire 5ttr or the -r-5th), eacb office or
division v*111 cornplete forn i,lHA 25-15 (Rev. 4- \-47), have it signed by
the iread of ttp office or tkre di-visj-on s'abmilting t}re::eport, and tr"ans-
nit it to ttre Flnance Section. In the absence of the office or division
head., the certification should be signed by tfe person designaied to act
in his stead dwing his absence.

PER^SONAL LONG

DISTANCE CAI,IS

Office telephones should not be us,rd for personal long distance cal.l-s ex-
cept in case of energency" Public telephone booths should be used for
personal toII calls or, lf the employee has a residence phone, the oper-
ator should be inslructed tc ciarge the cal-l to the }tome t,elcphone.

where the placing of a paid call cr the acceptance of aII inconing collecl
;;;;;";r ";ii 

or"" 
"r, 

oifi"" telephone is unavoidabte, +-he emp1.o;.,'39 m,.rs1

i+A /47
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ascertaln fro the operator the exact ooet of the call, lncludtng tax.
Coruplete lnforsatLon about ttre sa'Il aust be furnished to the person
respone$le for malntenarpe of ttre )-ong dlstance record that it rcey be
properly noted on the offlce reporl.

A check or money order in paynent of ttrc ca:II, payable to t,The Troaeurer
of tir United Statesrt, rnust be suhnjtted to the person preparing the
report prlor to the reporting date as irrlicated above, that the reruittaace
naSr be tranemltted with the report to the Firrance Section.

EESCII'IDIIIG CLAUSE

This chapter supersedes Operating Instruction No. 25-14

4/t+/t 7
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t CHAPTER 2O.2l-].

USE OF IONG DISTANCE
TELEPHONE FACIIJTIES

PUNPOSE

rn the lnterests of econony, the use of long distance telephone ca11s
uust be restrlcted to important official business which cannot be Lrandred
satisfactorily by other means of cormnrnicatj.on. This chapter forunalizes
existing restrictions on the use of long distance facilities, ard the
guides to be observed by members of the staff in making long distance
calls.

OFflICIAIS AUTHORIZED TO MAKE

@
The folloring members of the staff are authorized to place outgoing paid
caIls or to accept incorLing collect ca11s: dssistant Adninistrators,
assistants to the Adninistrator, Office Directors, and Division Directors.
Other members of the staff who may fird it necessary to use,long distance
facilities must first obt.ain the approval_ of the appropriat,e office head
who has authority to use long distance facilities.

CERTIFICATION OF NECESSITY FOR CALIS

fhe head of the office or division is required to certify to the neces-
slty for all to1I calfs for his unit, on the Report of Long Distance
Ca11s, form NtlA 25-15 R.ev. l+-l+-l+7, which is subrdtted rnonthly (see
chapter 2o-2):o). such cerLification shalI serve as notice titaL any calrs
included on the report, which were nrade by employees other thait those
authorized to use long dj.stance facilities, were approved beforehard.

ugE 0r IoNG pISTANCE FACrL

To the greatest extent possible, mair and teregraphic facilities should
be utillzed in transacting official business in order to reduce conuuuni-
catlons costs. Where a call appears necessary, it is the resporrsibility
of.the official naking the call to assemble all pertinent data lhat the
call nay be completed quickty. Every effort should be nade to refrain
from engaging in lengthy discussions during long distance ca1}s..

Before placing any ca}1, Lhe staff member should establi.sh lo his or+n
satisfaction that the matter is sufficj.ently urgent to justify the call,
or cannot be handl-ed to best advantage by another means of communication.
In aII events the call nust be made as brief as possible.

t+/t7 /t+7
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CHAPTER 20-280

PRINTING AND DUPIJC.qTING
REQUISITIONING PROCEDUBE

M.6mrffi
PURPOSE

This chapter establishes a procedure for requisitioning a1l types of
printed and duplicated work.

REQU] SI TIONING INSTRUC TI ONS

A11 requests for prj.nted or duplicated work must be subnitted on
Form NILA, 26-9 "i,equisition for Printing and Duplicatingfr. This form
is to be completed in quintuplicate, of which tne last copy (salnon)
nay be retained by the requisitioning offiee for reference purposes.
(On rr"r" releases, summaries and ciiqest,s oi' Congressional and Executj,ve
action, and Personnel Bulletins, one requisition may be subrnitted on the
first of eaeh month to cover issuances for that month.)

In order that the duplicating shop to which a job is refered for repro-
duction will be in a position to complete the work satisfactorily and
w'ith a mini-mum of delay, il is imporLant that each item of instructi ons
on the form which is applicable to the particular job be properly filled
in. lncomplete requj-sitions will be returned for correction and wiIL
result in delays in having r,rork finished.

For n-imeograpL work, stencils are to be prepared by the requisitioning
office. For nrultilith work, finished copy should be subrnitted with the
requisition except on special types of work for whi ch copl' cannot satis-
factorily be prepared on a typewriter. (See Sec.20-l20 concerning
requisitions for new or revised forns. )

APPROVAL REQUIRED

A1I requisitions for duplicating and printing must be signed by the
office or dirision head, and are subject to review and approval by the
AdrLinistrati.ve Operations Division.

The original and three copies of lhe requisrtion, together with the
naterial to be reproduced, should be routed io the Administrative
Operations Dirision, which w:ilI obtain any other cLearanees whieh may
be necessary, and will make arangements for reproduction on approved
requisitions. Rejeeted requisitions will be returned to the originating
office with an explanation as to the basis for rejection, or a request
for addi.tional information.

TION FOR

For aII inforrnationatr materials lt is required that a justification of
need for and explanation of the use of the material, including proposed

tr/t*/t 7
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extent of distribution, be noted on the requisition. This should
appear either under item 19 or on the reverse under item 38.

Under a Bureau of the Budget interpretation, infornational nraterials
include virtually all materials duplicated with the exceptlon of forms,
blanks, letterheads and envelopes, directives, rules and regulatione,
lega)- interpretations, and the llke. Consequently the bulk of rnaterlale
duplicated for the Office of the Adrninistrator would be classified as
either public or internal informational materials.

FURNISHING COPIES OF DUPLICATdD WOBK

To comply nith Bureau of the Budget requirements concerning reporting
on inforrnational naterials and submission of copies thereof, it is
necessary that three copies of each job classed as informational be
furnished the Adrainistrative Operations Dirrision. It is suggested that
under item 2I, inslructions be included for delivery of three copies
direct from the duplicating shop.

RESCINDING CLAUSE

This chapler replaces Operating Instruction No. 26-34.
t+/4/47
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CHAPTER 2O-3ZO

CONTROL AND STANDARDIZATION
OF ADI{INISTRATIVE FORMS

FORM CONTROL AND STANDARDIZ.4,TION

The Office of the Adninistrator is installing a program to control and
standardize administrative fonns intended for use within the office of
the Adnrinistrator or by organizalional units thereof.

Forrns w'il-I be approved for reproduction and use only r+here need is
clearly eslablished. Offices iriitiating requests for new forrns and per-
sonnel responsi-bre for form contror wirr recognize that the greatest cost
factor of a forrn is in its handting. The cost of reproduction is negli-
gible in proportion.

M:roryM]
RE)UESTING }iTW FOEMS_OR 

FORT"I REWSIONS

Any operating unit should suggest a new form or the revision of an eri-st-
ing forn when it appars ttrat operati-ons may thereby be improved or per-
formed more econonically.

Requests for new forns or forra rerrisions shaIl be,subnitted on Foru
NHA 25-6, Revised, ItRequisiti-on for Printing and Duplicatingrt. The re-
quisition should be accompanied by a rough sketeh of the proposed form
and the reverse cf the requisition shoul_d be completed, explaining andjustifying the request.

Enrployees'responsible for actual use of forms are urged to subrdt reques.Ls
or recommendations for changes which would increase the value of the forms
for record purposes, simplify use, or facili,tate operati-ons.

RESPONSIBILITY OF THE
auncar. oncffi_sigrleN

Requisitions will be forwarded lo the Budget, organization and Finance
section of the Adrninislrative Operations Division, which shalr be respon-
sible for the form control and standardization program.

The Section will deterrnine the essenti-aliti' of the form after an analysis
of its effect on procedure, the benefits to be derived from its use, and
the possibility of securing or establishing desired information frorn
other sources or by other means. after determination that adoption of
the forrn is desirable, it shalr be the resnonsibility of the section to
supervise the design of the forrn so that it wilL. most adequatery serve the
intended purpose, obNain necessary clearances from the operating units
concerned, assi-gn the form number, and comprele arrangements for having
the forrn reproduced or printed. The Section will also approve aI1 re-

4/t+/t+7
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quests for re-runs of forzns, ehecking with operating units for possible
improvements before orderj-ng.

CENTEALIZED STOCK]NG AND DISTRIBUTION

The Budget, Organization and Finance Section w'il1 ascerLain initial dis-
tribution and stocking requirements for forms. The Office Serrrices
Section will handle distribution.

Forurs stocks wi11 be maintained by the Office Services Section in an
0A Stockroom, and requisitions for forms supplies wlII be fiIled and
recorded therein. Operating units ordering forms from stock should
limit quanlities to approxinetely 90 daysr supply or ninimum quantity
Iots.

The Budget, Organization and Finance Section, in conJunction with the
offices uslng specific fonns, will be responsible for establishing ndni.-
mum inventor;y Ieve1s so planned as to anticipate recurring requlrements
adequately.

Ll+/17
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0HAPTER 20-330

DISTRIBUTION CONTROI^S

PURPOSE

The purpose of this chapter is to establish responsibility for the controL
of distribution of infomational materials, such as technical bulletins,
operating reports, analytical studies, panphlets, periodicals, digests,
and the like, prepared by the Office of the Adnrinistrator, for "A.gency use
and/or public distribution.

MA--B@7
NESTBICTION ON USE OF I"IAILS

The Agency is prohibited by statute from transnttting through the mail
any book, report, periodical, bulletin, panphlet, 1ist, or other artj_cle
or doclxnent, unless a request therefor has been previously receivedl ex-
cept (a) official letter correspondence, including such enclosures as are
Ieasonably related to the subject matter thereof; (b) forms, blanks, and
copies of statutes, ru1es, regulations, instructions, and adrr-inistrative
orders and interpretations necessary in lhe adninistration of the Agency;
(c) such transrrission as may be required b)'Iaw; (0) any document trans-
mitted to inforrn the recipient thereof of the adoption, amendment, or
interpretation. of a stalute, ru1e, regulatj_on, or order to which he is
subject; or (e) the transrnission of any such items to educational insti-
tutions, public libraries, or to Federal, State, or other public author-
ities.

rt shaI1 be the responsibility of the organizationar unit which prepares
material for outside distribulion to observe ihe above statutory restric-
tions.

M-ffit
IN

!uBLLq_EqIRrBUIr0N

The rnfornation service shaI1 be primarily responsibre for deterrnining
the extent and type of dlstribution necessarjr and desirable for informa-
tlonal uuterials developed for general public distribution.

llailing lists for general publie distribution shall be conpiled by the
rnquiries and Reports section in collaboration with the unit which orig-
lnates the materidl, the Information Service, and any members of the
staff who are in a position to nake suggestions which wilr result in the
nost effective distribution of such issuances.

Changes in public distribution lists u:ilt be made only by the Inquiries
and Reports Section, in writing, to the distribution uni_t.

MATERIAIS FOR D]STRIBUTION

Reports, statistical data, analyses, and other data developed j-n eonnec-
t*/t- /trl
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tion wlth operatlons for the use of the staff of the Offlce of the Ad-
ninistrator ard other constituent units, shall- be distrlbuted under the
direction of the division which orlginates the matorial.

SPECIAL M,ATERIAIS

Materials wtrich are developed for the purpose of inviting an interchange
of ideas or technical j-nforrnation, from memberg of t he staff and fron
selected groups, organizations, and indiriduals having a professlonal
j-nterest in the subject, will be distributed under the direction of the
division wirich develops the naterial and is primarily interested in the
subjeet matter.

W
The Office of the Administrator Mailroom uray be called upon to handle
internal Agency distribution of any 0.{ re}eases, and sha1l be responsible
for making such distributions in accordance with lists furnished by the
responsible division. The divisions will notify the Mlilroorn in writing
when any changes in distributj-on Lists are required, and whenever neces-
sary, shall furnish corrected complete lists.

BOUTING OF INQUIRIES
FOR INFOTMATION OR DATA

The above procedure wiII not alter the present arrangement whereby in-
coning inquiries for infor:ration or data are routed by the Mail-roorn
directly to the organizational untt primarily concerned rrith the subJect
natler. General inquiries wtrich cannot be identified with a particular
organizational unit of the Office of the Adrninistrator, or which request
copies of publications, will be referred to the Inquiries and Reports
Section.

RESCINDING CLAUSE

This chapter replaces Operating Inslruction No. 27-11.
4/t+/47
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