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HHFA-OA _
Division of General Services Internal Operating Procedure

August 1964 Printing and Reproduction Branch

1. THE PRINTING AND REPRODUCTION BRANCH is responsible for fumishing
prompt, econorr;tcal, and effective printing, reproduction and addressograph
mailing services, and for the design, format, numbering and conformance of
operational forms for the Office of the Administrator, including the Urban
Renewal Administration and the Community Facilities Administration. The
Branch is responsible for initiation of procurement and supervision of out-
side services to augment its internal facilities; liaison for the Office of the
Administrator with constituents of the Housing and Home Finance Agency,
other Government agencies, and private firms; and HHFA liaison with the
Congressional Joint Committee on Printing. The Branch is headed by the
Printing Officer (Director of the Branch), who is responsible to the Director,
Division of General Services, for planning and coordinating the work of the
Branch, for providing integrated and effective printing and reproduction
services to implement housing programs and activities, and for supervising
the internal operations of the Branch. In the absence of the Printing Officer,
the Assistant Printing Officer shall act for him.

2. SERVICES PROVIDED

a. Consultation. Informal discussion with program personnel and request-
ing offices prior to submission of requisitions is encouraged. This is for
the purpose of benefiting Agency programs with professional advice regard-
ing printing and reproduction at an early stage so that economy of production
can be effected and personnel untrained in printing production will not
spend time developing ideas into products that would need redesign, re-
clearance, and reconsideration before they could be used. The Printing
Officer, on request, will conduct these informal discussions, estimate
approximate costs, and determine how much time and effort will be re-
quired to produce the finished product, time limitations, and when a requi-
sition should be prepared for formal clearance.

b. Publications. Publications not requiring illustration are handled by the
Printing and Reproduction Branch where type size, layout, selection of paper,
ink color, and other physical considerations are determined. A dummy is
prepared in sufficient detail to indicate to the printer the form and appearance
of the finished product.

c. Organization Charts. From rough data, sketches, and verbal instructions,
the mechanical composition of organization charts is done in the Branch and
the charts are sent to the requesting office for approval.

d. Printing and Duplicating. All types of printed and duplicated materials
are produced or provided by the Printing and Reproduction Branch. Methgg,
type and place of reproduction are determined by the Printing Officer. Th
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Branch also maintains a Thermo-Fax and a Xerox copying machine to provide
offices of the Office of the Administrator with quick service for a limited
number of copies. The Thermo~Fax machine is available on a self-service
basis; qualified employees of the Printing and Reproduction Branch will
provide copying service on the Xerox copying machine. Form H-20,
Requisition for Graphics and Reproduction Services, must be submitted in
duplicate if the total number of Xerox coples requested is more than five.
Requisitions requiring 15 or more copies must receive budget clearance
prior to being processed; such copies will be made by multilith reproduction
and not Xerox.

e. Forms Design and Control. Forms used by the Office of the Administrator
are designed and controlled as to format, numbering, and conformance in
the Printing and Reproduction Branch.

f. Distribution of publications of the Agency, the Manual series releases,
and other printed materials is effected by the Distribution Center, Property
Management Branch. Upon request, bulk distributions may be made direct
by the Federal Home Loan Bank Board, the Federai Prison Industries, Inc.,
or the Contract Printer.

'g. Machine Composition. Galleys of machine and type composition are

obtained outside the Branch as determined by the Printing Officer. The
Vari-Typer and IBM proportional spacing machines in the Printing and
Reproduction Branch are used for forms composition, for internal printed
materials, and for supplementing art work.

CONTROL AND PROCESSING OF SERVICE REQUESTS

a. Control Desk. Incoming requisitions and correspondence are received
and time stamped at the Control Desk.

b. Receipt of Requests

(1) Requests for services are received on Form H-20, Requisition for
Graphics and Reproduction Services, in an original and one copy.

(See Exhibit 1.) When Form H~-20 covers both graphics and repro-
duction and only one copy is received, the Printing and Reproduction
Branch will make such additional copies as are required for its purposes.

2 ®
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(2) Requisitions for Reprints of Nongovernmental Publications.

Form H-20 requisitions for the reprint of copyrighted material which
cannot be purchased will be brought to the attention of the Printing
Officer, who will make sure that permission to use the copyrighted
material is obtained from the copyright proprietor or that permission

to use noncopyrighted material is not needed. If permission is needed,
the requisitioning office will be asked to obtain it. Exhibit 2 shows a
form of letter which may be used. A signed letter of permission or a
statement on the requisition indicating that permission has been granted
will become a part of the background file in the Printing and Reproduction
Branch. '

c. Approvals. Requests for service must be approved by the Division of
Budget and Management unless blanket clearances have been arranged.
Requisitions received under blanket clearance may be acceptéed directly

but will be checked for conformance to terms of the original waiver of
clearance from the Division of Budget and Management. Requisitions for

a printed or duplicated publication prepared for use of distribution outside
the HHFA must be cleared in accordance with the provisions of Section 1-12,
Volume III, of the OA Manual Series. The Printing Officer or his delegated
Assistant have authority to approve requisitions for the Branch.

d. Assigning the Control Number. The original and one copy of Form H-20,
Requisition for Graphics and Reproduction Services, are time stamped at the
Control Desk, where, upon approval by the Printing Officer or his delegate,:
a control number is assigned. A new serles of control numbers starts at the
beginning of each fiscal year.

e. Control Register and Scheduling. The control number is posted on
Form H-16, Control Register, with notes from Form H-20, Requisition for
Graphics and Reproduction Services. (See Exhibit 3.) Postings on the
Control Register are kept up to date to reflect the progress of work. If the
job presents no problem of method, delivery date, outside contract per-
formance or procurement of materials, entrles about routing and production
can be made on Form H-16, Control Register, when the number is posted.
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On jobs handled within the Printing and Reproduction Branch, the original
Form H-20 is held in the pending file. The copy stays with the job and
upon completion of the finished product the reverse of the Form H-20 is
stamped and filled out:

~Run By

Collated By

Date

Time

Disposition
Mail date
Phone _time

The original and copy of Form H~20 with a copy of the printed material
are kept in the Printing and Reproduction Branch files.

'On jobs processed at plants outside the Printing and Reproduction Branch,
the original of the Form H-20, Requisition for Graphics and Reproduction
Services, is held in the pending file until the job is completed.

All jobs to be processed outside the OA Plant are coded for accounting
purposes.

The originals of the Forms H-20 for jobs processed inside and outside
the Branch are filed by control number.

f. Withdrawals. When a requisition is withdrawn or a job removed
from production, the control number is not used again and the line entry
on Form H-16 shows the action taken. If a withdrawn requisition is
resubmitted, a new control number is assigned.

g. lamination of Identification Cards. The Printing and Reproduction Branch
arranges for lamination of "regular" ID cards and Civilian Defense Cards.

‘Details about requisitioning, preparing, and controlling the issuance of
identification cards may be found in the Internal Operating Procedure for the
Property and Supply Section. ' .
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h. Press Releases. Press release requisitions are accepted directly

from the Division of Information under blanket clearance obtained from

the Division of Budget and Management. Press releases require speed

and precision in production and careful timing for release to the Congress
and to the public. The addressograph facilities of the Federal Home Loan
Bank Board Printing Plant and the Printing and Reproduction Branch are

used for press releases. A parilal distribution of such releases is made

by the FHLBB. The distribution to the Congress, Press Associations, and

to the Agency is effected through the facilities of the Mall and Files Section,
Records Management Branch.

i. Forms
(1) Design and Preparation. Requests for the design of new forms or
revisions of existing forms are received on Form H~20, Requisition
for Graphics and Reproduction Services, approved by the Division of
Budget and Management. After determination of method of reproduction,
the requisition is forwarded to the Forms Technician who plans and
develops a rough draft and submits the draft to the requesting office for
consideration. The Forms Technician prepares the final form and clears
it through the requesting office for final approval.

(2) Upon final approval, the Forms Technician completes Form H-15,
Form Control Card, and establishes a jacket for filing current and

future variations of the form and information about its use and
revisions. (See Exhibit 4.) The jacket contains an approved reproduced
copy of the or¥ginal form and revisions as well as five sample copies

of the initial reproduction and each revision. Form H-15 shall contain
a record-of reprints and revisions in addition to the initial entry.

(3) The Forms Technician makes a semi-annual survey of those forms
not stocked at the Distribution Center, by sending Form H-93,
Semi-Annual Form Survey, to the various offices requesting information
about the current status of forms for which they are responsible. (See
Exhibit 5.) '

j. Publications — Distributior Control

(1) When an H-20 requests printing of a publication, one copy of the
H-20 and a copy of the requisition sent to the Contract Printer are
forwarded to the Distribution Center, Property Management Branch,
as notification of anticipated delivery.
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(2) The finished product - publications, informational material, manual
releases, forms, et cetera - are delivered to the Distribution Center,
Property Management Branch. Before distribution of the finished
product, copies are sent to the Printing and Reproduction Branch for
review and approval of correctness of format and content. Upon
receipt of a stamped approved copy from the Printing and Reproduction
Branch, the Distribution Center makes distribution in accordance with
instructions noted on the H~20.

(3) Addressographing and Mailing Lists. So far as possible, addresso-
graphing is done by imprinting addresses directly on press releases

and other materials that can be adapted to the "self-mailer" technique.
These mailing lists are maintained: (a) the Manual release list by the
Contract Printer; (b) the press release list and the "M-9" list for mail-
ing most URA releases by the FHLBB; (c) the Urban Renewal Notes list
by the Federal Prison Industries, Inc.; and (d) the internal mailing list
by the Printing and Reproduction Branch.

4, SERVICES AVAILABLE OUTSIDE THE OA. Services from approved sources
may be obtained outside the Printing and Reproduction Branch. They are
used to augment services to meet peak loads and pressing deadlines or
to take advantage of facilities that are not available within the OA.

a. The Federal Home Loan Bank Board Printing Plant.

(1) Service Agreement. The facilities of the FHLBB Printing Plant are
given first corfsideration for use when the Printing Officer determines
that any of the services listed below, which cannot be performed for
one reason or another in the Printing and Reproduction Branch, is
needed. An agreement with the FHLBB is made annually through a
letter of understanding from the Director, Division of General Services,
to the Secretary of the Board expressing a desire to obtain services for
the coming fiscal year. The letter contains the estimated dollar volume
for the year and a termination clause, and is cleared through the
Division of Budget and Management before transmittal. After approval
by the FHLBB, a conformed copy of the letter of agreement is sent to the
Division of Finance and Accounts with a request to obligate funds. The
agreement must be effected in time to have the services and costs
included in the annual budget estimates.

Monthly, the FHLBB Printing Plant bills the OA for work performed by
sending to the Printing Officer SF~1080, Voucher for Transfer Between
Appropriations and/or Funds (Disbursement), to which is attached an
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itemized billing broken down as to labor and materials by codes.
Upon approval by the Printing Officer, the original of SF-1080 is
sent to the Division of Finance and Accounts for payment; a copy
is kept in the Printing and Reproduction Branch file.

A monthly open blanket order covers miscellaneous small repro-
duction requirements obtained from the FHLBB Printing Plant.

(2) Typés of Services Available at the FHLBB

(@) Photolithographic offset printing using metal plates.

(b) Photocopying.

(c) Production, storage, and maintenance of addressograph plates.
(d) Bulk addressographing.

(e) Photographic copying.

(f) large volume printing wherein economies can be gained by the
use of large presses accommodating multiple-page makeup.

(g) Various bindery operations such as punching, cutting, round
cornering, tabbing, et cetera.

(3) Requesting FHLBB Printing Plant Services. Services of this plant
are obtained by submitting the copy of the Form H-20, Requisition for
Graphics and Reproduction Services, with the material to the FHLBB
plant. The original of the Form H~20 is held in the pending file until
the completed job is returned; then it is filed by control number in the
Printing and Reproduction Branch.-

b. Federal Prison Industries, Incorporated. These printing plants can
provide the same services as the FHLBB, but because of their locations,

they are used only for jobs that are routine, do not have tight deadlines,

or cannot be done locally because of heavy workloads at the usual sources.
Services of these plants are obtained by preparing Requisition to Federal
Prison Industries for Printing and Binding, in an original and four copies.

(See Exhibit 6.) The original and copy 2 are sent with the material to the
Washington Office of the Federal Prisons Industries, Inc. Coples 3, 4,

and 5 are sent to the Division of Finance and Accounts for obligation of funds.
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After funds have been obligated, one copy showing funds available is
returned to the Printing and Reproduction Branch where it is filed with
the original of the Form H-20. The billing procedure for Federal
Prison Industries services is the same as for the FHLBB. (See para-
graph 4a(1).)

c. Federal Housing Administration. This printing plant can provide
the same services as the FHLBB (see paragraph 4a(2)) and is used as
an alternate source of printing services. To obtain the services of the
FHA plant, FHA Form 612, Printing Request, is prepared in an original
and four copies. (See Exhibit 7.) (Form 612 is a five part form - two
extra copies must be prepared.) The original (copy 1) and copies 2,
3, and 4 are sent to the FHA plant with the material. Copy 5 and the
two extra copies are sent to the Division of Finance and Accounts for
obligation of funds and accounting purposes. After funds have been
obligated, one copy is returned to the Printing and Reproduction Branch
where it is filed with the original of the Form H-20.

Bills from the FHA Printing Plant are processed in the same manner as
those from the FHLBB. (See paragraph 4af(l1).)

'd. Government Printing Office-Field Service Division. The facilities

of the GPO Field Service Division are used when the quantity, size or
nature of the job is such that performance at the FHLBB Plant would
conflict with regulations of the Joint Committee on Printing. Facilities
of the GPO Field Service Division are requested by preparing Form

GPO 3019, Printing and Reproduction Service Requisition, in an original
and five copies. (See Exhibit 8.) The original (copy 1) and copies 2
and 3 are sent with the material to the Government Printing Office, Field
Service Division. Copies 4, 5 and 6 are sent to the Division of Finance
and Accounts for obligation of funds and accounting purposes. Copy 5 is
returned to the Printing and Reproduction Branch after funds have been
obligated. Completed work is delivered by the GPO Field Service Division
to the Distribution Center, Property Management Branch. Billing for
services received from the GPO Field Service Division is done by the
(main) GPO as described in paragraph 4e (3) (e) below.

e. Government _Printing Office

(1) When Facilities Must Be Used. Orders defined by specific require-
ments (size and quantity, limitations prescribed by Title 44 of the
United States Code, or Regulations of the Joint Committee on Printing)
must be obtained from the U. S. Government Printing Office.
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2)

@)

Standard Form No. 1, Printing and Binding Requisition

(@) Preparation and Numbering. Upon receipt of a properly
executed Form H-20, Requisition for Graphics and Reproduction
Services, Standard Form No. 1, Printing and Binding Requisition,
is prepared in an original and four copies. (See Exhibit 9.)
The Printing Officer signs all copies. The requisitions are
numbered in a consecutive series beginning with number 1,
followed by the last two digits of the fiscal year. (1~65 was
the first number assigned for the fiscal year which began

July 1, 1964.) A Printing and Binding Job Control Record is
maintained showing the requisition number assigned to the
requisition, jacket number assigned by the GPO, and a brief
description of the first item on the requisition, and other
pertinent data. (See Exhibit 10.)

(b) Distribution of SF-1. Three copies of Standard Form No. 1
showing an estimate of cost are sent to the Division of Finance
and Accounts for obligation of funds. The Division of Finance
and Accounts returns one copy to the Printing and Reproduction
Branch indicating the availability of funds. The material to be
processed, with the original SF-1 attached, is then sent to the
Government Printing Office. The copy of the SF-1 returned from
the Division of Finance and Accounts is attached to the support-
ing Form H-20 and filed in the individual, serially numbered folder.
The other copy of SF~1 is sent to the Distribution Center, Property
Management Branch, as notification of anticipated delivery of
printed matter since deliveries are made to the Center.

(c) Publications for Sale to the Public. When a printed publication
is to be made available for sale to the public through facilities of
the Superintendent of Documents, Form SD-68, Memorandum for the
Superintendent of Documents in Re Req. No. , Is
prepared in original and two copies. (See Exhibit 11.) The original
and one copy of Form SD-68 are sent to the Procurement Section,
Superintendent of -Documents. The second copy is filed with the
copy of SF-1 and the Form H-20.

Action by the Government Printing Office

(@) Schedule of Performance. The GPO sends the OA Printing Officer
Form No. 2471, Schedule of Performance, giving the dates of the
requested performance and the dates scheduled by the GPO. (See
Exhibit 12.) If there is an appreciable variance between the two,

9
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the Printing Officer acts as negotiator between the requisitioning
office and the Government Printing Office to effect a schedule
acceptable to both parties. GPO Form No. 2471 is filed with the
Printing and Binding Requisition.

(b) Estimate of Cost. The Government Printing Office sends the
Printing Officer GPO Form' No. 2413, Estimate for Printing and
Binding, in original and one copy. (See Exhibit 13.) If there is

a sizable difference between the estimate and the amount obligated,
the Printing Officer finds out why and initiates action to adjust the
estimate or advises the Division of Finance and Accounts by
memorandum to revise the obligation. The original GPO Form No. 2413
is approved by the Printing Officer and returned to the GPO. The copy
is filed with the Printing and Binding Requisition.

(c) Proofs. The Printing Officer arranges the assignment of priorities,
| scheduling of galley and page proofs, and for the delivery of completed
| work. Proofreading is the responsibility of the requesting office.

copy, accompanies the finished work to the OA delivery point. (See
Exhibit 14.) The Distribution Center, Property Management Branch,
signs the delivery receipt and sends copies of the printed material
and a copy of GPO Form 2010, Delivery Receipt, to the Printing and
Reproduction Branch. - The GPO Form 2010 is filed by the Printing and
Reproduction Branch in the appropriate folder with an approved copy
of the prinbed material.

} (d) Delivery. GPO Form 2010, Delivery Receipt, in original and one .
|

(e) Billing by the GPO. Periodically, the GPO bills the Office of
the Administrator for work performed by sending GPO Form 400A,
United States Government Printing Office Invoice, to the Printing
Officer. (See Exhibit 15.) Upon approval, GPO Form 400A is
forwarded to the Division of Finance and Accounts for payment.

5. CONTRACT PRINTING. The responsibilities of the Printing and Reproduction
Branch include liaison with commercial printers under contractual arrange-
ment between the GPO and contract printers. Procedural material, such as
the OA Manual Series, is contracted for rather than produced by GPO facili-
ties. The Printing Officer is authorized by the GPO to deal directly with
the contractor in accordance with the provisions of the contract negotiated
by the GPO. At the beginning of each fiscal year, SF-1 is prepared in the
manner described in paragraph 4e (2) above, and in accordance with the
terms of negotiated contracts, to establish the account for the fiscal year.

10
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Services of commercial printers are requested by preparing Form GPO 2511A,
Memorandum Order and Supplementary Specifications, in an original and
eight copies. (See Exhibit 16.) The original (called copy 1) and copy 2
are sent to the Contract Printer with the reproduction copy of manuscript.
At the same time, copies 3, 4, 5 and 6 are sent to the GPO. Copies 7, 8
and 9 are kept in the Printing and Reproduction Branch. Completed work

is delivered by the Contract Printer to the Distribution Center, Property
Management Branch. Billing for services received from the Contract
Printer is done by the GPO as described in paragraph 4e (3) (e) above.

COMMERCIAL PROCUREMENT. Occasionally, it may be necessary to
obtain reproduction services other than printing outside the Government.
The Printing Officer determines that outside help is needed by considering
the program responsibilities of the requisitioning office and the impossibility
or economic infeasibility of handling the job internally. Proof of need is
made a matter of record in each case. Upon determining that use of
commercial facilities is essential and proper, a request on Form H-10,
Requisition for Supplies and Equipment, shall be sent to the Director,
Division of General Services, for consideration before initiation of
procurement action and before consultation with prospective sources of
supply. If approval 1s obtained, the Printing Officer shall assign a
member of the Branch to help in the preparation of technical language for
the invitations to bid and to monitor production under the contract when

it is fet. ’

REPORTS

a. Outside. Various reports and transmittals as well as requests for
conslderation, for example to the Joint Committee on Printing, are pre-
pared by the Printing Officer for the Administrator’'s signature. These
reports are routed through the Director, Division of General Services,
and the Assistant Administrator (Administration) for surnaming.

b. Internal. The Printing and Reproduction Branch submits a report to

the Director, Division of General Services, on the Wednesday before the
first and third Monday of each month containing a narrative of its activities
and progress during the preceding period. The report is in two parts. The
first part is made up of items of such scope and interest that the Director,
Division of General Services, might wish to send them on to the Assistant
Administrator (Administration); the second part includes detailed information
about the work in the Branch, personnel matters, or particular problems,
such as necessary overtime or new assignments.

11
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HOUSING AND HOME FINANCE AGENCY (e
OFFICE OF THE ADMINIRTRATOR ’ .
REQUISITION FOR GRAPHICS AND REPRODUCT{ON SERVICES
DESCRIPTION (Title): m ohe " | REQUESTING 0RGANIZATION
cX IF RERUN
: Div, of General Servioces
-28
B-28 | Transmittal Slip REQUISITION NO, .
- PH-375-59
l.‘IJRPOSES AND USES: [ emece 16 ror exvennac oisvarsurion "5‘1570_'5';0%5!
DATE COMPLET ION REQUIRED
Stock , , 6-26-59
PERSON TO CONTACT OURING
PRODUCT ION
Mamie Wolf -
extens ion B2l i
MATERIALS ATTACHED REQUISITIONING OFFICER'S NAME
: T
. | Wﬁtg&m. |
ample . 7, [\ T
. DIVISION OF BUDGET AND
N - ANAGEMENT 9
DESCRIPTION OF GRAPHTCS OR VISUAL AIDS NEEDED . et
SVZE ‘ - E 2% : f
Publication : DATE g
Exhibit 217
Siides GRAPHICS 60 VISUAL AIDS h;
Presentation 3
Chart - Map APPROVED
Photographs
other (Specify) ) DATE
DAYE TiME PLACE .
Photo assignment Proofs e oo
(1)~ (Out)
1 R Paye Proofs
’f?gre?::‘rjog\’;cﬁgg" fes to (I (o0
{Date) (Organization) Final job del.
DESCRIPTION OF PRINTING AND REPRODUCTION SERVICES REQUESTED
METHOD OF - | no, PAGES| %0. OF ) BINDING
REPRODUCT (08 | OF COPY | COPIES Stocx IMPRINTING NP PUNCHING
Mul.'.il.i!h 1 30,000 | wEteHT _per X one sioe outy |CIas Pacen Clror
Printing ml, att. 3w sers
Photostat Neg. coLon i SHEETS PER SET
Photostat Pos. : Dluean 1o wewo Osune
Forms Design PAGE S12E (i STAPLE Pan
s De o Chuean 1o roor [Deonnes | 30 sueers een pan {Tlivo woves
varityping D sioe
Other FOLD T0finches) DOlweae 1o verr DTM e SEYS PER PAD Crwrer noves E
. DISTRIBUTION OF MATERIAL .
NAME LOCATION NO.OF COPIES|
Basement - Stock Room Clark
ADDITIONAL IRSTRUCTIONS PRINTING AND REPRODUCT1ON BRANCH
(Total of 600 pads) rven ,..../Z/
pnfé‘ /'
(llse reverse side if necessary) PHLRR- Wtk D
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(Request for Permission to Reprint Copyrighted Material)
(Name and Address of Copyright Proprietor)

Dear Sir:

We have been unable to purchase copies of the following copyrighted work.
We understand you are the copyright proprietor. Can you tell us where we
can get them: : :

(Title and identification of copyrighted work)
If none can be purchased, we should like to have your consent to the free
reprinting by us of not more than coples for (state use, such as
"internal distribution to our Reglonal Offices for staff information").
Publication ar republication by the Government of copyrighted material does
not abridge or amul the copyright, nor does it authorize any further.
reproduction of the copyrighted mterial without your consent.
An addressed envelope is enclosed for your reply.

Very truly yours,

Enclosure
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HOUSING AND HOME FINANCE AGENCY ol
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T

FROM: Pristing und Reptedaction Bremch
SUBJECT: Bewi-Anasel Form OI"!’

The foras listed below originasted im your office according te owi
Forma Control recerds. Will you plecse cheik the ourrent states of euch fors
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duction Branch.
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Department Beclai No, ...
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s-l-uhmunn-ath-mpm»m%t,)‘ destt of T b
_ Housing and Homa Finance Agency Office of the Administrator
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1. THE LIBRARY is responsible for providing library service for the Central
and Regional Offices, and to outside agencies and individuals who require
information or publications in the social, economic, technical, and legal
aspects of housing and community planning. Its functions include the
development of Library resources; cataloging; reference; circulation; the
compilation, editing and publishing of "Housing and Planning References"
and other bibliographies and publications; organizing, filing and maintain-
ing the collections; and the distribution of certain law sets. It is divided
into three sections - Cataloging, Law, and Reference and Circulation. A
description of ‘the functions and procedures of each Section will be found
within these operating procedures. Those performed in the Office of the
Librarian are discussed in this Library Branch procedure.

2. THE LIBRARIAN operates under the general direction of the Director,
Division of General Services. The Librarian is responsible for the adminis~-
tration of the Library: determining policy, staffing, selecting and develop—
ing key personnel, planning of work and physical arrangements, organizing,
coordinating, appraising, reviewing, directing, and reporting on its work.
The Librarian represents the Library in its overall relationships with other
parts of the Agency, and represents the Agency in professional library.
matters with outside organizations. The Librarian confers with Agency
personnel on their library requirements; consults with constituent agency
librarians (Federal Housing Administration and Public Housing Administration)
on mutual problems, cooperative arrangements, and the avoidance of need-
less duplication; and is responsible for the major correspondence carried
on by the Library. The Librarian makes general policy and procedure
determinations and recommendations for the Regional Office libraries;
formulated the "Initiating and Operating Procedures for Regional Office
Book and Periodical Collections" (see Exhibit 1); and renders technical
assistance to Local Planning Agenc1es and others in establishing and
administering libraries.

3. DEVELOPMENT OF THE LIBRARY COLLECTIONS

a. Book Selection

(1) Books, periodicals, and other material for the Library collection,
“and basic books for the Regional Office libraries are evaluated and
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selected from reviews, periodicals, newspapers, specialized reading
lists, books, catalogs, publishers' and dealers’ announcements, and
other sources. Suggestions from, and discussions with, specialists
within the Agency are also helpful. In the light of knowledge of Agency
activities and programs, the Library attempts to anticipate need by
acquiring publications in advance, and calling items and recorded
developments to the attention of concerned Agency personnel.

(2) The Librarian is responsible for initiating and controlling the
procurement of publications required by offices. Requests for such
material should be made to the Librarian regardless of whether the
publication is believed to be obtainable without cost, and regardless

of other procurement means available to the requesting employee. Recom-
mendations for purchased additions to the Library collection, even those
that will file in an office, and requests for periodical subscriptions and
renewals should be submitted to the Library by memorandum with a brief
statement of justification by a qualified staff member. The Librarian

will review such recommendations for approval.

Library records are searched prior to ordering to eliminate duplication.
These and other bibliographic sources are checked for complete citations
and to obtain ordering information.

b. Ordering

(1) Publications to be Purchased

(@) Requisitions - Central Office. Form H-10, Requisition for
Supplies and Equipment, is prepared by the Library in original

and three copies. As full order information as possible is noted,
including date, publisher, source, price, its citation on the
Federal Supply Schedule, if any. Requisitions are signed by the
Librarian. Three copies of the requisition are sent to the Procure-
ment Section, Property Management Branch. The Library keeps
one copy of the requisition and the justifying memorandum, if any.

Orders for publications written by Agency personnel should be
accompanied by a memorandum from the Director of Information.
This should state that the .employee has received no rémuneration
for the publication and that the Government has no proprietary

2
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interest in it as it was not written on official time. (Section 2-5-3
of Manual Volume III.)

Orders for publications, generally from the Office of International
Housing, that are to be charged to the Agency for International
Development should bear this statement: (AID-Point IV).

Orders for foreign publications should bear this statement:
"Corresponding articles, materials or supplies are not mined,
produced or manufactured in the United States in reasonably avail-
able commercial quantities and of a satisfactory quality."

Requests or requisitions concerned with Library matters which may

be inadvertently sent direct to the Procurement Section by a request-
ing office shall be routed to the Librarian for approval. This includes
newspapers and some reporting services mailed by the publisher
direct to the reader.

Renewal of Periodical Subscription forms are sent to periodical
recipients for justification of renewal prior to the expiration of
subscriptions.  (See Exhibit 2.) A carbon is kept in the Library
until the return of the original.

(b) Requisitions - Regional Offices. Following the procedure noted
above, the Library may order basic books it deems needed in Regional
Offices. In addition, Regional Offices may order publications in
accordance with Manual Volume V, Book II, Section 6-1.

The Librarian reviews, sometimes amends, furnishes required
acquisition information, and approves from the Library aspect,
requisitions for publications ordered by the Regional Offices. The
Chief, Law Section, generally reviews those for law books. A

copy of the requisition is made for record, or a card made and filed
in the Regional Office Union Catalog. In cases where the Library
can provide the material or where the publications are not considered
essential, the requisition is returned to the Property Management
Branch with an explanation. That Branch has final responsibility for
approval of purchase from a fiscal standpoint.

(c) Purchase Orders. Three copies of each purchase order prepared
by the Procurement Section for material to be shipped to the Library

3
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are sent to the Library. Purchase orders for periodicals are receipted
immediately, and marked "release for payment only." Upon arrival
of shipment, copies of the book orders are receipted and forwarded to
the Property and Supply Section and to the Division of Finance and
Accounts, respectively. The Library keeps one copy stapled to its
requisition and justification.

(2) Publications Obtained Free. Where possible, telephone requests
are made. Sometimes it is necessary to write a letter. Generally,
however, Form H-43, Request for Publication, is used. (See Exhibit 3.)
The first copy of this multiple copy snap-out form (H~-43A) is signed

by the Librarian and inserted with a second copy (H-43B) and a self-
addressed "Postage and Fees Paid" indicia label in @ 3 x 5 window
envelope. (See Exhibit 4.) The remaining copy is filed alphabetically
by author, in the order card file, pending arrival of the publication. «
For telephone orders, a 3 x 5 slip is filed in the order file; for letters,

a carbon of the letter. ‘

c. Receipt of Material. Ordered law books, pocket parts, and advance
sheets are forwarded to the Law Section. See paragraph 2c of the Law Section
procedure. Law periodicals are handled as in paragraph 3c(3) below.

(1) Qrdered Non-Periodical Publications. When publications are
received, the purchase order is receipted or the order card is removed
from the file. A note to whom the publication is to be charged,
generally taken fromthe requisition or the free order card, is attached
to the publication. These are then put aside for the Librarian for
review. Purchased items are given priority.

(2) Gift Non-Periodical Publications. These are checked against the
free order file and then put aside for the Librarian for review. HHFA
and United Nations publications are immediately set aside.

(3) Periodicals. If received for the first time, periodicals are handled
as in paragraph 3c(l) or paragraph 3c¢(2) above. Periodicals that have
been received regularly are entered in special records. (See

paragraph 4 below.)

(4) Stamping

(@) Non-Periodicals are stamped with a Library ownership and
date stamp on the cover, or the inside of the cover, if a hard
cover; on the title page; p. 13; and inside the back cover.

4
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(Prior to 1959 law books had been stamped on p. 41)

Books purchased for the Regional Office libraries are stamped
with the respective Regional Office stamp.

(b) Periodicals are stamped on the cover. Law periodicals
receive an additional stamp in the upper left corner: Law.

(5)  Review. The Librarian reviews incoming publications and periodicals
received for the first time, for determination as to retention, disposition,
assignment in Library (general collection, law, et cetera), possible
Regional Office use, and which Agency personnel would be interested in
seeing them, in addition to those who have ordered them. A reader
interest file is maintained to facilitate this.

(6)  Publications other than periodicals and law supplements are then
sent to the Cataloging Section for action.

(7)  Vertical File. For certain ephemeral material, the Librarian assigns
a Vertical File subject heading and sends it to be filed in the uncataloged
vertical files instead of to the Cataloging Section. A record of Vertical
File subject headings is maintained for this purpose. |

d. Weeding. Important in the development and usefulness of special collections
is the culling of out-of-scope, insignificant, superseded and transitory publi-
cations. Lack of space is also a consideration. Original careful screening is
done as described in paragraph 3c(5) above. Holdings policies are determined
for many items and recorded on the shelf lists and Kardex. These indicate, for
example: "Keep latest edition only" or "Keep for six months" and provide for
automatic removal. Some out-of-date material is kept permanently if it has
historic or research consequence. At internals the uncataloged vertical file

and some other collections are reviewed for possible weeding. Withdrawn

items of any value are generally not discarded, but forwarded to the Library of
Congress Gift and Exchange or to the United States Book Exchange. "With-~
drawn" is marked in shelf list for general books and in the law shelf list for -
law books. Periodical or pocket part visible file records are marked "withdrawn"
for those types of publications.
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4. PERIODICAL PROCESSING AND ROUTING

a. Periodical. For our purposes, a periodical is any publication that appears
in successive numbers at intervals more frequently than semi-annually. Daily
newspapers are not included as these are delivered direct to readers to expedite
handling. '

b. Serial Card Records (Kardex) are the record of the receipt and routing of
periodicals. The Cataloging Section establishes the entry for a periodical
received for the first time. New issues of periodicals are recorded on visible
index serial card records (Kardex) with different cards used for weeklies and
monthlies. The periodicals are generally recorded by date received with a
check (v9) to denote each additional copy. A separate card is used for each
periodical title. (See Exhibits 5 and 6.) These cards are filed alphabetically
by title or name of issuing body in the Kardex file. Internal review notes,
permanent file notes and holdings decisions are noted on the cards, where
applicable. Bound volumes are noted by a "B" in red in the "SER" column.
Signals are used to keep check on the current receipt of periodicals. The
Procurement Section is asked to claim missing issues of subscription
periodicals and the Library order assistant claims free ones. '

c. Rouiing. Periodicals are routed to key administrative and professional
staff as initiated or approved by the Librarian. Of approximately 650 periodi-
cals received, about 350 are routed.

(1) Routing Card. These are inserted in the Kardex pockets. The
‘dates and copy number of a journal to be routed are noted. (See
Exhibit 7 .) Upon return of the journal the date is crossed through.

(2) Periodical Routing Slips. Forms H-30 and H-30B (see Exhibit 8
“'a'n‘d Exhibit 9) are pretyped showing name of journal, number of pre-
typed copies to prepare (nine for weeklies, six for others), copy
number if more than one, and routing for each copy. These are
‘filed in pockets following the Kardex card for the journal, After

- completion of the routing, the slip is removed, the issue number
crossed through on the routing card, and the journal sent to be
shelved in either the general or law collections. If after this, the
periodical goes out on regular circulation, it is charged in the
usual manner. (See the procedure in paragraph 4b of the Reference
and Circulation Section.)
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(3) Persons to Whom Periodicals are Routed. An alphabetical
card file is maintained of Agency personnel to whom periodicals
are routed. This lists their room numbers and the periodicals
that are sent to them. (See Exhibit 10.) As room numbers change
or personnel resign, appropriate changes are then made on the
Periodical Routing Slips.

d. List of Periodicals. The Library publishes "Periodicals Currently
Received and Index by Subjects" which is revised about once a year.

(See Exhibit 11.) This is distributed on the "Housing and Planning
References " mailing list, to new professional and administrative employees
and to others as requested.

5. HOUSING AND PLANNING REFERENCES

a. Description. This is a bi-monthly bibliography and index of selected
publications in the housing and community planning fields. (See Exhibit
12.) 1t includes those acquired in the OA and constituent agency libraries
(Federal Housing Administration and Public Housing Administration) during
the period. Significant periodical articles are also indexed. The Library
is responsible for compiling, editing and publishing it; and determining
and controlling the distribution list.

b. Source Materials. Copy is provided from the carbons of the catalog
cards prepared by the Cataloging Sections of the three libraries. Additional
copy results from the review of periodicals by the professional staffs.
Articles selected by them for possible inclusion are entered on Form H-18,
Housing and Planning References Card. (See Exhibit 13.) Determination
as to whether or not to index an article is based on its length, signifi-
cance and relationship to the housing and planning fields. Almost always
indexed are articles and speeches by Agency personnel and their positions
indicated.

c. Editing or Review

(1) Selection. The Librarian selects from the carbons the catalog
cards and the Form H-18s submitted, items for inclusion in
"Housing and Planning References”. Consideration is given to
worth and to pertinence to subjects covered by the bibliography.
This coverage is narrower than that of the library collections.
Restricted items such as those marked "For Agency Use Only"

are omitted.
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(2) Initial Editing. After the review as to whether or not to include

an item, it is edited for completeness, deletions, clarity, bibliographic
form. The entry is checked for possible duplication under another form
or subject in the current or previous issues. The same item from more
than one library is consolidated and both call numbers shown. The
principal subject for each is detérmined, necessary cross references
made from other appropriate subjects and the card filed.

(3) Subject Headings. The Librarian, in consultation with the librarians
of the constituent agencies, formulates the standardized subject heading
list used, with appropriate regular cross references from headings not
used. New headings are adopted, discarded, or altered as new fields of
interest arise, emphasis shifts or terminology changes. The professional
staffs of the three libraries are sent the changes, on cards.

d. Typing and Proof Editing. Typing and proof editing of the typed copy is
performed by other staff members. They are typed on a special form. (See
Exhibit 14.) Detailed instructions on these functions have been prepared:
"Housing and Planning References Procedure for Typist and for Preparatlon of
Pinal Copy by Proofreader - Editor". (See Exhibit 15.)

e. Indexing. A table of subject contents and various indexes are prepared
for Agency authors, Agency publications and geographic areas. Detailed
instructions are in the "Procedure for Typist and for Preparation of Final Copy
by Proofreader - Editor”, noted above. (See Exhibit 15.)

f. Reproduction and mailing of "Housing and Planning References" are the
responsibility of the Printing and Reproduction Branch. Form H-20, Requisition
for Graphics and Reproduction Services, is prepared in original and three carbons.
Three copies are sent to the Printing and Reproduction Branch.

g. Distribution of "Housing and Planning References " is to Agency and
Regional Office professional and administrative personnel, and to outside
organizations at their request and at the discretion of the Librarian. The
Library maintains the internal "Ref" and the external "A-7" distribution lists.
Apbout 1500 copies are sent once a year to the outside distribution list. (See
Exhibit 16.) The Prlntlng and Reproduction Branch plate addresses and

mail these.
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6. REPORTS

a, Semi-Monthly Report, The Library submits a report to the Director,
Division of General Services, on the Thursday before the first and third
Monday of each month. It contains a narrative and statistical summary
of activities for the period, comments, problems, and plans. The
statistical information is submitted on Form H-63, Library Statistics,
for a three-month period. (See Exhibit 17.) It is compiled from each
Section’s identical statistics sheets, which they in turn summarize from
those kept by each staff member who records applicable figures. (See
Exhibit 18.) Current statistics are entered in red on the copy sent to
the Division Director.

b. Other reports, expositions, publications, procedures and justifi~
cations are prepared as needed. Generally upon request, the Librarian
writes professional articles and monographs for publication.
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INITIATING AND OPERATING PROCEDURES FOR
REGIONAL OFFICE BOOK AND PERIODICAL

Housing snd Home Finence Agency
Office of the Adminiatrator

Housing and Home Finance Agency
Office of the Administrator
Division of General Bervices

Library Branch
Washington 25, D. C.

COLLECTIONS

Prepared by

April 1962
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UNITED STATES GOVERNMENT
Mem oran dum HOUSING AND RONE PINANCE AGENOCY
T :;5 Cearniecki pare: Febrwary 12, 1963
1at.

mow @ Diivalten, Yof Voranay

sunjJECT: Renewsl of Periodical Subseriptions

Our subsoriptions to the magazines listed below will
soon expire, If you feel that ths publications are
necessary to your work, please sign and return tide
menorandum wvithout delay in order to forestall lapsing
of {mportant subscriptions,

House and Home
1 2.,'0 m. ‘6.80

The above periodicals are important in carrying out the
assigned duties of this office, Flease renev them,

Signed
Title
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In accordance with the Requiresents of the Federal
Printing ond Binding Regulations. we are making the
annual revision of the Housing and Home Finance
Agency mailing lists that are used to dissesinate
the publication: Housing and Planning References,
I1f you wish to coatinue to receive Housing and
Planning References, please fill in and retura the
attached card. Names of individuals who do not re-
turn the card within 30 days will be removed fros
the mailing list.

BE SURE TO AFFIX POSTAGE TO BETURN CARD.

(Decach here)

Housing and Howe Finance Agency

Of fice of the Administrator Library

Washington 25, D. C.

SUANIRNE T¥ 1D 440

AINIOV IDNVNI S IV0OH ONV ONISNOH °3°a ‘UE NOLONINSYA

Qivd $33J ONVY 39ViSO4 NOAYUISINIRGY ANE 40 2D 1H40
AJNAYY AZNYNIZ AROW GHY ONISNON

POLL CARD (6-62)

YOUR PRESENT PLATE READS AS FOLLOWS

INDICATE ANY CHANGE OF ADDRESS:
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HOUSING AND HOME FINANCE AGENCY -6
errica or taR smMziisthiien (n-61)

LIBRARY STATISTICS

pater 1-3 1~;5 1Y QS”
REFERENCE:
Quick >21 951
Extensive F)-S 111
Readers In Library 253 21h
CRCULAT (0N
Books and pamphiets ’ 880 Bl
Periodicals rovted 105 930
Rotrowed from outside sources 35 EYi
ToTAL 1680 1431
BIBLIOGRAPHY: '
Housing and Planning References:

Tadesed by OA 210 221
Items in lseue S68 =
Other bibljographies - ftems 43 ik

ORODER: i
Titles senrched prior to ordering 29 26
Purchase i’l 22
Free 26 21
ACQUISITIONS:
Booke and pamphlets 578 813
Setisls 116 1418
ToT 129k 2231
CATALOGING:
YF subject hesdings sesigred - 6
Pubijcations cataloged 2719 M
Carde typed %l;a 1712
Carde filed 53 1828
MAINTENANCE:
Overdue notices sad telephone recalls 150 206
Filing and shelving “whobl WYl
| Typing {if sot counted above) 600
2 hrs. v.o.t. ] *Iacludes
- shifting.
L:;f-;;glf"- s L |
*Includes Ref.~9 hre.
v.0.t Acqg.
Periodicel 8
Isbifting 98022'" ec.,
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1. THE CATALOGING SECTION is responsible for the technical processing and
systematic organization of the Library materials, so that they may be
identified and located under different approaches. This includes descrip-
tive cataloging, recataloging, subject cataloging and classification,
preparation and reproduction of cards, filing into the general and law
catalogs, organization, editing, and maintenance of the card catalogs,
general shelf list, the preparation of materials for the shelves, and services
to Regional Office Libraries including: typing headings, placing pockets in
books, making charge cards and keeping them current on changes. It develops
and keeps current a basic subject heading list, an authority heading file, a
geographic index to the subjects assigned in the card catalog, and a decimal
classification schedule. Publications compiled in Cataloging Section ‘
include: "Subject Headings Used in Catalog of the HHFA Library" (see
Exhibit 1); "Alphabetic Key to the Subject Classification of Books";
“Geographic Names and Classification Numbers of U.S. Housing and
Home Finance Agency"; and "Method of Assigning Classification Book
Numbers." Under the direction of the Librarian, the Chief, Cataloging -
Section, is responsible for the organization, procedures, and production
of the Section, and the direction, training, and supervision of its personnel.
The Chief, Cataloging Section, correlates the work with other Sections in
the Library. o ’

2. DESCRIPTIVE CATALOGING is the process of identifying and describing the
publications in the Library.

a. Periodicals. For our purposes, a periodical is any publication that
appears in successive numbers at intervals more frequently than semi-
annually. At this time periodicals are not fully cataloged nor cards for
them put in the card actalogs. For a new periodical, the Cataloging
Section performs the descriptive cataloging only, and the information is
typed on the Periodical Kardex record. (See the procedure in paragraph 4a
of the Library Branch.)

b. Searching

(1) The material to be cataloged is searched in either the law or
general card catalog and preliminary files, to note if the same
title and edition is already in the Library or if the individual
author or corporate heading is established (has been used). If
another edition of the same title is located, or if a series is
cataloged with the same classification number, the call number
of the other edition or series is noted.

(2) Descriptive items which can be readily ascertained from the

1
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title page of the publication are checked on the piece, and other
pertinent information such as notes, series, subject, or added
entries are indicated by the searcher or cataloger on a catalog
form. (See Exhibit 2.) ‘

(3) If added copy, call number is noted and copy added to the shelf
list card. Generally only one copy of each publication is kept. Two
copies of Agency publications and those noted as additional copies
for retention are kept. Latest edition only of local building codes is
kept. Surplus publications are sent to Regional Office Libraries, the
United States Book Exchange, or the Library of Congress.

(4) When necessary, uncataloged files are searched for earlier issues
of a serial or for duplicates.

c. Cataloging. If the publication has not been cataloged, the main or
author entry card is prepared in order to present an integrated description
of the piece being cataloged. The descriptive cataloging for the general
and law collections is based on the Library of Congress "Rules for
Descriptive Cataloging " and American Library Association "Rules for ‘
Author and Title Entries."” Basic tools such as the "Cumulative Book Index";
"Publishers Trade List Annual®; "Government Organization Manual"; the
card catalogs of the Library of Congress and others are often consulted
before establishing the author entry (personal, corporate bodies, etc.). A
cataloger types the main card showing author, title, place, publisher,
date, number of pages, and other bibliographical notation, such as series,
drop notes, subtitles, etc. Information for the main or author card is typed
on & 3 x 5 fanfold in triplicate form. (See Exhibit 3.) The original slips
serve as temporary catalog cards until permanent cards are substituted.
One carbon copy is used for "Housing and Planning References " and the
second for a temporary shelf list card. Indication for number of cards

and sets of cards with tracings to be typed is noted on temporary master
card. Additional sets of cards are needed if they have been requested for
both the general and law catalogs; also if cards are to be sent to Regional
Office Libraries. In order to keep the catalogs consistent, recataloging

or revision of catalog or temporary cards to conform to current cataloging
practice is sometimes necessary. The cataloger determines the need for
and makes history cards, cross references, series cards and others if
needed for further dissemination or information. (See Exhibit 4.)
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d. Shelf Lists. There is a general shelf list and a legal one. These
are card records (duplicate of the main card) organized by subject and
filed by classification number (general) or category (law) in the order
that the books appear on the shelves. Each is stamped "S.L." (shelf
list). The shelf lists are the most complete record of the non-periodical
holdings of the respective collections. They are not public catalogs, but
designed for internal use. They are by-products and also tools of
descriptive cataloging and classification. Number of copies of a given
publication and holdings decisions are recorded on the shelf lists. (See
Exhibit 5.) It also shows the type of books in a given class. Other
than furnishing the card for a new title, the Cataloging Section does not
maintain or make entries in the law shelf list. (See the Law Section
procedure.)

SUBJECT CATALOGING. The purpose of subject cataloging is to make the
material readily available by bringing it under the most logical subject
headings. Each publication is analyzed for its subject content and care-
fully examined to determine the specific subjects covered and to select the
terminology for the subject headings which best indicate the publication's
contents. In order to secure uniformity, subject headings are assigned if
possible from a prepared list. The published "Subject Headings Used in
Catalog of the HHFA Library" (see Exhibit 1) demands a continuous process
of expanding, standardizing, and developing of headings to accommodate
new or highly technical material and to keep abreast of new fields of
interest and constantly evolving terminology. Appropriate subject cross
references are made and filed in the card catalog. (See Exhibit 6.) The
Library of Congress "Subject Headings"; "Public Affairs Information
Service"; "Index to Legal Periodicals"; "Law Library Journal"; and

similar sources are consulted before assigning a new subject heading.

CLASSIFICATION provides the numerical or category order for shelving

and arranging publications according to subject or form. The law books
are not assigned classification numbers, but symbols, according to a
prearranged category order. (See the Law Section procedure.) The

Library uses the U.K. Ministry of Works Library "Abridged Universal
Decimal Classification Schedule, " supplemented with the "Dewey Decimal
Classification, " in maintaining a key for use in subject classification.
This decimal classification schedule or key is carefully and continuously
maintained, revised, supplemented and modified to fit our specialized.
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needs. The cataloger determines the proper classification and assigns the
call number which gives each book its individual place on the shelf. To
indicate location of unusual material, the following symbols are used at

head of classification number: VF (Vertical file); Ref. (Reference); FOLIO.

In order to prevent the assignment of duplicate call numbers, a temporary
carbon copy of the main card, with the classification number added, is filed
into the shelf list and remains until a permanent card is substituted. The
first lines of the call number relate to the subject classification of the book
and geographic designation, if any, followed by the book number which relates
to the particular book. The initial letter (not an article) is usually taken from
the main entry as shown on the author card. This is followed by figures to
represent a name or the author in accordance with a special key as listed in
"Method of Assigning Classification Book Numbers."

5. CARD PREPARATION AND FILING

a. Periodical Card Records. See the procedure in paragraph 2a. above.

b. Typing and Reproducing Catalog Cards. From the author card (temporary
catalog slip) information is typed for reproduction on a prerun cataloging
form. (See Exhibit 7.) After the information is typed for reproduction, the
preliminary catalog card is kept in an interim file as a record of the publi-
cation until the processed cards arrive. Once a month, one week before

the end of the month, a requisition, Form H-20, for the reproduction of

cards for the following month is sent to the Printing and Reproduction Branch.
Fifteen cards are reproduced for regular use and thirty cards (indicated on
reproduction sheet) for those where Regional Offices are supplied.

c. Preparation and Sorting of Cards. Tracings are typed on the ‘Péfmanent
reproduced cards when they are returned. (See Exhibit 8.) This makes it
possible to have a card or cards by author, title, joint authors, various
subjects, or other tracings as indicated. If necessary, additional tracings
are made for other catalogs, including Regional Office Libraries., They are
then sorted for proper assignment: HHFA general and/or law catalogs,
Regional Office Libraries, Library of Congress, and Inter-American Housing
Center, Bogota, Colombia. S.L. (shelf list) is stamped on:all cards for
filing into general and law shelf lists. (See Exhibit 5.) The temporary
master card is matched with the permanent shelf list card and pertinent
information is transferred. to the card.

d. Card Filing and Maintenance of Card Catalogs. Catalog cards are filed
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alphabetically in the catalogs under author(s), title(s), and subject(s).
One card stamped with S.L. is filed in the general shelf list by the call
number. Filing rules for the public catalogs are based on the American
Library Association "Rules for Filing Catalog Cards, " and adapted to
the specialized needs of the Library. (See Exhibit 9.) Principal rules
for filing into the card catalogs are posted near the card catalog for
guidance of readers and staff. Appropriate guide cards and labels are
made to facilitate the use of the catalogs.

e. Card Distribution. One copy of the main entry card for each newly
cataloged item is sent to the Inter-American Housing Center in Bogota,
Colombia. One copy of the main entry card for all materials published

in cooperation with the Urban Planning Assistance Program, unpublished
theses at American universities prepared by foreign participants, sponsored
by Office of International Housing, and any other material published or
sponsored by this Agency is sent to the Library of Congress Union Catalog
Division, DHHF, the symbol assigned by the Union Catalog Division, is
stamped on all cards sent to the Library of Congress. If indicated on
master temporary slip, this Section provides an author card or complete
set of cards with appropriate heading typed on each and arranges them

for sending to Regional Office Libraries. A union catalog with holdings
and number of cards sent to each Region is maintained in the Section.
Regional Offices are notified of changes in cataloging (recataloging,

new or changed subject headings or classification, and any other
additional information if necessary).

PUBLICATION PROCESSING

a. Labeling. To expedite labeling for the general collection, a pressure
sensitive book number label that can be put in a typewriter is used to show
classification number on the material for shelving. The label is affixed

to the back of each book 1-1/2 inches from the bottom of the spine of the
book or the top left corner of pamphlet or unbound reports after they are
cataloged. (See Exhibit 10.) A coat of liquid plastic is often put over

the label to prevent it from becoming detached. No label is put on legal
material.

b. Book Preparation

(1) Where needed, books are prepared for circulation and shelving,
binding, mending, and devising protective coverings.

5
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(2) Complicated loose-leaf material is interfiled and the addenda,
corrigenda, and necessary substitutions are made for material in
process of cataloging, or where necessary, the call number is
furnished to the circulation assistant.

(3) Pockets are puf in books for Regional Offices.
(4) Charge cards are typed for Regional Office books.

7. CATALOGING INSTRUMENTS. The Cataloging Section is responsible for the
following cataloging instruments that were devised or specifically adapted
for this Library: the subject heading list, ‘the geographic index of headings
used, the decimal classification schedule, the authority headings file, and -
the card catalog filing rules. These are compiled, developed, standardized,
expanded, adapted, or codified for ever changing needs.
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SUBJECT HEADINGS

USED IN CATALOG OF THE HHFA LIBRARY

U. S. Housing and Home Finance Agency
Office of the Administrator Library
Washington 25, D, C.
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U.8. Federal Home Loan Bank Board. .

Created June 27, 1934 &s the Federal Home Loan
Bank Board. July 1, 1939 grouped with other
agencies to form Federal Loan Agency. February 2k,
1942 functions transferred to Federal Home Loan Bank
Administration under the National Housing Agency.
July 27, 1947 abolished and functions transferred
to newly established Home loan Bank Board, &
constituent agency of the Housing and Home Finance
Agency. In 1955 the name Home Loan Bank Board was
changed to Federal Home lLoan Bank Board and made an
independent agency in the Executive Branch.

cf. Unlted States Government organization manual,

1955/56.




Classificction\ Number Open Entry Card

N\
600.15
Book Number (26 Georgia. State Engineering Experiment Station.
Report, mot 4, 7
/958, $%
Atlanta,
SV,
EPER PRI A I g
For complete informetion see shelf list.

1. Industrisl researcﬁ. 2. Universities
and colleges.

Holdings . Be. MmO b /1758,

Q. L shelf List

g

Main Entry Card

600.15
626 Georgia. State Engineering Experiment Station.
Report,
Atlanta,
V.

For complete information see shelf list.

1. Industriel research. 2. Universities
and colleges.




See Reference

Comprehensive plan see Master plan

See also Reference

Land ecquisition
s& Eminent domain
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Title

MAIN ENTRY CARD

624,131

N17T1 National Research Council, Canada. Division ]
of Bullding Research.

The nature of frost action, by E. Penner.

.Corporate Author

Place and date
of publication

Ottawa, 1958, .

[10]p. (Its Technical paper no. 53)

' Pagination

Subiect Heading -

Reprinted from Proceedings of the Thirty- ~—~—
eighth convention of the Canadian Good Roads
Association, 1957, p. 234-24k3.

--h-..______-_-_--‘- .
1. Frozen ground. I. Penner, E.
II. Title. (Series)

Tracings to show
form in which it

is to be found
in catalog

Added entry for hﬂe

YD

Series note

™~ Note

SUBJECT CARD personal

Frozen ground.
624,131
N171 National Research Council, Canada. Division
of Building Research.
The nature of frost action, by E. Penner,
Ottawa, 1958,
[10]p. (Its Technical paper no. 53)

Reprinted from Proceedings of the Thirty-
eighth convention of the Csnadian Good Roads
Association, 1957, p. 234-243.

1. Frozen ground. I, Penner, E.
II. Title, (Series)

Added entry for

author



ADDED ENTRY CARDS
Personal Author Card

Penner, B
624,131
N171 Nationsl Research Council, Canada, Division
of Building Research.
The nature of frost action, by E. Penner.
Ottawa, 1958.
[10]p. (Its Technical paper no. 53)

Reprinted from Proceedings of the Thirty-
eighth convention of the Canadian Good Roads
Association, 1957, p. 234-243.

1. Frozen ground. I. Penner, E,
IX. Title. (Series)

Title Card

Théknatufe of frbst action.

624,131
N171 National Research Council, Canada. Division

of Building Research.

The nature of frost action, by E. Penner.
Ottawa, 1958.

[10]p. (Its Technical paper no. 53)

Reprinted from Proceedings of the Thirty-
eighth convention of the Canadian Good Roads

Association, 1957, p. 234-243,

1. Frozen ground, I. Penner, E.
II. Title. (Series)
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ABC's of urban renewal.,

1711.585
{821  Sears, Roebuck & Co. Urban Renewal Division.
1 ACTION
; see
Accidents,
699.81
! . 11 :
Adequate living accomodation for the aging.

| 728.1
: 699.81
’ A37 U.S. Dept. of Agriculture.
| 690.22

A51 Alaman, A

_Exhibit 9
—\

LAY
T American Bar Association.

1062 wenort af the Committee on Condemnation

Tmnermeahilided de muros de 1adrillosl aeus de

LAW

Apportionment.

LAW

Apportionment - Statistics.

Architecture.

T720.2
(A5

Colonisl Willdiamshurs Vo

Williemehire,
Automation. ,

538. 56

Automation.

538.56
. H21 U.S. Dept. of Health, Education, and Welfare.
: Guide for the analysis and improvement of
data processing. [Washington] U.S. Dept. of
Health, Education, and Welfare, Office ofManege-|
ment Policy, 1961.
[56]p. (General Administration, A16-10-1)

1. Automation. 2. Documentation.
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1. THE LAW SECTION is responsible for providing library service in the legal

aspects of housing and community planning to the Agency and Regional Office
attorneys and to outside agencies and individuals requiring such services.
This includes law acquisitions, processing, reference, book circulation,
stack maintenance, and distribution of certain sets. Under the direction of
the Librarian, the Chief, Law Section, is responsible for the organization,
procedures, and work of the Section, and the direction, training, and super-
vision of its personnel. Non-form letter correspondence is reviewed by the
Librarian. The Section Chief correlates the work of the Section with that of
the other Library Sections. As needed, the law librarian substitutes in
general reference in the Reference and Circulation Section.

DEVELOPMENT OF THE LAW COLLECTION

a. Book Selection. The Chief, Law Section, selects and makes recommen-
dations to the Librarian for new and revised law publications. To this end,
and to keep abreast of current legal developments, the Chief, Law Section,
scans legal periodicals, bibliographies, reading lists, books, catalogs,
publishers’ and dealers’ announcements, and other sources. The collection
is reviewed continually to keep state statutes, codes, session laws,
municipal charters, ordinances and codes, the digests, reports, reporter
systems, encyclopedias, Federal legislation, and other continuations up

to date. Conferences with, and suggestions from, Agency attorneys are
also helpful.

b. Ordering. See the procedure in paragraph 3b of the Library Branch.
However, generally the Chief, Law Section, initiates the order or requi-
sitions for law continuations. In the requisition number assigned, (L)
follows the Library number. Copies of these requisitions and purchase
orders are filed in the Law Section. The Chief, Law Section, also reviews
Regional Office requisitions for law books, if possible furnishes the
material, or provides adequate purchase information. A file is maintained
of these requisitions or a card made and filed in the Regional Office

Union Catalog.

c. Receipt of Material. The procedure is the same as prescribed in
paragraph 3c of the Library Branch with the following exception: legal
purchased material is delivered by the Library mail desk to the Law
Section direct, except for periodicals. These are handled in the same
manner as the general periodicals.
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3. PERIODICAL PROCESSING AND ROUTING. See the procedure in paragraph 4 of
the Library Branch.

4. LAW POCKET PARTS, SUPPLEMENTS AND ADVANCE SHEETS are entered in the
law visible record continuation file to indicate which have been received.
(See Exhibit 1.) These parts are then filed with the corresponding law book.

5. CATALOGING. The Cataloging Section performs the cataloging. See its
procedure. The following exceptions apply to law books:

a. Law Symbols: No classification numbers are assigned. However the
following symbols are used on the catalog cards:

T - Treatises. These include monographs, commentaries, textbooks,
‘legal institutional and historical works, case books, Restate-
ments by American Law Institute.

UsS

US Statutes at Large, US Revised Statutes, Congressional Legis-
lation, treaties and international agreements, US Code, US Code
Annotated, US Code Congressional and Administrative News, Slip
laws, US Constitution, Code of Federal Regulations, Federal
Register.

N - National Reporter System and Shepard's Citations.

S - State Statutes, revisions, compilations, codes and session laws,
special publications on the state.

E - Encyclopedias, including Corpus Juris, Corpus Juris Secundum,
Ruling Case Law, American Jurisprudence.

R - Reference, including law dictionaries, directories, Martindale-
Hubbell. : ‘

FA - Administrative Agency opinions, decisions, digest and/or reports,
include Attorney General Opinions, Comptroller General Decisions,
Court of Claims Reports; etc.

M - Municipal charters, codes, ordinances.

2
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b. Shelf List:

New shelf list cards are provided by the Cataloging Section. The
Law Section is responsible for filing into and maintaining the law
shelf list. It is filed by category and then alphabetically within

the categories in the same order that the books are arranged on the
shelves. The Law Section fills in Form H-304 (See Exhibit 2.) for
newly received volumes on older titles that are continuations. As
added volumes in the series are received, the volume and identifying
numbers are added to Form H~304 or to the newer shelf cards.

c. Processing:

No call number labels are placed on law books but the symbol is indi-
cated. Card pockets are pasted in on the verso of the book cover.

On these are typed the briefest citation to the book but volume and
identifying number are always included. (See Exhibit 3.) A Law Book
Card, Form H-86, is also typed and inserted in the pocket. (See
Exhibit 4.)

6. REFERENCE. The procedure is the same as prescribed in paragraph 2 of the
Reference and Circulation Section with the emphasis throughout on law in
the inquiries and special knowledge, skills, resources, and tools used to
furnish the information. The Law Section has on reference a Union List
of the Legislative Histories prepared by Federal agencies. The Law Section
furnishes the information on HHFA legislative histories to the publisher:
The Law Librarians' Society of Washington, D. C.

7. BIBLIOGRAPHY. The procedure is the same as prescribed in the Reference
and Circulation Section with again the slant toward the specialized law
knowledge and tools required. For "Housing and Planning References, "
the Law Section indexes articles in the periodicals it reviews. It also
assists in the editing of the typed copy.

8. CIRCULATION

a. Origin of Requests. The procedure is the same as prescribed in the
Reference and Circulation Section.

b. Charging. The Law Book Card, Form H-86, is removed from the card
pocket, the reader's name, the date the book is loaned and, where necessary,

3
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office and telephone number are written on this card. (See Exhibit 5.) At the
end of the day, the cards are counted and filed alphabetically by author in
the Law Section charge file. A card is made for a law periodical the first

. time it circulates regularly.

c. Library Charge Slip. The procedure is the same as prescribed in the
Reference and Circulation Section. Generally, when the attorneys charge
the books themselves, a Library Charge Slip is not attached.

d. Rush Handling. The procedure is the same as prescribed in the Reference
and Circulation Section, '

e. Interlibrary lLoans. The procedure is the same as prescribed in the
Reference and Circulation Section.

f. Loan Period. The procedure is the same as prescribed in the Reference
and Circulation Section, but law books are generally loaned for two weeks.

g. Overdue Notices. The procedure is the same as prescribed in the
Reference and Circulation Section.

h. Return of Material. The charge card is removed from the charge file
and reinserted in the card pocket or clipped inside the back cover of a law
periodical. The material is examined and loose and torn pages mended; it
is then shelved.

9. SHELVING AND STACK MAINTENANCE

a. Shelving. The law books are arranged in groups with respect to each other
in that order which convenience of use and physical limitations require. The
arrangement of the law books is on a chart displayed in the Reading Room.
They are arranged as follows:

Treatises are arranged alphabetically by the author. (Symbol "T".)

The symbol "US" material is arranged in numerical order by volume
within each category. (Legislative Histories are prepared by and
filed in the Iegislative Reference Section of the Office of General
Counsel.
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The National Reporter System is in alphabetical arrangement by regional
groups and in numerical order within the regional groups. Shepard's
Citations are filed immediately after applicable region. (Symbol "N".)

The State material is arranged in alphabetical order by state, includ-
ing special publications on the state, filed immediately after the state
laws. (Symbol "S".)

For a checklist of the statutes and codes of each state, see "lLaw
Library Journal" for February and August of each year.

The encyclopedias (Symbol "E".)

The Law Dictionaries are reference and are arranged together (Symbol
"R".) Also in the reference area are the Law Directories: Martindale-
Hubbell, Legal Register for District of Columbia, Congressional Staff
Directory, Congressional Directory, and other miscellaneous legal
directories.

Administrative Agencies opinions, decisions, digest and/or reports are
grouped together for convenience. (Symbol "FA".)

Municipal charters, codes and ordinances are filed together. (Symbol
"M " . )

The Foreign Law material is filed in cabinets and marked VF.

The legal periodicals are arranged in a straight alphabet according to
their titles. While the different sets are arranged alphabetically, the
volumes of any set are in chronological order according to the volume
numbers.

b. Stack Maintenance. The procedure is the same as prescribed in the
Reference and Circulation Section.

10. DISTRIBUTION. Upon receipt from the Government Printing Office, the Law
Section takes its copies, and then distributes to OA and constituent units
and agencies the following publications:  Code of Federal Regulations,
International Treaties, Statutes-at-Large, and the U.S. Code and annual
supplements. The Decisions of the Comptroller General and the U.S.
Code Annotated are also requisitioned as required and distributed by
the Law Section.
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1. THE REFERENCE AND CIRCULATION SECTION provides comprehensive infor-
mation and research services by locating, selecting, assembling, and
organizing material from the Library's specialized, non-legal collections or
from outside sources to answer inquiries and help solve problems. It circu-
lates the general collection books, periodicals, reports, pamphlets, films,
and slides in response to requests, or on the Library's initiative to Agency
personnel who would be interested in the publications. It serves Office of
the Administrator personnel in Washington and the Regional Offices direct
and through their libraries, and Federal Housing Administration and Public
Housing Administration personnel via their libraries. It also serves outside
organizations, firms, and individuals seeking data in the housing and com-
munity planning fields. Legal reference and circulation services are pro-
vided by the Law Section. As needed, however, the Reference and Circu-
lation personnel assist or substitute in the Law Section.

The Reference and Circulation Section is responsible for shelving and stack
maintenance, including the binding and weeding, of the general collections.
It is also responsible for the receipt, allocation, and dlstrlbutlon of all
mail received in the Library.

Under the direction of the Librarian, the Chief, Reference and Circulation
Section, is responsible for the organization, procedures, and work of the
Section and the direction, training, and supervision of its personnel.
Non-form letter correspondence is reviewed by the Librarian. The Chief,
Reference and Circulation Section, correlates the work of the Section with
those of the Branch and the other Sections of the Library, and acts for the
Librarian, as required.

2. REFERENCE. Requests are received in person, by telephone, memorandum
or letter. Facts, knowledge, recorded experience, ideas, and opinions
are located to help in carrving out the Agency's and outside related programs.
Problems presented vary in difficulty from those which can be answered by
brief consultation of reference and bibliographic tools, to elusive and
involved questions which require extended searching in many sources in
and out of the Library, and the furnishing of extensive background materials.

a. Record of Inquiries. Inquiries, whether verbal or written, generally

are recorded on Form H-31, Request for Library Service, or attached thereto.
(See Exhibit 1.) Also recorded on H-~31 are the actions taken by the refer~
ence librarians showing the reference and bibliographic sources consulted,
material collected, libraries or institutions contacted and the answer or
conclusions reached, if not obvious.
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b. Letters. When the inquiry requires a letter or memorandum in reply,
Form H-31 is not filled out unless the action taken to obtain the information
and formulate the answer needs to be recorded for further use or to indicate
the extent of the search. Otherwise, the incoming and outgoing letters in
the Library Correspondence File serve as a record of the inquiry.

c. Place Marker. Pertinent pages in assembled material are marked with
Form H-31, Place Marker. (See Exhibit 2.)

d. Attention Notes. The reference staff continues on the alert for material

in subject areas or projects Agency staff are engaged in, and upon discovery,
forwards these with appropriate notes or place markers to interested per-
sonnel. With the Librarian, and the law librarian, it maintains a reader
interest file so that any article or development significant to Agency personnel
is called to their attention.

e. Book Selection. The reference staff recommends, searches, and justifies
for purchase or free order any titles which they think would be valuable
additions to the existing collections; special attention is given to new refer-
ence publications.

f. Retention of Reference Books. The reference staff recommends the length
of the retention period on yearbooks, directories, indexes, and other publi-
cations that file in the referepce collection.

3. BIBLIOGRAPHY

a. Lists of Publications in subject fields are compiled. These are usually
selected, annotated, and may be brief or extensive. They are prepared as

need arises or upon request. (See Exhibit 3.) Requests for comprehensive
bibliographic service are approved by the Librarian and, if needed, by the

Director, Division of General Services.

b. Housing and Planning References. The Reference Section assists in the
production of "Housing and Planning References " by indexing articles in the
periodicals it reviews, by assisting in the editing of the typed copy prior

to reproduction, and by preparing the indexes. The reference staff suggests
new or revised subject headings, and "see" or "see also" references to be
used in this Library bimonthly publication. See Library Branch procedure
Item 5 "Housing and Planning References" for full description.

2
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4. CIRCULATION

a. Origin of Requests. Requests originate from readers in the Library, by
telephone, memorandum or letter requesting specific items, by reader
selection from "Housing and Planning References, " as a result of answer-
ing a reference inquiry, or at the suggestion of the Library staff who believe
that a publication would be of assistance to Agency staff. Loans are made
to Regional Offices, generally via their libraries. Publications are lent to
any serious research worker in or outside the Government at the discretion
of the Librarian, the Chief, Reference and Circulation Section, or the Law
Section. When possible, loans are made via the individual's library rather
than direct. Out-of-town loans are made only to institutions..

b. Charging. A charge card is prepared for each publication at the time

it is loaned. (See Exhibit 4.) The clipped holes indicate due date and
initial of borrower's name. Material loaned for continued office use is
designated as an indefinite loan. (See Exhibit 5.) This charge card is typed
because it remains in the charge file as long as the material is retained by
the borrower. All charge cards are filed alphabetically by the main entry.
There are two files; one for current loans; the other for indefinite loans.

c. Library Charge Slip. After filling out the appropriate spaces on Form H-74,
the charger attaches this form to each piece of material which is being
borrowed. (See Exhibit 6.) Exceptions are made to this rule only for multi-
ple items with a single main entry, such as a number of issues of a peri- -
odical or when the borrower indicates that multiple charge slips are
unnecessary. ’ ‘

d. Rush Handling. Material is sent to Agency personnel by regular
interoffice mail unless a request for quicker service is made. Form H-33,
Request for Special Messenger Service, is prepared; the material is then
handled by the Mail and Files Section, Records Management Branch.

e. Interlibrary Loans. The Library has borrowing privileges with Constitu-
ent Agency libraries, other government, university and special libraries,
and they in turn borrow from us. Publications obtained from these sources
must be handled according to the standard Interlibrary Loan Code. The
librarians, because of their knowledge of research resources, make the
determination from which libraries to request books. Sometimes borrowing
from such sources as Executive Library Service requires special handling.
Rush handling and pick up service are used when necessary.

3
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(1) Loans from Constituent Agency Libraries are requested by telephone and
charged on the regular charge card with the lending library's name clearly
indicated.

(2) Loans from Library of Congress. Form H-45A, Request for Interlibrary Loan,
is used to request material from the Library of Congress. (See Exhibit 7.) Copies
A and B of this multiple copy snap-out form are sent to the Library of Congress.
Copy C is used to request renewal, if it is necessary to retain the borrowed
material beyond the original loan period. Copies D and E and a self-addressed
envelope are enclosed when the borrowed material is returned to the Library of
Congress. Copy F serves as a progress record of the entire transaction and as
the charge record and is filed until the IBM return card which the Library of
Congress returns as a receipt in place of Copy E is received. These return
receipts are retained for two vears.

(3) Loans from Local Libraries. Form H-46A, Request for Interlibrary Loan, is
used. (See Exhibit 8.) Copy A is sent to request material; Copy B is used for
renewal; Copies C and D with a self-addressed envelope are enclosed when
borrowed material is returned; Copy E is the progress record and charge. Copy
E is kept only until the lending library acknowledges receipt of its material on
Copy D. Receipts are retained for two vears. Preprinted envelopes are used
for Library of Congress and for acknowledgment to us. (See Exhibit 9.)

(4) Loans from Out-of-Town Libraries. Form H-46A is used for these trans-
actions. If the material requested is a thesis, this must be so indicated.
When the request is sent, the lending library is asked to use the enclosed self-
addressed frank. However, this does not pay for insuring or certifying which
lending institutions sometimes consider necessary. They must then be
reimbursed. They are requested not to send publications "Express Collect"
since there is no provision for paying this type of shipment. Prior to mailing
the request, it is explained to the Procurement Section in the event there are
any transportation or other charges incurred. These are determined when the
borrowed material is received in the mailroom.

(5) Interlibrary Loan Statistics. These statistics, like the others, are counted
and recorded on the Library Statistics sheet. (See Exhibit 18 under Library
Branch.) Statistics on the number of non-law publications loaned direct to the
Office of the Administrator personnel by Constituent Agency libraries are .
obtained from the latter by the circulation assistant at the end of each report
period. They are included in the total figure under "borrowed from outside
sources." Law loans are not counted as the FHA Library is compensated for
serving OA attorneys. ‘
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f. Loan Periods. Generally material is loaned for one month. Inter-

library loans (unless out of the city) and recent periodicals are loaned for
two weeks. Books on which reserves have been placed and display copies
of periodicals are loaned for one week or less, depending on the length of
time the periodical remains on the display rack. Reference books are loaned
for brief periods at the discretion of the Chief, Reference and Circulation
Section.

Publications which are not in demand may be renewed twice. If they are
needed beyond ninety days, the charge is given to the Chief, Reference and
Circulation Section to determine if the material is actually in the office to
which it is charged. If it is still needed, the loan may be further extended
or changed to Indefinite Loan.

g. Qverdue Notices. Any material kept beyond the loan period is followed
up by a reminder on a preprinted form. (See Exhibit 10.) Each Friday,
Library shelves are checked before the memorandum is typed. When the
memorandum is typed, the charge is stamped in the upper right corner to
indicate the notice was sent.,

(1) Second Overdue Notice. If there has been no reply a Second Notice
is sent. The words "Second Notice" are typed following the words on
the subject line of the Overdue Notice form. Charges which require a
Third Notice are given to a reference librarian for appropriate action.
The reference librarian may change the charge to indefinite loan if need
is indicated by borrower. If material is lost, replacement or payment

is requested.

(2) Reserves on Overdue Material. Charges on overdue material on
which reserves have been placed are recalled by the Circulation Assist-
ant by telephone in place of a typewritten Second Overdue Notice. The
charge is then re-notched to be checked the following week in order
that a follow-up can be made, if necessary, by a reference librarian.

h. Indefinite Loan Confirmation. Once a year a Confirmation of Indefinite
Loan preprinted form is sent to borrowers. (See Exhibit 11.)

i. Return of Material. The charge card is removed and destroyed. Returned
material is examined and loose or torn pages are mended. The publication
is placed on the truck for shelving.

j. Films and Slides. The Library is responsible for the circulation of the
slides and films prepared under contract for the Agency, and outside ones
that have been acquired. A form letter is used to answer requests. (See
Exhibit 12.) It either accompanies the requested film or slides or explains

5
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why they are not being shipped. A carbon of the letter is kept for the Library.
Included with the film "Magdalen Street" is a request in duplicate to acquire
information about audience reaction. (See Exhibit 13.) One copy is retained
in the Library and one is sent to Urban Renewal Administration. Each time
any film is returned, it is inspected by the Records Management Branch at-
the Publications Depot.

k. Circulation of Unpublished Research Reports. The Library is responsible
for circulating the final unpublished reports received under contract during the
existence of the Division of Housing Research. Also the reports resulting
from grants made by Urban Planning Assistance Program, Demonstration Grant
Program, Community Renewal Program, and Mass Transportation Demon-
stration Program.

1. Distribution of Publications Issued by the Library. Requests for issues of
"Housing and Planning References", "Subject Headings Used in Catalog of
HHFA Library", "Periodicals Current Received", "Relocation in "Urban Areas",
"Selected Reading for Housing Interns", and other bibliographies compiled in
the Library are filled by the Circulation Assistant who types the envelopes and
encloses a slip indicating this is being sent in response to their request. When
so indicated by the Librarian, a note on letterhead is enclosed with "Housing
and Planning References" asking if the addressee wishes to be added to our
regular mailing list. Requests for regular distribution are handled in the
Librarian's Office.

5. SHELVING AND STACK MAINTENANCE, Books, periodicals, pamphlets, films,
and clippings have to be maintained in an organized manner at all times for
efficient functioning of the Library. '

a. Book Shelving entails putting them in their proper numerical order on the
shelf by the decimal classification system used. Reference books are shelved
in the reference room; they are marked with an R above the call number.

FOLIO material is so marked and is filed on special shelves in the catalog
room.

b. The Pamphlet Files consist of numbered ones and those designated for
filing by a written subject heading and are marked VF (Vertical Files). The
numbered ones are filed numerically, separate from the books. The un-
numbered ones are filed first into eight major subject and geographic cate-
gories, then alphabetically within these categories.

6




HHFA-OQOA ;
Division of General Services Internal Operating Procedure
February 1963 Reference and Circulation Section

c. The Periodicals are arranged on the shelves alphabetically by title
(certain issuing bodies are the exception to this rule), and then by date
after each title. The filing order follows that of the Kardex. Keeping
the publications in order and current means eliminating older issues or
duplicate copies according to written determinations recorded on the
Kardex or shelf list and on the shelves or binders. When a periodical
changes its name a "dummy" is made for the former title and all the
periodicals are filed under the new title. Periodicals too flimsy to stand
upright are punched and filed into ring binders or placed in boxes. The
ends of the shelves, boxes and binders must be labeled. Films are kept
in a separate metal cabinet. As shelves become filled, a general shift
must be planned and effectuated. An attempt is made to accommodate
the most material for the longest period possible and to utilize all the
space to its utmost. ' :

d. Addenda, Corrigenda, and Loose~Leaf Items must be kept currently
filed. This means recognizing this material as it is received, counting,
stamping, locating the binders by call number, searching the catalog if

it is not already on a separate listing which is kept at the desk of the
shelver. When the binder is located, the written corrections are made,
as directed, or the new material is inserted, plus the detailed filing
instructions, and obsolete material is discarded. The shelver checks to
see that the correct number of copies are received. If there is a shortage,
she asks for additional copies, if Agency publications. If not issued by
the Agency the shelver calls the discrepancy to the attention of the Chief,
Reference and Circulation Section, who determines if additional copies
should be maintained and the missing items requested.

6. BINDING. About every two years, the materials which are to be bound,
usually periodicals, are selected by the Librarian or Chief, Reference
and Circulation Section. They are assembled and collated for binding,
after first clearing with the Librarian and the Director, Division of
General Services, on the availability of funds.

a. Assembly of Material. Issues to be bound are collected and arranged
in the order in which they are to be bound. Missing issues are claimed

or obtained from other sources: indexes are included if available. Indexes
are placed in the back of the volume, table of contents in the front. The
size of each volume is determined by the thickness of the periodical, the
frequency of issue, and the volume numbers designated by the publisher.

7
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Color, end papers, and lettering are determined from previous binding instruc-
tions for earlier issues of the same title. These are in a folder labeled "Bind-
ing Requisitions" in the Library general file cabinet.

b. Preparation. Each separate book to be bound is tied; two. copies of
Standard Form l1-a, "Binding Instructions' are attached. These indicate the
style of binding, materials, lettering, color, etc. A charge card to the
Bindery is made out for each volume, specifying the issues to be included in
that binding.

c. Dispatch. The requisition Form H-20, Requisition for Graphics and
Reproduction Services, is made out in triplicate. Fastened to each copy is a
separate list of the items to be bound, ‘indicating: name of periodical, color
and number of binding cloth to be used, inclusive dates and volume number
for each separate book to be bound. The Library requisition number put on
this form is in sequence with the last previous binding requisition number
(see "Binding Requisitions " folder for numbering sequence and for completion
of forms.) The Dept. requisition number is obtained from the Director,
Printing and Reproduction Branch. Two copies of the requisition are forwarded
with the material; the third is retained in the Library.

d. Receipt of Bound Material. When bound volumes are returned to the
Library, the list attached to the requisition is checked to insure that all items
have been returned, and lettering on each volume is verified against the "Bind-
ing Instructions." Charge slips for each volume are then canceled.

Bound volumes of periodicals are recorded on the Kardex card for that title
as follows:

(1) In the column headed "Ser. " the letter "B" in red, for the year
‘indicated.

(2) In the column headed "Vol." the volume number or numbers in
red, for the year indicated.

(3) At the top of the card, after the word "Bound", a red check
‘indicates that this periodical is bound. If any extra unbound
copies are also retained, the notation "+1" is made after the
red check. TUnbound extra copies for some titles are kept for
the last five years.
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The publications listed below are overdne and should be returned
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Haterisl checked Not Renowable has other requeste waiting or has
been borrowed from another lidbrary,

Please return or renew books on or prior to date due, as this
will make them more available to all, and save the sending of

notices,
Publication ) Date Date Not Please
: ‘ Borrowed Die HRenewable FHenew
Fortune, May 1958 Decsls 62  Dec.28 62

(blve form)



HHFA-OA

Division of General Services

Internal Operating Procedure
Reference and Circulation Section
: ~ Exhibit 11

February 1963

#-96 15-601

UNITED STATES GOVERNMENT

Memorandum HOUSING AND HOME FINAKCE AGENCY
TO "756""0““ Coe DATE! gan. 3, 1963

FROM

BURJECT!

OA Lidbrary, 103 N.
Confimmation of Indefinite Loan

Listed below 18 materisl charged to you on indefinite loan, If
1t 1s not used regularly by your office, we should eppreciate
its return to the Library,

If you wish to continue to retain this materiasl in your office,
please sign and return this memorandum,

Beyer, Glemn
Housing: a factval analysis
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HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR ’ WASHINGTON 25, D. C.

Yedoral Houstag Adainisiration January 9, 1963

Publio Housing Administration
Tederal Hallonal Mortgage Assaclation
P Faciliies A

Urbag Renswal Administration

LIBRARY

Mr. Marion Hyatt,

Executive Director

Opalike Housing Authority

P.0, Box 786

Opalike, Alabama

Dear Mr, Hyatt:

Your request for the film checked has been received,
[_—_7 Toward a Uniform Plumbing Code,
/-7 Mow Technigues for House Construction,
[] Pre-enpineered Housing.
[7 doe Doe - Small Home Builder,
[_7 Safe Water in the Home,
[X_:] Magdalen Street

The following astion has been taken:

m Wo are shipping the film under separate cover, Because
of numerous requests, please return immediately after
showing,

All availsble copies are on loan at the present time,

[ 7 The film will be shipped for the time you requested,
We shall ship to you as soon as one is returned,

Sincerely yours,

Librarian
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PLEASE COMPLETE THESE FORMS IN DUPLICATE AND RETURN WITH FPILM

HOUSING AND HOME FINANCE AGENCY

OFFICE OF THE ADMINISTRATOR WASHINGTON 28, D. C.
LIBRARY
Federal Housing Administration
Publio Housing Administration
e erdoge hemeiato®  Film: Magdalen Street Dates
Urban Renewal Administration
ORGANIZATION AND CITY ko, OF SHOWN T0 NO. OF

SHOWINGS WHAT GROUP VIEWERS AUDIENCE REACTION
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1, THE PROPERTY MANAGEMENT BRANCH, composed of four sections, is
responsible for the procurement and control c¢f administrative supplies, equip-
ment, and non-personal services, and for the establishment and maintenance
of property records that meet fiscal ac‘counting requirements. The Branch
plans and directs the space management program for the Central and Regional
Offices, and authorizes or approves travel for the Central Office personnel
and the HHFA Regional Administrators. The Branch is headed by a Director
who is responsible to the Director, Division of General Services, for providing
staff advice and coordinating the work of the Branch, for developing procedures
for the operations of the Branch, and for initiating and recommending operating
policy. The Director of the Branch represents the Housing and Home Finance
Agency as the principal Agency member of the Federal Fire Council and is
liaison officer between the Agency and the General Services Administration in
the review and re-examination of Government utility services. He also serves
as the Housing and Home Finance Agency representative of the Federal Build~
ing Service, District of Columbia Civil Defense Plan.

A brief description of the function of each of the four Sections in the Property
Management Branch is at the beginning of the internal operating procedure for
each Section,

2. REPORTS. The Branch is responsible for preparation of the following reports:

a. Semi-Monthly. The Sections of the Property Management Branch make
semi~monthly reports to the Director of the Branch on the Thursday
before the first and third Monday of each month. These reports summa-
rize accomplishments during the reporting period, outline plans for
accomplishing forthcoming assignments, and point out any other items of
interest significant to the Division. Based on these reports, the Director
of the Property Management Branch sends a report on the following day
to the Director, Division of General Services. This report is in two
parts: (1) items suggested for inclusion in the Director's semi-monthly
report to the Assistant Administrator (Administration); and (2) items
presented in sufficient detail to keep the Director fully informed of
‘operations within the Branch. ' |
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b. Periodic

(1) Reports Prepared by the Procurement Section

Form & Date of
Title Frequency Submission Reference
Report on Procure- SF-37 Within 30 days GSA Regulation
ment by Civilian Semi-annually after the close  1-II-212,02
Executive Agencies of the semi- ‘

annual period

Estimates for Letter- Usually in - Annual letter from
Departmental Annually December for GSA
Envelopes the forthcoming

fiscal year

(2) Reports Prepared by the Property and Supply Section

_ Form & Date of : ‘
Title Frequency Submission Reference
Quarterly Report SF-121 Within the first GSA Regulations
of Utilization and Quarterly month after the 1-111-307.01
Disposal of Excess close of the 1-1v-306.01

and Surplus Personal quarter

Property

Supply Activity GSA-1473 By September 15 GSA Regulation
Report Annually of each year 1-11-102. 00
Acquisition and Use Letter - By September 30 Bureau of the

of Limousines and Annually of each year Budget Circular
Heavy Sedans in No. A-22

Executive Agencies
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(3) Reports Prepared by the Space and Maintenance Section

Title

Agency Space Report
(for District of
Columbia and Adjac-
ent Areas)

Agency Space
Summarization (for
District of Columbia
and Adjacent Areas)

Report of Space Use
by Building (outside
the District of
Columbia) (Space
not assigned nor
controlled by GSA)

Ndtice of Anticipated
Space Changes

Annual Report of
Real Property Leased
to the United States

Form &

Frequency

SF-111
Quarterly

SF-111A
Quarterly

SF-123
Annually

GSA Forms 1357,
1357A, and 1357B

"Annually

GSA Form 1166A
and GSA Form
1209A

Annually

Date of
Submission

Within 10 days
after the close
of the quarter

Within 10 days
after the close
of the quarter

By October 10
of each year

By September 1
of each year

By October 1
of each year

Reference

GSA Regulation
2-11-503, 00

GSA Regulation
2-11-503, 00

GSA Regulation
2-1I1-503. 00

GSA Regulation
2-11-202. 00

GSA Regulation
2-X1-202.00
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1. THE PROCUREMENT SECTION is responsible for the purchase of supplies,

equipment, and services used in the administrative operations of the Central
Office. This includes developing specifications, analyzing bids, and making
awards. It includes preparing contracts, finding sources of supply, and '
signing purchase orders. The Section is responsible also for the approval of
the purchase of services and restricted items of equipment for the HHFA
Regional Offices as explained in Volume V, 6-1, and for the review of

copies of regional orders and contracts to determine compliance with good
procurement practices.

REQUESTS TO PURCHASE. Supplies are purchased for stock upon receipt
of Form H-4, Purchase Record Card, from the Property and Supply Section
indicating that replenishment of stock is required. (See Exhibit 1.) Form
H-10, Requisition for Supplies and Equipment, covering supplies and equip-
ment not stocked is received by the control desk of the Property and Supply
Section and referred to the Procurement Section for purchase action. (See
Exhibit 2.)

SOURCES OF SUPPLY. The following sources of supply are screened:

a. Excess Property. A listing of personal property excess to Government
Agencies is issued periodically by the General Services Administration.
The possibility of substituting or adapting items available from this
source for items requested should be carefully explored.

b. Federal Supply Schedules. The General Services Administration
executes term contracts which have been entered into on an indefinite
quantity basis. These contracts are published in the Federal Supply
Schedules. ‘

(1) Mandatory Contracts. The individual schedules indicate whether

. or not a contract is mandatory. If the contract is mandatory, purchase
from another source without General Services Administration clearance
is prohibited.

(2) Nonmandatory Contracts. Even though a schedule may not be
mandatory, it should be used whenever purchase can be made more
economically than in the open market,
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(3) Small Requirements Provision, Each Federal Supply Schedule
contains a provision that ordering offices are not obligated tc purchase
and no contractor is obligated to furnish any requirement totaling $50
or less. Such requirements may be ordered, however, subject to
acceptance by the contractor.

(4) Federal Supply Schedule Contract Clearance. There may be times
when supplies, materials or equipment covered by mandatory Federal
Supply Schedule Contracts will not meet requirements. Neveritheless,
if the required item is of the same type, or of a type for which an item
under contract may reasonably be substituted, it is necessary to obtain
a clearance from the General Services Administration before purcrasing
in the open market. Requests for clearance must be in writing and give
a description of the item required and an explanation why the item under
contract will not do. The clearance date and clearance number must be
shown on all carbon copies cf the purchase order. (See the purchase
order procedure in paragraph 6 below. )

(5) Deliveries of Substandard Items. When a delivery of substandard -
items is reported, the General Services Administration Regionzl Office
shall be notified and requested to inspect. The contractor shall be
notified in writing of any skipment rejected and requested to furaish
items meeting specifications and remove substandard items at his
expense,

General Services Administration Stores Stock. The General Services

Admiristration publishes an illustrated Stores Stock Catalog listing
items available from its stock. Instructions for ordering are in the
catalog. Items in GSA Stores Stock are ordered on Form H-35,
Purchase Order. (See the purchase order procedure in paragraph t
below.) Purchase of articles listed in this catalog is mandatory except:

When orders are for $25 or less in value,

When products are required to satisfy public exigency and
time and circumstances will not permit clearance.

For small local purchases if imprest funds are used. (See
paragraph 3i for information about imprest fund purchases.)

When suitable Government-owned used, excess, or surplus .
property can be secured.
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(1) General Services Administration Stores Stock Clearance. There
may be times when supplies, materials or equipment in the General
Services Administration Stores Stock Catalog will not meet require-
ments. Nevertheless, if the required item is of the same type, or of
a type for which an item in the catalog may reasonably be substituted,
it is necessary to obtain clearance from the General Services
Administration before purchasing in the open market. Requests for
clearance must be in writing to the General Services Administration
Regional Office and explain fully why the item in stores stock will not
meet the need. The clearance date and clearance number must be
shown on all carbon copies of the purchase order.

(2) Out of Stock Items at General Services Administration Regional
Offices

(a) When submitting purchase orders for stores stock items, the
General Services Administration may be requested to cancel any
or all items not available by an instruction on the purchase order
to '""Cancel Out of Stock Items'' or '"Cancel the Following Lines if
Out of Stock...." The instruction should be based upon a
determination that the items are urgently needed and are available
locally, or that the overall cost to the Government will be reduced.
In such cases, out of stock items will be canceled and may be
purchased without further clearance from the General Services
Administration. In all other cases, a back order will be
established for each out of stock item and notification given by the
General Services Administration of the approximate date when
shipment will be made. A determination should be made as to
whether the shipping date will be satisfactory and accept the back
order; whether to request a suitable substitute item; or whether to
request cancellation of the back order. General Services
Administration Regional Offices will approve the cancellation or
advise of any other action taken. A reply from the General
Services Administration Regional Office must be received before
purchasing in the open market.

(b) Standard forms, Blind-made items, Federal Prison

Industries items, and furniture items which are temporarily out of
stock will be back ordered in all cases. Notification of the expected
delivery date will be furrished by the General Services
Administration.
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(3) Reporting Discrepancies. Discrepancies in shipments which involve
an expenditure of $5 or less shall not be reported. All other discrep-
ancies shall be reported to the General Services Administration
Regional Office within 48 hours after delivery.

d. GSA Interagency Retail Stores. The General Services Administration
operates interagency retail stores., This source should be used when=-
ever need will not permit delivery from the regular GSA Stores Stock
or whenever it is administratively determined to be advantageous to the
Agency to do so. Form H-10, Requisition for Supplies and Equipment,
is required to obtain items from these retail stores. Charges are
applied against a blanket purchase order issued for the fiscal year.

e. Government Printing Office

(1) The Government Printing Office publishes catalogs of various

types of blank paper, envelopes, ink, glues and miscellanecus supplies

which it stocks. This source is mandatory. Request for clearance to
purchase items in the catalog, or items such as paper or blank .
envelopes which are not in the catalog, must be in writing and the

waiver date and waiver number of the Government Printing Office must

be shown on all carbon copies of the purchase order. Request for

clearance ig usually by letter.

(2) Visible file cards containing special printing, preprinted stencils,

paper plates, and other items classified as "Printing" in the

Regulations of the Joint Committee on Printing cannot be purchased

without first obtaining waiver from the Public Printer. A copy of the -
incoming Form H-10, Requisition for Supplies and Equipment, is sent

to the Printing and Reproduction Branch with a request that waiver be

obtained. The waiver date and waiver number must be shown on all

carbon copies of the purchase order.

f. Federal Prison Industries, Inc.

(1) A Schedule of Products is published by the Federal Prison Indus~
tries, Inc., giving complete descriptions and prices of items for sale.
It is mandatory to purchase at not to exceed current market prices
items of the Industries which meet requirements and are available.
Orders for less than carload lots of common use items listed in
Schedule A (brushes, brooms or canvas goods) shall be ordered from
General Services Administration Stores Stock. Orders for other than

4
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common use items (such as steel shelving or correspondence trucks)
listed in the Schedule of Products shall be prepared as shown on Page B
of the Introductory Section of the Schedule. Orders for these items
shall be sent in duplicate to the U. S. Department of Justice, Federal
Prison Industries, Inc., Washington 25, D. C.

(2) When the required items cannot be furnished, the Federal Prison
Industries, Inc., will issue a formal clearance. The clearance date
and clearance number must be shown on all carbon copies of the pur~
chase order. The clearance itself must be attached to the Finance
and Accounts Copy of the purchase order for attachment to the initial
voucher.

(3) No clearance is required for the purchase from other sources of
products produced by the Federal Prison Industries, Inc., under

these condftions:

(a) When immediate delivery or performance is required by the
public exigency.

(b) When suitable used or surplus property can be obtained.

(c) When products are bought and used outside the continental
limits of the United States and Alaska.

(d) When requirements are for unlisted items costing $100 or
less, except for canvas items and certain castings.

g. Blind-Made Products

(1) Blind-made products are listed in the Schedule of Blind-Made
Products. Blind~-made items which are carried in General Services
Administration Stores Stock are included in the Stores Stock Catalog
and are so identified on the price list in the Schedule of Blind-Made
Products.

(2) Purchase orders for less than carload lots of blind-made items
carried in General Services Administration Stores Stock shall be sub=
mitted to the General Services Administration Regional Office. Blind-
made items not carried in GSA Stores Stock shall be listed on separate
purchase orders. ‘
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(3) Clearance to purchase in the open market any item(s) in the

Schedule of Blind-made Products that totals $25 or less is not needed
provided the item(s) is not listed in the General Services Admiristration
Stores Stock Catalog. "

h. Open Market Purchases. If the required item is not available from any
of the above sources and the amount is not sufficient to require the
solicitation of competitive bids and award of contract (open market pur-
chases are limited by statute to $2500), purchase may be made in the
open market.

(1) Competition. Reasonable competition shall be obtained consistent
with the purchase involved. The number of sources of supply solicited
in effecting competition will depend on the knowledge of the availability
and the cost of the required item. Normally, three or more written
quotations should be solicited when the total cost is estimated to be
$500 or more. However, the following factors should be considered in
making a determination in connection with any open market purchase:

(a) The nature of the article or service to be procured, whether
highly competitive and readily available in several makes or
brands, or relatively noncompetitive,

(b) Information gathered in recent purchases of the same or a
similar item,

(c) The urgency of need of the article or service.
(d) The estimated cost of the article or service.
() Knowledge of special dealers' prices.

(2) Extent of Inquiry. The number of quotations to be solicited shall
be determined in accordance with paragraphs 1(a) through 1(e) above.
Solicitations shall not be limited to suppliers of well-known and
widely distributed makes or brands nor shall quotations be solicited
purely on a selective personal preference basis. The classified
telephone directory, Aver's Directory, Thomas Register, or file of
prospective bidders (SF-129, Bidders' Mailing List Application) in
the Procurement Section may be used to find possible suppliers.
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(3)

Method of Inquiry

(a) Price inquiries may be oral (by personal contact or telephone),
or by telegram, letter, or use of price inquiry form, Reasonable
coverage of the market for small purchases does not ordinarily
necessitate going outside the Metropolitan trade area.

(b) Generally solicitations by telephone or personal contact should
be made for items of small dollar value, and when the items are
few enough in number to make this method more economical, The
Purchasing Agent shall determine in each instance whether oral
solicitation (rather than written) is in the Government's interest.

(c) Written solicitations may be made by letter, telegram, or use
of price -inquiry form. Written inquiries should be restricted to
situations where other methods are impractical, for example, when
the proposed purchase consists of many items, is of sizable dollar
value, or requires specifications that are difficult to explain
verbally. All written quotations shall become a part of the purchase
order file.

i. Imprest Fund Purchases

(1) This method should be used when vendors are reluctant to honor
small purchase orders, when vendors are not equipped to bill agencies
for purchases in accordance with normal business practices, and when
provisions for local credit arrangements and monthly billings by
vendors are impractical. Types of procurement for which imprest
funds would be suitable are:

(a) Emergency, fill=in, occasional, or special purchases of
articles or services.

(b) Bus or street car tokens.
(c) Repairs to equipment.

(d) Gener ally, small purchases not requiring or justifying
procurement by a more detailed method.
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(2) The maximum dollar amount of articles or services purchased
under imprest funds from one vendor at one time shall not exceed $50,
Imprest funds may be used to make payments for articles or services
obtained from mandatory contracts or mandatory sources of supply.

Purchases of Foreign Materials - Buy American Act

Cie
-

(1) The Buy American Act of March 3, 1933 (41 USC 10a-10d) provides
that only such unmanufactured articles, materials, and supplies as have
been mined or produced in the United States, and only such manufactured
articles, materials and supplies as have been manufactured in the United
States substantially all from articles, materials or supplies mined,
produced, or manufactured as the case may be, in the United States,
shall be acquired for public use in the United States except, pursuant to
Executive Order 10582 issued December 17, 1954, (a) the price of like
materials of domestic origin is unreasonable, or (b) the purchase of

like materials of domestic origin is inconsistent with the public interest.

(2) The Buy American Act does not apply if the items to be used, or
the articles, materials, or supplies from which they are manufactured
are not mined, produced, or manufactured, as the case may be, in the
United States in sufficient and reasonably available commercial
quantities and of a satisfactory quality.

(3) The Director, Division of General Services, the Director, Property
Management Branch, and the Executive Officer, Division of General
Services, are authorized to certify to the nonavailability of articles,
materials or supplies not mined, produced or manufactured in the
United States in sufficient and reasonably available commercial
quantities and of a satisfactory quality.

(4) In making the requi red determination, there shall be considered
whether similar domestic articles, materials and/or supplies will
adequately serve program needs. The determination should be in the
form of a statement of fact certified on the carbon copies of the
procurement document as follows:

"Corresponding articles, materials or supplies are not mined,
produced or manufaciured in the United States in reasonably
available commercial guantities and of a satisfactory quality.

(Signature)
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(5) When purchasing against contracts of other departments, such as
Federal Supply Schedule Contracts, et cetera, necessary determinations
and certifications will be made by the heads of those respective depart~
ments except as otherwise indicated in some Federal Supply Schedule
Multiple Award Contracts.

(6) When purchasing machines of foreign origin under Federal Supply
Schedule Multiple Award Contracts, the General Services Administration
has determined that there are no comparable machines and/or equip-
ment manufactured domestically, (This determination is based on the
fact that there are no specifications or standards for use in comparing
the various machines and/or equipment.) However, where two or more
makes of machines and/or equipment listed in the schedule will meet
the requirements for a particular job and both foreign and domestic
equipment are involved, the price differentials required by Executive
Order 10582 shall be applied. The purchase order file will be so
documented.

4. PROCUREMENT FORMS. When the method of purchase has been deter-
mined, the procurement clerk prepares the appropriate purchase form:

a. Form H=35, Purchase Order,

b. Form H-10, Imprest Fund Order.

0

Standard Form 33, Invitation, Bid and Award (Supply Contract).

d. Standard Form 1143, Advertising Order.

5. REGISTERS. The Procurement Section maintains these registers: Purchase
Order, Imprest Fund, Tax Exemption Certificate, Invitation, and Contract.
The Purchase Order, Imprest Fund and Tax Exemption Certificate Registers
are loose leaf lined pages punched for a three-ring binder. Entries are
typed. (The sheets are removed from the Purchase Order and Imprest Fund
Registers at the end of each fiscal year and bound together with an Acco
fastener for permanent filing.) The Invitation and Contract Registers are
in bound form and entries are handwritten. The numbering system and
information entered in each register are described below:

a. Purchase Order Register. A purchase order number consists of a

9
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serial number, the letters "OA' and the last two digits of the fiscal
year. For example: 1-OA-61 was the first purchase order number
assigned in the fiscal year which began July 1, 1960. The register
lists the serial number, date of the purchase order, name of the
vendor, the first item on the order or a brief description of the items
ordered, and the requisitioning office.

b. Imprest Fund Register. An imprest fund order number consists of the
letters "IF", a serial number, and the last two digits of the fiscal year.
For example: IF-1-61 was the first imprest fund order number assigned
in the fiscal year which began July 1, 1960, The register lists the
serial number, date of the imprest fund order, name of the vendor, a
description of the items ordered, and the requisitioning office.

c. Invitation Register. An invitation number consists of the letter '""H",
a serial number, and the last two digits of the fiscal year. For
example: H-1-61 was the first inviiation number assigned in the fiscal
year which began July 1, 1960. The register lists the invitation
number, date issued, and the items to be purchased.

d. Contract Register. A contract number consists of the letter "H" and
the serial number of the contract. Contract numbers continue in one
series indefinitely regardless of the fiscal year. The register lists
the contract serial number, number of the invitation to bid, the
contractor's name and the date of award.

e. The Tax Exemption Certificate Register. The register lists the tax
exemption book number, serial number of the certificates, office to
which issued, date of issue, and the date the book cover is returned,
(See paragraph 12 for instructions about certificate accountability
record. )

6. PROCUREMENT BY PURCHASE ORDER, FORM H-35

a. Whenever the expenditure of Government funds is contemplated for the
procurement of supplies, equipment, and services, Form H=-35, Purchase

Order, is prepared for the signature of the Purchasing Agent or the

Director, Property Management Branch, Division of General Services.,

(See Exhibit 3.) Purchase orders may be amended or cancelled by the

issuance of a new purchase order, using the same number suffixed by the .

10
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word (amendment # ) or (cancellation). A cancelled purchase order
number is not assig—lre_c-i to any other purchase. The purchase order is
coded by objective classification in accordance with Bureau of the Budget
Circular No. A-12 dated July 22, 1960.

b. When a purchase order requires issuance of a U. S. Government Bill of
Lading by another Government agency to move a shipment, the following
statement is typed or stamped on the purchase order:

"Upon shipment, Seller will please forward memorandum copy of U. S.
Government Bill of Lading to the Housing and Home Finance Agency,
Office of the Administrator, Division of Finance and Accounts,
Washington 25, D. C., for encumbrance purposes.'

(An estimated cost for transportation only shall be shown under the
above note on all carbon copies. This estimate is not to be included
in the total on the purchase order.)

c. After the purchase order is signed, it is referred to the Property and
Supply Section for review of the objective classification, the initials of the
Property Management Officer, and return.

d. When the purchase order is returned from the Property and Supply
Section, the Finance and Accounts Copy, the Voucher Examination Copy,
and the Issuing Office Copy are sent to the Division of Finance and
Accounts for certification of funds. The Division of Finance and Accounts
keeps its copy and the Voucher Examination Copy and returns the Issuing
Office Copy to the Procurement Section. When the Issiiing Office Copy is
signed to indicate availability of funds, the following distribution is made:

(1) Original. To the vendor with blank copies of SF~1034 and
SF=1034a, Public Voucher for Purchases and Services Other than
Personal. Blank vouchers need not accompany orders on other
Government Agencies.

An inquiry as to whether the vendor employs 500 persons or less
should accompany orders for open market purchases if the
information is not already on file. The information is needed for
the semi-annual Report on Procurement by Executive Agencies to
the General Services Administration under GSA Regulations,
1-1I-212. 00,

11
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(2) Issuing Office Copy. For the numerical purchase order file.

(3) Purchase Record Cocpy. For the alphabetical vendor reference file.

(4) Finance and Accounts Copy and Commodity File Copy stamped
"Voucher Examination'. Kept by the Division of Finance and
Accounts when funds are certified.

(5) Consignee's Copy, Receipt Copy, and Property Records Copy. To
the consigrnee. The Receipt Copy and Property Records Copy are
signed and returned by the consigree upon receipt and acceptance
of the goods, the Receipt Copy to the Division of Finance and
Accounts, the Property Records Copy to the Property Management
Branch,

(6) Federal Supply Service Copy. Sent with the original to the
Federal Supply Service (or the Federal Prison Industries, Inc.),
(See paragraph 3f above.)

This copy is also used for such miscellaneous purposes as:
statistical data on subscriptions to newspapers and periodicals;
to identify purchases made pursuant to Executive Orders, such as
anti-recession; information copy to the Space and Maintenance
Section when telephone, space, or machine repairs are involved;
to accompany the original purchase order to the Government
Printing Office; and to other government agencies when excess
equipment is needed.

When this copy is not needed, it should be destroyed.

e, Each Form H-35 requires the entry of a "Method of Purchase'" in the
upper left corner of the form. The following paragraphs correspond to
the methods of purchase and define the entries to be made:

(1) Federal Supply Schedule., Purchases made under Federal
Supply Schedule Contracts. Do not include purchases made
under the Schedule of Blind-Made Products.

(2) Federal Supply Service Stock. Used in the purchase of stores
stock from the Federal Supply Service. (See Purchase of GSA
Stores Stock items in paragraph 3c above.)

12
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(3) Surplus Property Transfer. Requests for transfer of‘suriﬁlus pro-
perty from the General Services Administration or from any other
agency.

(4) Advertising (R.S. 3709). Purchases made from commercial
sources after advertising pursuant to Section 3709 of the Revised
Statutes or any similar law.

(5) Other Exemptions from R.S. 3709, Purchases made from
commercial sources without advertising for bids, when exempted
from the advertising requirements of Section 3709 of the Revised
Statutes; these include small purchases, exigency purchases,
et cetera,

(6) Miscellaneous. Purchase orders issued to the General Services
Administration which are not covered by methods (2) or (3);
purchases from Federal Prison Industries, Inc.; purchases from
the Schedule of Blind-Made Products; purchases against contracts
by another agency and any other purchases not covered by methods
(1), (2), (3), (4), and (5).

PROCUREMENT OF NEWSPAPER ADVERTISING

a. The Director, Division of General Services, the Director, Property
Management Branch, and the Executive Officer, Division of General
Services, have authority to authorize the publication of advertising; how-
ever, the administrative duties involved in preparing the advertising order
are hereby assigned to the Purchasing Agent.

b. In placing official advertising in newspapers, no favoritism shall be
shown to any publication and there shall be no discrimination with respect
to any publication because of its editorial attitude. The sole consideration
governing the placement of advertising shall be the adequacy of the
medium for the accomplishment of the purpose of the advertising.

c. Preparation of Advertising Order

(1) Advertising orders consist of Standard Form No. 1143 (Original)
and five copies of Standard Form No. 1143a (Memorandum) and
Standard Form No. 1144 (Original) and Standard Form No. 1144a

13
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(Memorandum), (These forms are printed back to back.)

(2) Whenever procurement of newspaper advertising is required, an
advertising order is prepared for the signature of the Director,
Division of General Services, the Director, Property Managemnent
Branch, or the Executive Officer, Division of General Services. (See
Exhibit 4.) A number is assigned from the Purchase Order Register
in the same sequence as purchase orders. The advertising order shall
show in the box in the upper right corner of the form the date and
number of instrument delegating authority to advertise, which is OA
Manual, Vol. II, Section 5-15-23 dated May 15, 1959, (24 Federal
Register 443.) ‘

(3) After the advertising order is signed, three carbon copies of
Standard Form 1143a are sent to the Division of Finance and Accounts
for certification of funds. One copy is signed to indicate availability
of funds and returned to the Procurement Section. The following
distribution is then made:

(a) Original SF-1143 and one copy of SF-1143a. To the news-
paper selected for the advertising with a copy of the
advertisement.

(b) SF-1143a marked '"Funds Available''. For the numerical
purchase order file. ‘

(c) SF-1143a, For the alphabetical vendor reference file.

(d) SF-1143a, Finance and Accounts Copy and Copy stamped
""Voucher Examination''. Kept by the Division of Finance and
Accounts when funds are certified.

8. RECEIPT OF SUPPLIES AND EQUIPMENT

a. Normally, supplies and equipment are ordered for delivery to the
Central Office stockroom., When received, items are counted and
inspected and if in order, the Property Management Officer or his
designee signs and dates the receiving report spaces of the Receipt
Copy and Property Records Copy of the purchase order. (See para-
graph 6d(5) above for distribution.)

14
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b. Books are ordered for delivery to the Library. Subscriptions, after
approval by the Librarian, may be ordered for delivery to the Library or
the requisitioning office, as determined by the Librarian.

9. IMPREST FUND ORDERS

a. When purchase should be made from imprest funds, Form H-10,
Requisition for Supplies and Equipment, in original and one copy is given
to the purchasing clerk. (See Exhibit 5.) The clerk indicates on the
requisition the name and address of the vendor from whom purchase is to
be made and the price quoted by the vendor. The following statement is
typed or stamped on the requisition and returned to the Purchasing Agent
for dated signature on the original and copy:

"TO CASHIER

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

Date "
Signature

b. A signed copy of the order is returned to the requisitioning office for
submission to the Cashier in support of payment from imprest funds and

procurement by the requisitioning office., The other copy of the Imprest

Fund Order is kept and filed numerically by the purchasing clerk in a

file marked "Imprest Fund Orders, Fiscal Year M

10. CONTRACTS

~a. When Required. Contracts are required to purchase supplies and
services under the following conditions:

(1) When the total cost of the item or service exceeds $2, 500,

(2) When it is known that more than one delivery by a single vendor

15
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will be required and the contemplated expenditure for the fiscal
year exceeds the open market limitation.

b. Parceling. Requests exceeding the dollar limitation for open market
procurement shall not be divided into smaller groupings so that procurement
by purchase order can be accomplished when a contract would be required to
procure the total amount requested.

c. Preparation. When procurement by contract is required, the Procure-
ment Section drafts an Invitation to Bid describing the items or services
required. The invitation is made up from information received from the
requisitioning office. The draft is sent to the requisitioning office for
approval of the specifications. Upon return of the draft signed by the
requisitioning office, the procurement clerk assigns a serial number to
the invitation from the register. Standard Form 33, Invitation, Bid and
Award, is prepared for circulation to prospective bidders. (See Exhibit
6.) A copy of each invitation and a list of the prospective bidders to whom
invitations were sent are kept in the Procurement Section. In setting the
date for the bid opening, a reasonable time, usually at least seven working
days, should be allowed for submission of bids.

d. Award

(1) At the designated time for bid opening, the Director, Property
Management Branch, Division of General Services, or the Purchasing
Agent and at least one clerk open the bids and make an abstract of
them. The Purchasing Agent analyzes the bids and informs the
Director, Property Management Branch, Division of General Services,
of the bidder meeting specifications and submitting the lowest bid.
After the Director, Property Management Branch, Division of
General Services, has indicated approval on the abstract of bids, the
award section of Standard Form 33, Invitation, Bid and Award, is
prepared for signature with the date of acceptance and the items
accepted.

(2) For each award made, Standard Form 1036, Statement and Certi-

ficate of Award, or other appropriate document, is prepared in

triplicate for signature of the Purchasing Agent or the Director,

Property Management Branch, Division of General Services. This

form indicates the method of advertising and the nature of the award:

whether to the low bidder and if not, the reason for making award to .
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other than the low bidder. (See Exhibit 7.)

(3) All bids received and the bid envelopes are kept in the event of
controversy about the time of receipt or the award,

e. Unnumbered Contracts. When the contract totals less than $20, 000
and payment is to be made by a single remittance, the contract is not
numbered.

f. Numbered Contracts. When the contract totals $20, 000 or more or
when more than one payment will be made under it, the contract is
numbered.

g. Distribution of Contract Copies:

(1) Original ribbon copy and one conformed copy to the Division
of Finance and Accounts with the original and one copy of
SF-1036.

(2) One copy signed by both parties to the contract, to the
contractor with a purchase order or letter,

(3) One conformed copy to the consignee.

(4) One conformed copy with a copy of SF=~1036 attached to the
Issuing Office Copy of the purchase order to the purchase
order file,

(5) One copy to the Procurement Section contract file.

h. Receiving Reports for Contract Purchases. A purchase order is
issued to provide receiving reports for supplies and services purchased
under contract except contracts for rent, utilities or miscellaneous
building maintenance services.

11. REGIONAL REQUESTS - APPROVAL OF PURCHASE
a. Regional requests for restricted items of property are sent to the

Central Office for authority to purchase (Volume V of the Field Service
Manual, 6-1). These requests are reviewed by the Procurement Section

17
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for determination of need and sent to the Director, Property Management
Branch, Division of General Services, for signature. A copy of the
request which shows approval or disapproval of purchase is signed by the
Director, Property Management Branch, and sent to the requisitioning
Regional Office. Origiral regional requests are kept in the Procurement
Section and bear a carbon impression which shows whether purchase was
approved or disapproved.

b. Purchase orders are generally not issued by the Central Office for
items to be delivered to the field., There are times, however, when it may
be to the advantage of the U. S. Government to make a consolidated
purchase. When it is, purchase will be made on a consolidated basis and
the Regional Offices will be advised.

12. TAX EXEMPTION CERTIFICATE ACCOUNTABILITY. GAO Manual,
Title 7, Standardized Fiscal Procedures, requires that an accountability
record be kept of tax exemption certificates, These certificates are
issued upon request to HHF A Regional Offices and the Division of Finance
and Accounts of the Central Office. They are sent to the Regional Offices
with a memorandum by registered mail. The numbers of the certificates,
the date and the name of the requesting office are entered in the appropriate
column of the Tax Exemption Certificate Register. When all certificates
in a book have been used, the book cover is returned, the numbers checked
off the register in red, and the date the cover is received is entered in the
proper register column, When a quantity of covers have been accumulated,
they are sent with a memorandum to the Records Management Branch for
disposition,

13, CREDIT CARDS - GASOLINE AND OIL

a. Credit cards for purchasing gasoline and oil are furnished by
contractors on the Federal Supply Schedules. Gulf Oil Corporation credit
cards are issued on an indefinite time basis whereas Esso Standard Oil
Company cards are issued on a fiscal year basis. Esso Standard Oil
Company automatically sends new cards at the beginning of each fiscal
year unless the Agency requests a change in the number of cards to be
furnished.

b. A record is kept by the Procurement Section of the total number of .
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credit cards received, the name of the person to whom each card is issued,
date of issue, and the date the card is returned.

14, HOUSEHOLD MOVES OUTSIDE THE CONTINENTAL UNITED STATES ON
U. S. GOVERNMENT BILL OF LADING. When an employee is transferred
or newly appointed to a position outside the continental United States, the
Government may arrange for the movement of his household effects to his
new duty station., The Travel Section will send the original and one carbon
of Form H-25, Travel Order-Request and Authorization, to the
Procurement Section in these cases. The original Form H-25 will be sent
to the employee with a letter asking when the household effects will be
available for pickup; where they are located, and if in storage, request
for a letter of authorization for release; and destination. When this
information is received, the carrier is selected by the U. S. Government.
Nationwide carriers are represented in all major cities and usually have
representatives in other locations. When movement on a U. 5. Govern-
ment Bill of Lading is indicated, a reputable carrier is contacted and
Standard Form No. 1103, U. S. Government Bill of Lading, is issued.
(See Exhibit 8.) Ordinarily lift van service is used for these moves. The
U. S. Government Bill of Lading should indicate that shipment is subject
to applicable Military Rate Tariffs. These moves ordinarily involve
shipments to or from Puerto Rico and the Military Rate Tariff for Puerto
Rico is No. 9.
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© Standard Form N 1148 Révind

Porm &
| oy el A8 , ADVERTISING ORDER
[ [ T8 mm-'?“m "t ' B

No. ... 1235-0A~61

) Houslng und Home Finence Agenty, Office of the Administrator March '
U8 AR ington 25, DG " 2 19 8L,

The Publisher of ._..Th¢_Enguirer ‘ ' AE rian
Hoboken, New Jersey 3‘”"’""1!""'3"’"5“15lb

8ir:
You are hereby authorized to publish t,lm enclosed advertisement. relating to . Notice of F or! °°’-°’“"

‘Frank and Sue Green, Lot 91, Hlkavlew Acres Subdivision, Hoboken, New Jersey

to be set solid, without paragraphing, sand without sny display in the hending unless otherwise expressly
authgrized in tho specifications attached m the advertmement, in the .vvreeraceeeenn.. edition ogfgour paper,

--------------- ﬁmes, prior to i : an OF ON .A.,?!.'E!!,.!-.é:...u.u 23 and 2h, 196) ... . ...
(Give dats on whigh publicatlon 1 destred)
provided your rates are not in | of the cinl rates charged to private individuals, with the
usual discountd, '
5 Respéotfully, .
T T OF ¥
Date mw...... C. W, Long
N, : : : Title . Director

Property Management Brunch

INSTRUCTIONS TO PUBLISHERS

Extreme care should be exersised to Insure that the sﬁeolﬁo&mlons for advertising to be set other than solid be definite, clear,
and specific stnce no allowance will be made for pars?' ing or for display or leaded or prominent headings, uniess speolﬂc;lly
orderad, or for additiona) space required by the use of type other than '.ha{ specified, Specifioations for advertising other than
solid wlll accompany the advertisesment copy submitted to the publisher with the advertising order and copies of both doou-
ments wlll be transmitted to the General Accounting Office wltz the voucher, The following ia & sample of golid line adver-

¢ eet up in with the usual Government requirements, .

TREASURY DEPARTMENT, Offico of th.
Supervising Arshiteot, Washington, D, C., May 16,
1913 fonted propasmip wil be Teonived ot hna affics
s St e B B
an an rig vau rotection
lf!m Un lx Biates “' pl Mn‘«nnnn
[ ocordencs wi 0 3 o,
ooluo{wh!uhmnyl\ehld hlomuot .
o the custodian at the dlscretion of the Su
leln[ Atohitect, 0, Wenderoth, Bupurvlﬂm pet

Your bill for this gervice should be rendered wpon the vouuher form printed on the reverse hereof {mmediately after the last
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HHFA-OA ‘
Division of General Services
April 1961

Standard Mn Ng ll“—mvhd

PR X g
o Jg;g.;ﬁ..* “.... PUBLIC VOUCHER FOR ADVERTISING

D, 0. Vou, No: .coceseercrosensranans

Bur, Vou, No. concicartamatsassanns
‘U.8
(Dapertment nr sxtablishrent, bueestt or ofior) PAID BY
Voucher propared ay .
\ . (Qive dats ind plaes)
THE UNITED BTATES, Dr., To .coocmmeveiescenceceanas .
{Name of publicetion)
(Pubiaher or proprietor or his represantative)
Address -
?
Te publicetion of attecked advertirement i the odove-nemed puliicelion, 00 axthoricsd by the ottached Adsertising Order, on AMOUNT ‘%
| i
{
Rl sy o ok i © Jollous: Detars | o 3
R
LINRRATEB (.. T Tar . line): . ....... o {eounM }LINES for Aest Insertion j
. 4
) [ L e pordlae . , % v s e e e B “
I
oot tncrions o i Mendted ) LINES sach 4 !
|
nveavonsone T porfn®, « i ¢ v v s a st i e s B, 5
OTHER R ¢ o N
R RATEA " Bixe of type) MM per (iR, squars, word, or folio) ' (Nnmbwoune squiared,
‘words, or foline)
for Arat lon at per
(Inoh, square, word, or folio)
" tons of
- (Number of Inabes, squares, words, of foline)
[}
tach b poe !l.uch! square, pord, vr follo)
v Toertity that the above acoount s correct and just and that payment has not Amount
< boon roceived. Lete dissount at
Date ¥ Payes pereent. i
. y
Per Titla Amouat due. ‘]
g2 e ‘j
1 cortify that the above hed adverti d in ¢he Differonces o
1h on ... :
(Giive daies sdvyertisenment was pbiibed) i
and that the scoount as stated ie cotreot and proper for payment. o
Approved for $.....ceveeeneennens o
DALS c...orevaceereirsinssnnatassanessn Amount verifiod; correct for

(Bignature or inltiale)

ACCOUNTING OLABSIFIOATION (App Bymbol must be ehown; other ol

(Appropriation Symbol and Title)

nod over biy official title.

Appropmion Bylbol. M ﬂtla)

r.m by Cheok No, dated 19......, for 8 { ey e
t Is. l 8) i 1 0 A t
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) W-10 !
REQUISITION o) 3859 £/
REQUISITION WO,
HOUSING AMD NOME FINANCE AQENCY FOR F&A-123-61
OFFICE OF TRE AOMINIITRATOR SUPPLIES AND E£QUIPMENT oATE
0 March 16, 1961
] BELIVER 70 - £OR SEAVICES USE OALY
NANE exy. APPROPRIATION POSTED BY
Alice Smith 6187
BUILOING ROOM NO. P.O, NO. FILLED BY
Normandy 1012 IF-333-61
DIVISION AND BRANCH B P.0, DATE 8.0, NO.
Division of Finance and Accounts March 17, 1961
(Ccu.:f‘" .N'O-’"-, DESCRIPT 1o QUANTITY ml‘S");ng'r l:,ﬂullc’f. AMOUNT

Repair Government-owned Parker pen.
Will not hold ink. $1.00

Fountain Pen Hospital
967 Lee Street, N.UW,
Washington, D. C.

RIS et |

UTHORIZED

T0 CASHIER

Purjchase is approved as to item,
deliveily, source, and amount described
above. | This form Lhall be considored
as a pyrchase order for the purpose of
supporyfing payuenl roa lwpregst Munds.

vatad /767 el

Sigoature

I certify that the supplies sad/or equipment | APPROVEC "‘m .. .
requinitioned above have been received M;;'m White .
TITLE KdmInIstrative Clerk
(IATE) (RECEIVING ENPLOVEE)

6r0 870800
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Exhibit 6

Quustarg purnsn oo i o) INVITATION, BID, AND AWARD |7 o
feration 1T-208.00 (SUPPLY CONTRACT) “GHoER W, (7 #ry ] 1
ISSUED BY ADDRESS

Housing and Home Finance Agency 1626 K Street, N, W,

Off{ce of the Administrator Washington 25, D. C,

INVITATION FOR BIDS

oessien February 27, 1961 | mvramonwo.  H-100-61

Sealed bids in bject to (1) the Terms and Conditions of the Invitation for Bids, (2) the accom-
panying Schedule, (8) General Provisions (Standard Form 82,7-22. 2421 __ edition}, which are incorporated herein
by reference, and (4) such other contract provisions and specifications as are attached or incorporated by reference in
the Schedu} will% received at the above office until__3____ o%elock P m,, Eastern Std, Time,
_ﬂﬁr_c,h__;*’_}_!_ﬂ (date) and at that time pybiicly opened, for turnishing the supplies or gervices described in
the sccompanying Schedule, for delivery f. o. b. 165% K Street, N, W., Washington 25, D, C.

General information and_instructions to bidders are contained in the terms and conditions on the reverse hereof. |

SCHEDULE “_”
1TEM NO. SUPPLIES OR SERVICES AT UNIT | uNiT PRICE AMOUNT

Furnish the Housing and Home Finance Agency,
Office of the Administrator the following
items:

1. BINDERS, loose leaf, sheet size 9" x 6,

one inch capacity. Flexible covers, dark
blue, (Mult-o-ring or equal). Quote price]
delivered, Washington, D. C. 2460 | each $ $

[:]]~] [ | DATE OF BID

In compliance with the above, the undersigned offers and agrees, if this Bid be accepted within — . calendar days

(60 calendar duys unless a different period be tnserted by the bidder) from the date of opening, to furnish any or all

of the items upon which prices are quoted, at the price et opposite each item, delivered at the designated point(s)

within the time specified in the Scl le. Di ts will be allowed for prompt payment as follows:

[ %ercent 10 calendar days; percent, 20 calendar days; : percent, 30 calendar days.

BIDDER REPRESENTS: (Check appropriate bezes)

(1) That he [J is, [ is not, a small business concern.  (See definition on reverse hereof.) I bidder is a small business
concern and is not the manufacturer of the supplies bid upon, he also represents that al] supplies to be furnished
hereunder 7] will, ] will not, be manufactured or oducetf by & small business concern in the United States, its Ter-
ritorjes, its p ions, or the Ci Ith of Puerto Rico.

’2; That he i8 a (1 regular dealer in, {J manufacturer of, the supplies bid upon.

3) (a) That he (] has, [J has not, employed or retained any company or person (other than a full-time bona fide
employee working solely for the bidder) to solicit or secure this contract, and (b) that he [] has, [} has not, paid
or agreed to pay any company or person (other than a full-time hona fide employee working solely for the bidder)
any fee, commission, percentage or brokerage fee, contingent upon or resulting from the award of this contract;
and agrees to furnish information relating to (as and (0) above as requested by the Contracting Officer,

(For inicrpretation of the repreanntation, including the term “bona fide employee,” ave Code of Federal Reyulations, Title 44, Port 150.)
(4)_He operates as an [] individua), [] partnership, ] corporation, incorporated in the State of
NANE A‘N)D ADDRESS OF BIDDER (Street, cffy, sone, and State, Type or | SIGNATURE OF PERSON AUTHORIZED TG SIGN BID

prin

-l

TYPE OR PRINT SIGNER'S NAME AND TITLE

. AWARD DATE OF AWARD
ACCEPTED AS O ITEMS NUMBERED AMOUNT UNITED STATES OF AMERICA
$ BY

SUBMIT INVOICE FOR PAYMENT TO Contracting Officer.

ACCOUNTING AKO APPROFRIATION DATA

PAYMENT WiLL BE MADE BY

Award will be made on this Form, or on Standard Form 26, or by other official written notice. 1s—soees~4
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STATEMENT AND CERTIFICATE

Bianderd Form No, 1036 —-Rovised No.
Form proscribid by e arammeae YT e
Comptrotlor General, U, 8,
Septunber 18, 1950 OF AWARD
(Gen. ey, No, 61, Supp, No. 13) DALE ..ovemarencecacceerancemrnn

_Housing and Home Finance Agency, Office of the Administrator, Washington 25, D, C,

T {lepartment or ostablishment) (Rareas or office) (Location)
FOR USE'BY G. A, 0, ONLY
METHOD OF OR ABSENCE OF ADVERTISING Taidcved Tard Tevieved | Date
METHOD OF ADVERTISING
1. By advertising in newspapers. Yes{] No ([}
2. (e) By advertising in circular letters sentto ... 8 . dealers.
{b) And by notices posted in public places. Yesfld No[]

(I notices were not posted in addition to advertising by cireular lotiers sont $o dealers, esplsnstion of such ominsion must be made below.)

ABSENCE OF ADVERTISING

Without advertising in accordance with
(Cite Jaw pursuant to which contract was

wnder » public extgency which would net admit «f 4
petitlon, state below oc en the reverse hereof, the

i and the b section and theceof. I contract was negotiated
he delay fucident to advertising, tr‘lunlu of it being Jmprsciicable te secure com-

AWARD OF CONYRACT

Yes No
A. To lowest bidder as to price (KExpenditures) . . . . . . . . . . ]
B. To highest bidder as to price (Receipts) . . . . . . . . . . . O 0

GERTIFICATE

I ceRTIFY that the foregoing statement is true and correct; that the written findings required by law to be submitted with
the contract in cage of negotiation, upon a determination by the ngency head or other authgrized official that such method of
contracting in necessary, are attached thereto; that the total number of bids received is 2. , and that where lower bids
(expenditure contracts) or higher bids (receipt contracts) as to price were received, a statement of reasons for their rejee-
tion, together with an abstract of bids received, ineluding all Jowor than that accepted in case of expenditure eontracts and
all higher in case of receipt contracts, is given below or on the reverse hereof or on a separate sheet attached hereto; that the
articles or services covered by the agreement (expenditure) are necessary for the public service; and that the prices charged
are just and reasonabloe. :

Catherine L. True

(Signature of coniracting nfficer)

Purchasing Agent

{Title) A

Note.—This statement nnd cortificate will b used to support all_agreementa, both formal contrncta and less formal agreements of whatever char-
acter, involving the expenditure or rmi;:t of public funds. 1t must be exccuted and aigned hy the contracting officer (unless the award is made by
or Is subject to approval by an officer other than the eontracting officer, when excculion and signature may be made by such officer).

¥, 5. GovERNMERT PRINTING OFFICE

19--62733-1
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HHFA-OA
Division of General Services Internal Operating Procedure
June 1965 Property and Supply Section

1. THE PROPERTY AND SUPPLY SECTION is under the administration of the
Property and Supply Officer who is responsible for assisting in determin-
ing policy, staffing, selecting and developing personnel, planning work,
and reporting on the work of the Section. The Property and Supply Officer
confers with Agency personnel on their equipment and supply require-
ments, He makes recommendations on the service the Section provides
to the Regional Offices and renders technical assistance to others who
may have questions or problems in this phase of administrative operations.
The Property and Supply Officer is responsible for prescribing the system
of inventory control and accountability for personal property in the Central
Office and HHFA Regional Offices, and for the maintenance of the system
in the Central Office,

The Distribution Center is under the general direction of the Property and
Supply Officer. The functions of the Distribution Center include the
recelpt, stocking, issue and utilization of office equipment, administrative
office supplies including printed forms, Agency publications, manuals,
procedural releases, and instructional materials, for distribution to

Central and Regional Offices, and dissemination to the general public,

As used in this procedure, the Property and Supply Officer means also the
person acting for him.

2. PERSONAL PROPERTY, for purposes of inventory control and accountability
and in keeping with Bureau of the Budget Circular No. A-12, is divided
into Supplies and Equipment. '

a. Supplies include all commodities which are (1) essentially consumed

or expended within one year after put into use; or (2) converted in the

process of construction or manufacture; or (3) used to form a minor part

of equipment or fixed property; or (4) of little monetary value and normally

purchased from 26 (Supplies and Materials) funds, such as desk trays,

inexpensive pen sets, ash trays, calendar stands, and telephone list
finders. Supplies also include printed forms, releases, and publications.

b. Equipment includes all personal property of a more or less durable
nature which may be expected to have a period of service of a year or
more after put into use without material impairment of its physical
condition. It excludes items which are used to form a minor part of
equipment. Equipment is divided into capital and non-capital equipment.
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3.

(1) Capital equipment includes all items listed on Form H-54

(Rev. 3-59), Physical Inventory Report of Capital Property.

(See Exhibit 1.) This list may be revised as necessary by the
Division of General Services to add items or to eliminate items.
(Items of capital equipment, such as portable typewriters, cameras,
et cetera, are identified as items of individual property.)

(2) Non-capital equipment is any item of equipment not included
under paragraph 2b(l) above.

PROCESSING REQUISITIONS. When Form H-10, Requisition for Supplies
and Equipment (see Exhibit 2), is received in the Property Management
Branch:

a.

A Property Management serial number is assigned in the block
in the upper right corner of the form, consisting of consecutive
numbers and the last two digits of the fiscal year, viz: 1-65.
A new series of numbers begins July 1 of each year.

The requisition is recorded in the requisition control book by
Property Management serial number, a brief description of the
items requested, identification of the division or office initiating

‘the request, and date of entry.

The requisition is examined to assure that necessary information
has been included, such as item or form numbers, description,
delivery instructions, and quantities required.

If all items on one requisition are carried in stock, the requisition
is forwarded to the Distribution Center for action as described in
paragraph 4. The triplicate copy is placed in the completed file.

If all items on one requisition are non-stock, the triplicate copy
is noted as to date and Section or person the requisition is forwarded
to for action. The triplicate copy is placed in the completed file.

If the items on one requisition are a combination of items in stock
and items requiring other action, items requiring other action are
identified and the appropriate Section is notified. The requisition
with the remaining stock items is then forwarded to the Distribution
Center for handling. The file copy of the requisition is marked to
show how the request was handled.
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4. DISTRIBUTION CENTER ACTION

a‘

Maintaining Stock Control Cards

(1) A separate Form H-5, Stock Control Card (see Exhibit 3), is
maintained for each supply item stocked showing (a) stock number,
(b) description, (c) unit of issue, (d) maximum and minimum stock
levels, and (e) where appropriate, the approximate unit cost.

(2) Maximum and minimum levels are established to adequately
conform to operating needs.

(3) Actions increasing the stock balance are posted in red; decreas-
ing the stock balance in blue; and quantities on order in green.

Receipt of stock items is posted on Form H-5, Stock Control Card:
(1) Acquisition reference in the Req. No. column.

(2) Date stock items were received in the Date column.

(3) Received in the Issued To column.

(4) Quantity received in the Quantity column.

(5) New total in the Balance column.

After posting has been completed, appropriate notation is made on
the acquisition document.

Issuing Office Supplies and Printed Forms

(1) When Form H-10, Requisition for Supplies and Equipment, covers
stock items, it is reviewed for completeness of item identification
and description, such as form and item numbers, titles, and delivery
instructions. Quantities requested are reviewed to determine whether
they are reasonable. Items controlled on Form H-5, Stock Control
Card, are posted, as follows:

(@) Property Management requisition number in the Req.
No, column.

(b) Date of posting in the Date column.
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(c) Name of the division or office submitting the requi-
sition in the Issued To column.

(d) Quantity issued in the Quantity column.
(e) New total in the Balance column.

(2) If Form H-5 indicates that the quantity on hand is insufficient
to fill the request, "BO" is noted opposite the item on the requi-
sition and Form H-11, Back Order, is prepared.

(3) When posting of all items on a requisition has been completed,
the original requisition is sent to the stock clerk for assembling
and delivery of the items. The copy of the requisition is filed by
Property Management serial number in a pending file.

(4) When the items have been delivered and the original receipted
requisition returned, it is filed by Property Management serial
number in a folder marked "Requisition - FY Complete"
and the pending file copy is destroyed.

d. Issuing Publications

(1) When Form H-68, Requisition for Publications (see Exhibit 4),
is recelved, information from the approved requisition is posted
on Form H-5, Stock Control Card, the order is filled, and the
publication is delivered to the ordering office with a copy of the
requisition. Action taken is noted on the original and it is kept
in the completed file. If the publication is to be sent to other
than the requesting office, action taken is noted on the copy and
it is returned to the requesting office. If the items on a requi-
sition for publications are a combination of items in stock and
items requiring other action, the items are identified and the
appropriate section, agency, constituent or person is notified.
Action taken is noted on the file copy.

(2) Frequently no stock replenishment of HHFA publications is
planned after exhaustion of the initial supply. In such case, a
copy of Form H-68, appropriately noted, is returned to the
requesting office and the original is noted in the same manner
and flled. When stocks of publications requested are exhausted
and are to be replenished, Form H-11, Back Order, is sent to the
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requesting office indicating that the order will bé filled when
stock is replenished. The Back Order number is noted opposite
the item on Form H-68. '

(3) When a telephone request for a publication is received, a
dummy Form H-68 is prepared and the request is handled the same
as though the requesting office had submitted the requisition.
(There may be cases where the return of the copy mentioned above
would not be appropriate.)

(4) Regulations published by the Joint Committee on Printing
provide that no person connected with any department shall furnish
to any private individual or private organization any publication
for free distribution in lots to exceed 50 copies, unless the cost
is less than $50, without prior approval of the Committee. Requi-
sitions for free distribution which exceed the above quantity and
cost must carry a statement of justification, giving the name of the
person or organization requesting the publication. The requisition
is referred to the Printing and Reproduction Branch for action.

e. Issuing Administrative Releases and Manuals. When Form H-174,
Requisition for Administrative Releases (see Exhibit 5), is received
and reviewed, appropriate posting from the approved requisition is
made to the records and the requested material is sent to the request-
ing office with a copy of Form H-174. The original requisition is noted
as to action taken and then filed. If the request involves a change in
distribution, the distribution list is revised, and the original request
noted as to actlon taken and then filed in the completed file. The copy
may be destroved.

f. Back Ordering

(1) When a requisition is received for a stock item on which

the stock is temporarily depleted, Form H-11, Back Order, is
prepared transcribing required information from the original
requisition. (See Exhibit 6.) A separate Form H-11 is prepared

for each item back ordered. (Should Form H-10, Requisition for
Supplies and Equipment, or Form H-68, Requisition for Publications,
list only one item, the requisition itself may be held until stock
replenishment is accomplished in lieu of preparing a back order.)
An identifying number consisting of a single serial number and the
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last two digits of the fiscal year is assigned to each Form H-11.
A new series of numbers begins July 1 of each year. The Back
Order serial number is noted opposite the item on the requisition.
(One identifying series of numbers is used for supplies and printed
forms; another for publications.)

(2) Form H-11, Back Order, is prepared in triplicate. The original
(Receipt) and triplicate (Property Management Record) copy are kept
in the Back Order file and the duplicate (Notice to Requisitioning
Office) copy is sent to the requisitioning office.

(3) As replenishment items are received, the Back Order file is
checked to see if any items received are on back order. When an
item listed on back order is received, appropriate posting is made
to Form H-5, Stock Control Card, and the original order is filled
and delivered. The triplicate copy is kept until the receipted back
order is returned and then destroyed. The receipted back order for
office supplies and printed forms is attached to the original requi-
sition on which it was based. The receipted copy for publications
is placed in a completed file.

g. Submitting Requests for Stock Replenishment

(1) When the issue of an office supply item reduces the balance

in stock to or below the established minimum stock level, Form H-4,
Purchase Record Card, indicating the quantity of the item necessary
for replenishment, is sent to the Procurement Section for processing
(see Exhibit 7). After delivery of each item, proper notation is made
in the "Received" column on Form H-4.

(2) When the issue of a printed blank form reduces the stock balance
to the reordering point (normally a 60~to-90 day supply), a replenish-
ment memorandum notice is sent from the Distribution Center to the
office that initiated the printed blank form indicating that the supply
level has reached the reordering point. The initiating office determines
whether the form meets agency requirements or whether revision is
necessary.

(@) When revision is not required, the memorandum is marked

and returned to the Distribution Center for action. Form H-20,

Requisition for Graphics and Reproduction Services (see Exhibit 8),

is prepared to request supply replenishment. The requisition is ’
routed to the Printing and Reproduction Branch through the

Division of Budget and Management.

6
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(b) When revision is required, the initiating office executes
Form H-~20 requesting revision through normal staffing channels.
The Distribution Center is informed through the replenishment
memorandum of the proposed revision and will conserve present
stocks or request an interim supply to insure adequacy of stock
until the revised stock is received. (The initiating office
usually furnishes a courtesy copy of Form H-20 to the
Distribution Center when a form is revised or a new one ordered
for stock.)

(3) When the issue of a publication reduces the stock to a minimum
level, a replenishment memorandum indicating that the publication
requires reordering or imposition of a limitation to conserve the
present stock is sent to the office of origin. If additional stock

is required, the replenishment memorandum advising that the office
of origin will put through a Form H-20 for such a supply is returned
to the Distribution Center. When revision is required, the Distri-
bution Center will be notified by return of the memorandum annotated
to this extent with an estimate of the date the revised publication
will be available. (In most cases the office of origin furnishes a
courtesy copy of Form H-20 to the Distribution Center when a publica-
tion is revised or reordered, or a new one is ordered for stock.)

h, Returning Items

(1) Offices returning excess items notify the Property and Supply
Section to make arrangements for their return.

(2) Usable items returned to stock are posted to Form H-5, Stock
Control Card, if the item is recorded on Form H-5, as follows:

(@) No entry in the Req. No. column.

(b) Date in the Date column.

(c) bReturn to stock in the Issued To column.

(d) Quantity returned to stock in the Quantity column.

(e) New total in the Balance column.
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(3) Furniture and equipment returned is screened for reissue,
rehabilitation, or for excess and disposal action.

i, Annual Physical Inventory. Once a year an inventory of expend-
able office supplies, printed blank forms, and publications is taken.
The inventory is examined by the Property and Supply Officer and
returned to the Distribution Center for adjustment of the stock
control cards.

J. Recording Inventory Shortage and Overage

(1) When common office supply items in stock are damaged,
destroyed, or discovered short upon inventory, Form H-27,
Report of Survey, is prepared listing the items and quantities.
(See Exhibit 9.) The form is signed by the Property and Supply
Officer and sent to the Director, Property Management Branch,
for consideration and approval. When the form is returned
approved, the Report of Survey is posted to the stock control
card, as follows:

(a) Date Report of Survey was prepared in the Date column.
(b) Report of Survey in the Issued To column.

(c) Quantity damaged, destroyed, or short in the Quantity
column.

(d) The new total in the Balance column.

The Form H-27 procedure is not required for minor adjustments in
the inventory record in connection with day-to-day operations of
the Distribution Center for common office supply items nor is it
required at any time for printed forms, publications, and releases
unless the quantities involved are excessive.

(2) When common office supply items are discovered over upon
inventory, Form H-10, Requisition for Supplies and Equipment, is
prepared listing the items and quantities with the notation
"Inventory Adjustment-Overage." (See Exhibit 10.) The form is
signed by the Property and Supply Officer and posted to the stock
control card, as follows:

(@) The date the form is prepared in the Date column.
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(b) Inventory overage in the Issued To column.
(c) Quantity over in the Quantity column.
(d) The new total in the Balance column.

Form H-10 is filed in the inventory adjustment file.

k. Receipt of Items

(1) Items ordered for the Office of the Administrator are received
at the Distribution Center except special items which may be
delivered direct to the ordering office.

(2) Materials are inspected when received and if in order the
inspecting employee receipts, dates, and initials the receiving
document and sends it with the pending notice copy to the
appropriate control clerk (supplies, forms, publications,
equipment). (When partial shipments are received, the pending
notice copy is kept until the delivery is completed.)

(3) If discrepancies occur, the inspecting employee makes a
notation on the shipping document and on the pending notice
copy of the acquisition document, and the ordering office is

notified of these differences.

1. Completing Purchase Orders and GSA Multiline Requisitions

(1) Purchase Orders. A file is maintained of pending Form
H-35, Purchase Order (the Receipt, Property Records, and
Consignee copies) for items to be delivered to the Distribution
Center, When the receipted shipping document is received
indicating that delivery has been completed, the receiving
report section of the Receipt and Property Records copies of
the purchase order is filled in. When the required posting

is completed, the Receipt copy is sent to the Division of
Finance and Accounts; the Property Records copy is returned

to the Property Management Branch and filed by purchase order
number; the Consignee copy may be kept for reference purposes.
Al]l shipping documents are sent to the Procurement Section

for filing.
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(2) GSA Multiline Requisitions. Three copies of each pending
GSA Multiline requisition, GSA Form 1348-4, are kept for
items to be delivered to the Distribution Center. (Multiline
requisitions cover all items listed in the GSA~Federal Supply
Service Stores Stock Catalog.) When the receipted shipping
document is recelved indicating that delivery has been made,
two coples of GSA Form 1348-4 are marked to show receipt and
dellvery date. After posting, one receipted copy is sent to the
Division of Finance and Accounts; the second receipted copy is
returned to the Property Management Branch and filed by multiline
requisition number; the third copy may be kept for reference
purposes. All shipping documents are sent to the Procurement
Section for filing.

(3) Partial Deliveries. When partial deliveries are received,

the acquisition document is noted and the partial delivery
document is sent to the Procurement Section. When final

delivery has been completed, the acquisition copies are processed
as prescribed in paragraphs 41(1) and 41(2) above.

m. Filling Requisitions. As the request is filled in the Distribution
Center, each line item is checked off the requisitioning document.
When all items have been assembled, the order is delivered or
forwarded to the requisitioning office and the receiving certification
on Form H-10 is completed. The receipted copy is filed in the com-
pleted requisition file. (The receipting process is not required on
publications or releases but final action taken is noted on the original
request.)

n. Initial Distribution of Forms and Publications. Initial distribution
of forms and publications is usually made in accordance with instruc-
tions on Form H-20 but distribution notices may be received by other
means,

(1) Single page forms or publications normally will be wrapped,
labeled and dispatched by parcel post to Regions I, II, III, and

IV, and by airmail to Regions V, VI, and VII. Details of distribu-
tion are noted on the H-20, H-68, H-174 or other document before
filing it. (If the quantity of the single page item seems excessive,
only a token supply is sent by parcel post and airmail. The
remainder will be sent by less expensive means .)

10



HHFA-OA
Division of General Services Internal Operating Procedure
June 1965 Property and Supply Section

(2) Multi-page forms or publications normally will be broken
down into two shipments: Token quantities will be sent by
parcel post to Regions I, II, III, and IV, and by airmail to
Regions V, VI, and VII; the balance of the bulk shipment may -
then be sent by freight under U. S. Government Bill of Lading.

(3) Miscellaneous Instructions. Shipments are recorded in the
control book indicating method, receiving points, date of
dispatch, et cetera. On initial distributions, each package or
carton will be stamped "Initial Distribution" on the outside.
Form H~28, Transmittal Slip, will be sent with the initial ship-
ment. (See Exhibit 11.)

5. EQUIPMENT

al

Non-Capital Equipment

(1) Non-capitalized items of equipment are not set up in the
capitalized property account nor are such items subject to the
group record control prescribed below for capitalized equipment.
However, the Property and Supply Officer issures that adequate
measures are taken to safeguard this property against loss,
damage, or excessive accumulation. Non-capitalized equipment
is not included in the annual equipment inventory.

(2) Non-capital items may be identified with agency decalcomanias
but this is not mandatory. Identification serves a useful purpose
in instances where office space is occupied by others in addition
to HHFA emplovyees.,

(3) Books are considered in the non-capitalized category and
accordingly are not set up in the property accounts. However,

a record of books acquired is maintained, and the Property Records
copies of purchase orders covering books is filed in a separate
file. All books purchased by the Central Office are controlled
and issued by the OA Library.

Capital Equipment

(1) Identification of Capital Equipment. When capital equipment
is received it is identified by an HHFA decalcomania (this excludes

11
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items upon which application of a decalcomania is obviously not
practicable). To facilitate examination of HHFA property for
identification purposes, decalcomanias are placed in a uniform
fashion on the more common items.

(2) Records of Capital Equipment

(@) Receipt or disposition of capital equipment, whether the
transaction is partial or complete, is recorded promptly on

Form H-91, Property Group Control Card, by group classification.
(See Exhibit 12,) Items on Form H-91 are confined to the items
listed on Form H-54.

(b) Receipt or disposition of capital equipment, whether the
transaction is partial or complete, is also recorded promptly
on Form H-90, Property Recapitulation Card. (See Exhibit 13.)
The total valuation of Form H-90 must be in agreement with
the combined totals of all Property Group Control Cards at

all times.

(c) In addition to the Property Group Control Cards for office
machines, an individual record on Form H-2, Machine Record

Card, showing date acquired, acquisition reference, serial

number, cost, maintenance data, and other information is
maintained for each serially numbered capitalized machine.

After preparation the H~2 is forwarded to the Space and Maintenance
Section for maintenance purposes. (See Exhibit 14.) Upon disposal
of a capitalized machine, the appropriate Form H-2 is removed

from the active file.

(3) Actions Affecting Records of Capital Equipment

() Actions increasing the property account, such as acquisitions,
adjustment of prices, or corrections, are posted in blue on Form H-30
and Form H-91. Actions decreasing the property account are posted
in red.

(b) Items except serially numbered machines are removed from
the property account on an average-cost basis. Serially numbered
machines are removed from the property account at the acquisition
cost shown on Form H-2, Machine Record Card.

12
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(4) Personal Charge Record of Capital Equipment. A signed Form
H-26, Receipt for Property, is secured from individuals having
possession of capital equipment such as portable typewriters
and cameras. (See Exhibit 15.) The signed receipts are filed
in a locked cabinet. On separation, each employee must
account for any property charged to him and be cleared of
indebtedness before he may receive his final salary payment.

(5) Annual Inventory of Capital Equipment

(@) Capitalized property located in the Central Office is
inventoried each year as of June 30 by the Property and Supply
Section. The inventory is by count and inspection, and is

taken by one or more teams, each team consisting of not less

than two persons. The inventory includes the following information:

(1) Location (building and room numbers).

(2) Division or operating unit where property is assigned.

(3) Brief description of property.

(4) Quantity of items (other than capitalized machines
which must be listed individually by serial number).

(b) As the inventory is taken, condition of the property is noted
as to damage, abuse, or other circumstances suggesting the
need for further attention and action in the interests of effective
property management, '

(c) The total quantities of all physical inventories taken,
together with those received from field locations under the
jurisdiction of the Central Office, are consolidated and recorded
on Form H-54, Physical Inventory Report of Capital Property, and
then reconciled with the quantities shown on the Property Group
Control Cards. After reconciliation of the quantities, the

"Total Valuation" column on Form H-54 is completed. The totals
of Form H~-54 and Form H-90, and the total of all Forms H-91
must agree upon final reconciliation.

(d) Form H-54 is prepared in duplicate and both copies are signed
by the Property and Supply Officer. The original is retained and

the copy sent to the Director, Division of General Services, through
the Director, Property Management Branch, for information.

13
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(6) Financial Accountability for Capital Equipment. The total
inventory value of capital equipment in the Central Office,
including capitalized items in field locations under the juris-
diction of the Central Office, is set up in the General Ledger
accounts. Reconciliation of the capitalized property account -
valuation between the Division of General Services and the
Division of Finance and Accounts is on a physical basis as of

June 30 of each year, and on a records basis as of September 30,
December 31, and March 31. Changes in physical accounting, such
as property disposed of, surveyed or sold, are reported to the
Division of Finance and Accounts within a reasonable length of time
after final disposal action.

(7) Reports of Survey. Upon determination that capitalized equip~-
ment has become lost, damaged, unserviceable, or stolen, Form
H-27, Report of Survey, is processed and the property records are
adjusted in accordance with the finally approved Report of Survey.
(See Exhibit 16.) The survey action procedure may also be applied
to non-capitalized property whenever the Property and Supply Officer
believes such action necessary.

6. U. S. GOVERNMENT BILLS OF LADING

a. Normally, Railway Express and air carriers are used for freight
shipments only when these methods are advantageous by reason of such
things as: special handling requirements, difficult areas to reach,
where the slower movement of freight or parcel post will sacrifice some
real advantage, etc.

b. When shipment is made on Standard Form No. 1103, U. S. Government
Bill of Lading, the stock clerk assembles, packs, and weighs the items

to be shipped. (See Exhibit 17.) A bill of lading is prepared showing
weights and number of cartons, and appropriate entries are made in the
control register, The carrier is notified to pick up the shipment.

c. Distribution of Copies of U, 8. Government Bill of Lading. Three

coples of Standard Form No. 1103a are sent to the Division of Finance

and Accounts for obligation of funds. One copy is returned. Standard

Forms Nos. 1103, 1103a (one memorandum copy), 1104, 1105, and 1106

are furnished to the originating carrier. The agent for the carrier signs

all five copies of the bill of lading, returns Standard Form No. 1103a .

14
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(memorandum copy) to the consignor and retains Standard Forms Nos.
1103 (original), 1104 (shipping order), and 1105 and 1106 (freight
waybills). In some cases, Standard Form No. 1103 (original) is
returned to the consignor for forwarding to the consignee. '

d. Lost U, S. Government Bill of Iading. When notified that a

U. S. Government Bill of Lading has been lost by the carrier or
consignee, the Property and Supply Officer prepares Standard Form
No. 1108, Certificate in Lieu of Lost Bill of Lading, in quadruplicate.
The original is usually sent to the consignee, two copies are sent to
the Division of Finance and Accounts, and one copy is retained.

e. Receiving Goods on Bills of Iading. The Property and Supply
Officer receipts U. S. Government and commercial bills of lading
covering items received by the Central Office. When items are
sold f.o.b. plant and shipped on a commercial bill of lading or
when property such as an exhibit is returned from a non-Federal
agency on a commercial bill of lading, the Property and Supply
Officer converts the commercial bill to a U. S. Government Bill of
Lading by attaching a properly executed U. S. Government Bill of
Lading to the commercial receipt.,

f. Reporting Loss or Damage Evident at Time of Delivery. When
inspection of a shipment received discloses that loss, damage, or
shrinkage has occurred enroute, the delivering carrier shall be
notified of this condition by completing the notice in the space
provided on the reverse of Standard Forms Nos. 1103 or 1108.

This notice is signed before surrender of the U. S. Government Bill
of Lading to the carrier.

g. Reporting Concealed Loss or Damage Discovered After Accomplishment

(1) When loss or damage is discovered after the U. S. Government
Bill of Lading has been certified and surrendered, the delivering
carrier is notified immediately and shipment is held by the consignee
in the condition in which it arrived so that the carrier's agent can
make proper Inspection and tally. Such inspection and tally and all
pertinent information are reported on the carrier's standard form for
reporting loss or damage discovered after delivery of freight.

(2) Should the carrier's agent be unable to make an inspection, it
is probable that the consignee will be required to execute the

15
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Inspection Report Form or Carrier's Concealed Damage Form
(furnished by the agent of the carrier) and the consignee’s
inspection will be accepted as a substitute for the carrier's
inspection. Either form when completed is sent in addition
to and in support of the written claim. Claims are made on
the agent of the delivering carrier at destination or direct to
the carrier's freight claim agent.

IDENTIFICATION CARDS

a. Issuance. Upon receipt of a completed and properly approved
Form H-52, Requisition for Identification Card (see Exhibit 18),
an ID card number is assigned to the requisition and the following
entries are made in a card control register:

(1) Card number.

(2) Name of employee.

(3) Division.

(4) Date sent to the Division of Graphics and Visual Aids for
processing.

When the receipted Form H-52 is returned by the requesting employee,
the receipt entry on the register is completed and the requisition
placed in an alphabetical file.

b. Cancellation. The photograph is removed from the original request
when an ID card is to be cancelled. The requisition is filed in the
Cancelled Identification Requisition File. The card and picture are
destroyed and the register completed to show the cancellation date.

MOTOR VEHICLE OPERATOR PERMITS

a. Issuance. When an approved request for a Standard Form 46,
U. S. Government Motor Vehicle Operator's Identification Card (see
Exhibit 19), is received, the following entries are recorded in the
the control register:

(1) Permit number.
(2) Employee's name.
(3) Date issued.

(4) State license.

16
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Standard Porm 46 is prepared and sent to the Director, Division of
General Services, for signature. The card is then forwarded to the
requesting office.

b. Cancellation. When Standard Form 46 is returned for cancella-
tion, appropriate notation is made in the control register.

17
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Page 1 of 8

H- 84
{3-59)

ORGANIZATIONAL UNIT

Houring & Home Finance Agency
Officae of the Adminlstrator
LOCATION (City ond State)
Washington, D. C. 20410

FOR PERIOD ENDING

June 30, 1964

HOUSING AND HOME FINANCE AGENCY
OPFICE OF TAE ADMINISTRATOR

PHYSICAL INVENTORY REPORT OF
CAPITAL PROPERTY

DESCRIPTION

TOTAL
QUANTITY

TOTAL
VALUATION

FURNITURE:
Bookcase (cabinet or credenza type).

Cabinet,
Cabinet,
Cabinet,
Cabinet,
Cabinet,
Cabinet,
Cabinet,
Cabinet,
Cabinet,
Cabinet,

filing,
filing,
filing,
filing,
filing,
filing,
filing,
filing,
filing,
filing,

letter or
letter or
letter or
letter or
letter or
letter or
letter or
letter or
letter or
letter or

legal,
legal,
legal,
legal,
legal,
legal,
legal,
legal,
legal,
legal,

2-drawer,
2-drawer,
3-drawer,
3-drawer,
4-drawer,
4-drawer,
5-drawer,
§-drawer,

metal . ...............
insulated, witn combination lock...
insulated, with key lock........

Cabinet,
Cabinet,

mep and
mep and

plan, vertical type........... ... ... it
plan, tub type....... ... ... .
Cablnet, microfilm. ... ... ... ... .. . .
Cabinet, SUDPDLY.. ... i it e e e
Cabinet, telephone,

Cabinet,
Cabinet,

visible, 5 to 13 trays...... ... . .. i
visible, 14 or more trays............c.c.iiiiiiniaiais
Chair, folding........oii i e
Chair,

Chair,
Chair,

straight leg, wood. ... ... ... ... ... il
straight leg, metal ... ... . ... ... i
stralght leg, A . . .. e e

Chair,
Chair,
Chair,

swivel,
swivel,
swivel,

Chatr,
Chair,
Chair,

typist,
typist,
typist,
Chatr, lange,
Costumer, wood..
Costumer, metal..
Costumer,

2 4. 249,80

2 34400

23 _460,00




Internal Operating Procedure
Property and Supply Section
Exhibit 1 (Continued)

HHFA-OA
Division of General Services
June 1965

H-54
Page 2 ot 8 (3~89)
PHYSICAL INVENTORY REPORT OF CAPITAL PROPERTY
ORGANIZATIONAL UNIT LOCATION (City and Stets) FOR PERIOD ENOING
HFA-OA Washington, D. C. 20410 June 30, 1964
TOTAL TOTAL
DESCRIPTION ] QUANTITY VALUATION
Desk, typewriter, wood.................. 15 s 1,580,90
Desk, typewriter, metal
Desk, typewrlter, "A". ... e e
Desk, flat top, wood........... 16 1,440,00
Desk, flat top, metal
Desk, flat top, "A"...........
Rack, clo.thlng .......................................................
Safe, office, door type. . ...t e e Ve
i
Section, bookcase, wood (glass door type only)............covvinun,ns 16 420,00
Section, bookcase, metal (glass door typeonly)................ Cereas
Section, map and plan, ®O0d. .. ... ... ... e i e
‘ Section, map and plan, metal. ... ... ... ... ... .. i i
Snfa, upholstered, two And three seat............... ... .cciviuiuneenn
Stand, telephone, all types including "A". .. ... ... ..o ouviiverrnnns
‘ Stand, typewriter, all types including drop-leaf.....................
| Table, office, wood, approximately 36" thru 48" .. ... ................
Table, office, metal, approximately 36" thru 48"..
Table, office, "A", approximately 36" thru 48".... >
Table, office, wood. approximately 60" thru 72"... 8 420,90
1 Table, office, metal, approximately 60" thru 72"..
| Table, office, "A", approximately 60" thru 72"....
Table, office, wood, approximately 84" and over...
Table, office, metal, approximately 84" and over
Table, offtce, "A", approximately 84" and Over.......................
TABYE, AFBEEANE. . oo\ttt st e e e 1 26490
MACHINES:
AGAINE. . et A 1,600,720
AddreSSORTADN. L. ... i i i e e s
Alr Conddtiondng. ... ... i i e = > p
Automotive g 2,400,450
Binding. .. oo e e
Bookkeeping. ..., i s -
el
Calculating - non-printing = 1'1/_*92'0(‘:
. Calculating - printing 1 250,
M Camera...................
Cleaning, VACHUM. . ... ...ttt ittt itae ettt i ar i titonoacannnnas
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H-54
(3-99)

PHYSICAL INVENTORY REPORT OF CAPITAL PROPERTY

TOCATION (City end State)

Washington, D. C. 20410

ORGANTZAVIONAL UNIY

HHFA.CA

LiLlRa 4] 11—
[ June 30, 1964

DESCRIPTION

|

TOTAL
QUANTITY

TOTAL
YALUATION

Collating, electric................v.\ns Cevreseraes s ereserresenenan
Composing, photographic.
Compressor, air.........
Contact printing......
Copying, photogrephic.

Dictating-Transcribing (combination)............... .
Ditto, 1iquid process,

12, E T T SO
Enlarger, photographic..
Fan, electric...........
File, rotary, electric..
Generator, industrial...
Hygrothermograph........
Letter Opening, electrie..
Leveling instrument...
Microfilm.............
Mimeograph............
Mounting press........
Offset press..........
Postage (sealing).......
Projector, photographic.
Print washing. .. ...ttt ittt e
Refrigerating..........coiiiniiiieiiiinnirnnnnnnnes [
Scale, weighing, electric.
Splicing, film, electrie..
Stamp, time, electric....
Stapling, electric......
Tapeshooting..........
Transcribing..........
Transit instrument....
Typewriter, electric..
Typewriter, menual......
Typewriter, portable....
varigraph, lettering....

1 740,00

varityper...............
Water cooler...... P AP
$ 18,106,12
| certify that this report representa an actval count of property on hand.
StGMATURE NANE ANO TITLE DATE
Donald Foxhall
% M\A—QA» Property and Supply Officer [B=21-64
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ION ) \VLQ\ - L-Q\s
REQUISIT REQUISITION NO.
HOUSING AND HOME FINANCE AGENCY FOR 45=65
OFFICE OF THE ADMINISTRATOR SUPPLIES AND EQUIPMENT "DATE
N B . October 12, 19064
DELIVER TO FOR SERVICKES USK ONLY
NAME | Exr APPROPRIATION POSTED BY
tlary Jones | 5099
BUILDING | ROOM NO F. . NO. FILLED BY
Mormandy l 318
DIVISION AND BRANCH PO DATE | 8.0 NO,
Division of Personnel, I'lacruent
‘,,n,’”'lfaMNN'Z,;mm | DESCRIPTION QUANTITY ”:'Slsrug; P‘i::'cTz AMOUNT
v H-106 Telephone Reference Inquiry 100 Fach
V242 Athorization and Signatnre Card 30 Fach
o o ol
\ 4] 1 :T] {Em 2
AT D rZatail
J
BY Tj} 0)—«, rra il
Y
DAtE /D= (3] b
T cortily that the aupplien and/or equipment requisitioned REQUESTED BY \( ~yhvsal
abave have heen reesived Hﬂr\' .Inn(‘s
- Y :\
AO-\S meMy \« \W\‘f‘“w e facretary
(DATE) (RECEMDNG nqrmvrn i K
FPL LK 10-10.61 (000 PADS 2640
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W-5 (9-19)

N

S70CK CONTROL CARD-1SSUMNCE 54,320
. o T B \ _H‘NI!UN 3

HHFA-0A
L el o =
STOCK No. DESCRIPTION uun? HAX 1 HUM
each 40 _

__#63 DICTIONARY , abridged
T 3-1 SN STIONARY, P52 i R
ll REQ. HO. \ DATE \ 1SSUED 10 \ QUANTiYY BALANCE

OATE \ 1s5uE0 TO ‘:quunrv\ HALANCE
wWo | I [— R D S

e i - 1
25-08- LS g1 Qaeniaradr \
i |
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w68
! 1058}

HousinG AHD HOME FINANCE RGEWCY
(11 \puiwiSTRATOR

gFFICE a7

f offiee

Reque;un
rrating

geturn D(,‘PL!C\TE to
retata®

] FORM PROMPTLY T0:
. ontGINAL vt he
tion Branch and genroductiol ar

gl
anch.

DELIVER ™

|, Printing 3 Reproduc

2. 120 R .
Name M/‘S‘{l&/
,’Stgnnlurt)

Admi.nistratlve
Title

‘DELlVERV RETHOO:

WAL S’EC|IL
Cleon-s70°

| g»’tssu GER
3
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i
(1-61)
HOUSING AND HOME FINANCE AGENCY DIVISION OF GENERAL SERYICES USE ONLY
OFFICE OF THE ABMIBISTAATOR
REQUISITION FOR ADMINISTRATIVE RELEASES
{Submit In dupticate)
1. Divieton of General Services, Office of the Administrator
2. Ordered By: DATE RECEAVED DATE FILLED
Catherine Bradley
Placenent. Oificer BACK OROERED
, Hormandy Buﬂdinr
n[OUMIHﬂNl ruc{MJ Tictey  TTeare T
1
Nm‘a‘, S;, th, acninTMirative Asstd, 10-21-64
Bivisicn of Perconnel
auLk DIRECT DISTRIBUTION TO CENTRAL OFFICE IS IR
DISTRIBUTION ADDRESSEES AND FIELD OFF ICES SPECIFIC RELEASES
TYPE OF T
NUNBER OF NUMBER OF
RELEASE COPIES wUMBER | copres WuMBER WAME AND ADDRESS TO BE USED RELEASE | NUNAER
NOw 0F COPIES NOWw 0F COPIES ON ADDRESS PLATE NO. AND OF COPIES
Recetven | NEQUESTEDT o0 vep | REQUESTED DATE REQUESTED
VOLUNE 1
VOLUME 11
VOLUME 111 0 1 Catherine Bmdley, Rm. 305,
: o Y
VOLINME, TV
VOLWME ¥
ROOK 1
VOLUME V
ROOK 11
VOLUME VI
VOLUNE VIT
URNAN RENEWAL
MANUAL, 1
1.PA LETTERS
AEGTONAL
CIRCULARS
STAFF —
HIMDRANTUMS

REMARKS !
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H-11 DELIVER TD (238 8ACK DRDER NO.
1350 Jane Walker 5190 39-65
HOUSIRG AND HOME FINANCE AGENCY! nuiiotwg ROOM ND. REQUIS IT1DN WO,
DFFICE OF THE ADNINISTRATOR Clark ['33 28'65
BA CK ORDER PRTvISton ann BRANCE T REQUTS 17108 DATE
Community Property Branch 10-9«64

The following listed items which were ordered on the above cited requisition are temporarily out of
stock, but will be delivered to you immediately upon replenishment. ft will not be necesssry to place
another requisition for them,

tTEm NN, UNYYT OF
(Catalog or Farm) DESCRIPTION QUANTETY | %) osue

i
188 Perforator, 3~hole, adjustable 1 each

1 certify that the avppliea and/ar equipmesnt FriLep BY
listed above bave been received.

103 b L‘L | Wm POSTED BY

oAE) CYNECEivinG ENPLOYEE)

Receint
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—
::c:r.-m PURCHASE RECORD CARD #65
{10~56}

l each | 7610+290-0453

tuntel {Stockh Numbar}
REQUESTED ORDERED RECEIVED
PURCHASE SOURCLE (LR TaVAL
DATE CUANTITY ORBER MO, DaTE aF susPLY QUANTITY PRICE fRICE BATE QUARTITY
Aol | WO SNy | WO

PALAR- Waakington, D. C.
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HOUSING AND HOME FINANCE AGENCY (?‘_“;,l;

OFFICE- OF THE ADNINIBTRATOR

REQUISITION FOR GRAPHICS AND REPRODUCTION SERVICES

DESCRIPTION (Title): REQUESTING ORGANIZATION

X
(X eneex 17 aenun Biv, of Genersl Services

H-181 Statement of Compliance REQUISITION 0.
PM-13165
PURPOSES AND USES: DATE OF REQUESY
L] entee e rom exvennar ovarainurion October 12, 1964
Stoeck OATE COMPLET 10N REQUIRED

October 26, 1964

PERSON TO CONTACT DURING
PROOQCY’%
. A, Smith

EXTENS 10N 3&67

MATERIALS ATTACHED ::g“}?\":{ﬁﬁ OFFIC, 'Ii uAu li
Copy of H-181 Monald FoRaT]
, ?roperty & Spaply Officer
PIVIBION OF BUDRET AsD

L ¢

s RARALBIERT
DESCRIPTION OF GRAPHICS OR YISUAL AIDS NEEDED PYTTTeTS
5128
Publicat fon DATE
Exhibit
5)ides SRAPRICE AND VISUA, ALOS
Presentation ‘
chart - Map APPROVED
Photographs
other (Spec:fy) VATE
Dave TinE FLACE
Photo assignment proofs s et
{in) fuut)
Released by Graphics PAYR Proofs e e
for reprodzcnog to fin) {Out)
{hate) {Organization} Final job del.
DESCRIPTION OF PRIKTING AND REPRODUCTION SERVICES REQUESTED
METHOD OF NG, PAGES| RO, OF BINDIRG,
REPRODUCTION | OF COPY | COPIES svocx IHPRINT iNG e PUNCHING
Multilith 1 20,000] ¥¢ o7 Bone 310t oury [LTas Fasee Tror
Printing e sers
Photostat feg. tniow i SHEETS PER BEY D
[ (3L
Photostat Pos. White Clutao vo wsen
forms Design PAGE 517t sTapLe rae
s Desly VESTE I DY wean vo roor YT connes | swrery pen pan [rve weres
varityping 8 X 10% Ol soe
otner foun tofenche el oy vo Leer {Dree e t€rs pEn pan | Chrweee woies

DISTRIGUTIOR OF MATERIAL

WAME i LOCATION NO.DF_COPIES
Distribution Centetr 1536 *U" Street, N ,W,, Washinpton, D.C All
: i
ADGITIONAL INSTRUCTIONS PRIRTING ARD REPRODUCT ION BRANCH
APFROVED

Please identify each package with form number,

Weeap 1,000 sheets pBr package, -

FHLED-Srotingten, D. €.

fi/se reverse side if necessary)




HHFA-OA Internal Operating Procedure
Division of General Services Property and Supply Section

June 1965 Exhibit 9 (front)

(o
HOUSING AND HOME FINANCE AGENCY M1 une 30, 1964
OFFICE OF THE ABNINIGTRATOR 2
ORGANI ZATIONAL UNIT
REPORT OF SURVEY T e fputien Center
Washington, D, C,

The following described property |s reparted for aurvey. It 1o [(Xjeeer [ Jetoren [ ] unenavicnanie

LInE PROPERTY
ITEw oCscRIPTION QUANTTY RECORDS
VALUE
77 |Fasteners, paper, 2" capacity 32 boxes 8,32
88 |Folders, manila, letter size 14 boxes; 13.58
94 | Index, teleptione list finder 10 each 5.90
145 !Paper, carbon, 8xll 53 boxes 27.56
221 'Ribbon, typewriter, medium inked, black, Royal 34 each 7.82
229 |Shears, 9" 21 pair 18.27

TOTAL | § 81.45

EXPLAVN CIACUMLTANCES CAUSING REPURTED STATUS OF PROPERTY

Upon completion of the annual physical inventory of expendable supplies as of
June 30, 1964, the above listed quantities could not be located.

Precautions were exercised in safeguarding items stored in the HHFA=OA Distribution
Center, Strict attention was also given to the filling of supply requisitions; the
handling, storage, and maintenance of stock on hand in order to hold breakage and
spoilage to a minimum,

Total overages for period covered by this report (copy attached) soeeeeaeed 165,90
Total valuation of supplies issued during fiscal year 1964, 00000essesoece$l0y307,15

t certi®y that the information glven above ls true to the bast of my knowledge and bel i of

SIGNATURE OF PERSON RESPONSIBLE FOR PROPERTY TITLE

8.

General Supply Assistant

(Over)




Internal Operating Procedure HHFA-QA
Property and Supply Section Division of General Services
Exhibit 9 (back) June 1965

RECOMMENDATION OF ACCOUNTABLE OFFICER

AVAILABLE EVIOENCE AND TESTIMONY WavE BEEN EXAMINED AND IT t5 MELIEVED THAT proper attention was given

to the handling and safeguarding of all items in the Distribut{on Center, It 1is noted
that the shortage listed is less than 17 of total supplies i{ssued during the past
fiscal year. Such a shortage is emall for an operation of this nature when all normal
spoilage and breakage hazards are constidered,

] '7 Is Recoumenoed THAT personnel involved be felieved from responsibility and that the
Property and Supply Section adjust its records accordingly,

DAYE S1Gn RE TITLE
8-24-64 %}SZ !& b é}z SE b\& , Property and Supply Officer
REPORT 'OF SURVEY BOARD

FINDINGS AND RECONMENDATIONS

DATE SIGNATURE ~ CHAIRMAN
OATE SIGNATURE
DATE SIGNATURE

DECISION OF REVIEWING OFFJCER

APPROVED FOR

GatE ismnmn( TITLE

8=25-64 Directo
FISCAL OFFICER'S CERTIFICATE

] Rereby cectify thet the sum of $___._______ _has bees billed
for the property for which the employee has beea deld flssscially re-
spoanible, sad thst immediate steps will be ta toward collection.

1 certify that the secessary ontries have bees made 10 adjust the sc-
cnsatiag records.

DATE [stonavure Inn(

PROPERTY OFFICER'S CERTIFICATE

I cartify t1sat the sbove decioios hae dees carried cut and that the secessary estries bave bees made
to adfust the property records,

oave lsac,unuu ]Y”L(




HHFA-OA

Division of General Services
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Internal Operating Procedure
Property and Supply Section

Exhibit 10

H-10
{9.42)
REQUISITION REQUISITION NO,
HOUSING AND HOME FINANCE AGENCY FOR
OFFICE OF THE ADMINISTRATOR SUPPLIES AND EQUIPMENT DATE
June 30, 1964
SHEONBHOO FOR SERVICES USE ONLY
NAME Inventory Adjustﬁbnt-Overage EXT, - APPROPRIATION ‘ POSTED BY
per June 30, 1964
BUILDING ROOM NO. F.0. NO. | FiLLED BY
Clark |
DIVISION AND BHANCH P. 0. DATE “ B. 0. NO.
Div, of General Services = Prop. Mgmt, Branch ‘
((,",LT:;MMN?.‘NW DESCRIPTION ! quanTiTy | Ule,sYuSF '_U;:::TE | AmouNT
7 jBindcr, canvas, 3-ring, 2" capacity 40 each .98 39.20
62 | Cushion, chair, executive 16 each 1.95 31.20
65 iDictionary, abridged 5 each 6,20 21,00
111 iMachine, stapling, standard 6 each 1.25 7.50
154 ‘Paper, bond, white, 8x10% 18 ke, .90 16,20
187 |Perforator, 2«hole, non-ad justable 8 each 1.10 8.80
274 Tray, desk, legal size 24 each 1.75 42,00
: TOTAL_|OVERAGE $165,90
1 cortify that the supphics and/or equipment requisitioned REQUESTED BY:
above have Dheen recsived
TIME
T oare T ’ (RECEIVING EMPLOYEE) - Property and Supply Officer

FPI—LK-—10-10-63—1,000 PADS - 2640




HHFA-OA Internal Operating Procedure

Division of General Services Property and Supply Section
June 1965 Exhibit 11

HOUSING AND HOME FINANCE AGENCY 28
OFFICE OF THE ADMINISTRATOR (8~61)
. TRANSMITTAL SLIP
®OUTE TO: NAME ROOM | BUILDING

1.

Regional Administrator

Resion 1

New York, New York

Attn: Regional Director of Administretion

-~ i
| 1 4s reqaested | | Surneae
3 >
y ‘“‘"”’”‘T“,"«.'-*n-—-, )
7 J Sigasture [ ar u-[brnnou 15
o wre R
.i R
. . ‘ o
L% b *_.l;;v.v

Kidi3ed/Parcel Post to you 10 copies
of ¥a¥¥/publication _ Home Improvenent Prograp

Balance of __ 400 copies, if any will be
forwarded by:

___ Parcel Post

X With your requisitic;n no. L8365

X Freight service

FIOM (Newme) DODBJ.d Foxha DATE
Division of Gener: ervices 92yl

FP) ERO-—4.2.62. 9237
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Division :
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DESCRIPTION: Desk, £iab top, wood
DAYE REFERENCE OGOCUMENT QUANTITY VALUE g;t::&; TOTAL vALUE REMARKS
%0 - WS e o, (blue entry e LMHDO. OO
M-1%0- Lo [P0, 28-08- 65 (blue entry] 3 A0, 0wl 19 [}, 940.0
%-12-LH RO, 208-08-15 (blue eprry) | ADGL Q0 20 1, ¥ d0. oo
Q-1 -lotd 16, Rk A-00 05" (red enrryd] 2 |ixd.00l 1 ¥ 1y, 1 SG
2N [P, £8-00-5 (blue entry 2.0 1, 1o 5%. 60 Q aunmailie
12210 -l b2 0.95Y-0A-68 (hlue entry) 3 2O DY 2l 1), Q yieo
nter Imcreases in . u-91
:..:., ;cennu " ::‘ PROPERYTY GROUP CONTROL CARD (5-59)




HHFA-op
DiViS_ion

of Gene
f* Iune 1965 ral Services Intemal Op

Property

erating Procedure
and Supply Section

caono. N
=30 oM [ D Tonae (hine entry) \3, 0. ) &
5 fan-LY o 10-‘“*"«2: (blue _entry) 2.184.00 '8, 2w va |
' -2 b P 0. T0-8R -5 (hlue entry) 25000 1\Q, VAl
-3-LYP 0. Ve-nidtled (blue entry) H¥.00 1Q, 208\ ]
g‘\l'h‘}?vb-Q'K-Dﬂ'hf{hhm entry)) S‘OQ:.QQMJQ,SDS:AZ;
-1 51 k'Y EeP, -0 b5 red antry) 6§ %0.00[10,V8-12
~AR-e4D. £900-99 (hlue entry . 2..00/13, 130, 24 U
LA =10-04Y: D M V5-ne-5Thiue entry 2.97.00, 1, W\ 344
2-1-LTP. 0 35 oM hine entry MAHE[200n6SY
Enter Increases in Rlue PRDFERT; RECAPITULATION CARD K-90
Enter Decreases in Red {Total Yaluation of 09 Capitalized items) {3-59)
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Exhibit 14 (front)

HOUSING AND HOME FINANCE AGENCY w2
OFFICE OF THE ADMINIATRATOR {3-59)

MACHINE RECORD CARD

Date aequired: 4, ¢/ X fHew | Jused |Type eize: Elite Carrlage wdth:  gen
Acqui. ref,: P.O. 1262 OA—-M Cost: $4.08.00 Model: Electrice Column capacity:
LOCATION
BATE ROOM NO, BUILDING BIVEISION OR DFFICE DATE ROOM NO AUILDING DIVISION OR OFFICE
Lt bmbhi 300 Clark Personnel

kinp:  Typewriter waxe, IBM SFRIAL NO.: 592633




Internal Operay

ing Pr
o 9 Procedy
Operty ang Supply Sectiorrle

Exhibit 14 (pacy )

WAINTENANCE RECORD

| DATE P.0. NUMBER REPAIRS MAOE c0sT
8.3-64 | Under puarantee | Left ghift-key arm replaced No_cost
10-9~64 1990465 Camshaft adjusted ~ feed ralla replaced 8,00
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eneral
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H-26
(4~=50}

nousing AND HOME FINANCE AGENCY
pFFItE OF THE ApNER1STRATOR wamc _John Dog_ o ———

rooM wo. 421 Glark Bldge

RECEIPT FOR PROPERTY  aptesper 29, 1966

has been received:

The follosing property for which 1 am pernona!ly responsible

COMPLETE PESCRIPT 10N

ith case

Typewriter, portable, serial No. B1300902, ¥

Bie

pfacement officer
I!\EIIV\IIH




HHFA~-OA Internal Operating Procedure
Division of General Services Property and Supply Section
June 1965 Exhibit 16 (front)

H-27
(3-59)

DATE
HOUSING AND HOME FINANCE AGENCY

OFFICE OF THE ABMINISTRATOR

September 29, 1964
ORGAN| ZATIONAL UNIT

REPORT OF SURVEY LOCATION (Ci-ly ond Stete)

Mashington, D. C
The following described property |a reported for survey. It Is [ Jiosr [ Jareres  [X] unserviceasie

une | PROPERTY
I TeM DESCRIPTION QUANTITY RECORDS

VALUE
1, | Chair, swivel, w/arms, wood, walnut 1 $24,00

TOTAL | $24.00

EXPLAIN CIRCUMSTANCES CAUSING REPORTED STATUS OF PROPERTY

On September 24, 1964, while moving this chair and other furniture to our new office
location, the chair fell from the loading platform and was damaged as followst one

arm shattered, seat split, and three back slats split or broken. No persons involvéd
were at fault, the fall being dua chiefly to faulty flooring on the loading platform,

| certify that the information given above is true to the best of my knowl edge and bellef.
SIGNATURE OF PERSON RESPONSIBLE FOR PROPERTY YITLE

Q’w M General Supply Assistant

v (Over)

1



Internal Operating Procedure HHFA-OA

Property and Supply Section Division of General Services .
Exhibit 16 (back) June 1965

RECOMMENDATION OF ACCOUNTABLE OFFICER

AVAVLABLE -EVIOENCE AND TESTIMONY WAVE BEEN EXAMINED AND 1T 1S BELIEVED THAT

no employee or other persen involved was nepligent, damage being caused by faulty
loading platform, The chair has been examined and is damaced as stated., It has
been further’ determined that this chair 1s now completely unserviceable and beyond
successful repair.

1T IS RECOMMENDED THAT

the property personnel and others involved be relieved from responsibility, that
this property he destroyed in accordance with prescribed regulatinns, and that
this office be relinved from accountability for same,

DATE SLGNATURE

9.30-64 e ndd r\—gg‘LML

REPORT OF SURVEY BOARD

TITLE
Lroperty and Supply Officer

FINDINGS AND RECOMMENDAT |ONS

This Survey Roard has examined the property and other evidence, and has questioned
all persons having knowledpe of the facts, We find that this chair was broken as
stated, throuph no fault of anv person concernad, and that it is unserviceable
beyond repair., We recommend destruction per repulations, relief from responsibility
and accountability, and adjustments accordinply of property and accountinp records,

OATE SIONATURE ~ CHAIRMAN P

10-9-64 Georgze Brown ‘%W %W
DATE S1ONATURE \ S -

10-9-64 William A, white el (0. - fite
DATE S1GNATURE .

10-9-64 Harry H. Green "i (090,58 X .\:t E)*ll«)

\
DECISION OF REVIEWINO OFFICER N

APPROVED POR
action as recommended by the Survey Board above,

DATE SIGNATURE . TITLe Director,
10-14-64 J AN 0 & ﬁ(,._,Lz) l Division of General Services

FISCAL OFFICER'S CERTIFICATE

1 bereby certify that the ssm of § hae been dilled
D for the property for whichd the employee has been held fimsncislly re-
sponsible, and that immediate steps will be taken toward collection.

D 1 certify that the necesssary entries have deen made to adjust the &c-
cosnting records.

DATE lsmnnunz ]vm.c

PROPERTY OFFICER'S CERTIFICATE

I certify that the above decision bas bees carried ont and that the pecessary estries have been made
to adjust the property records.

DATE Ismnnm lrme




HHFA-OA Internal Operating Procedure
Division of General Services Property and Supply Section
June 1965 Exhibit 17

Standard Form No. 1103 U.S. GOVERNMENT BILL OF LADING

11

01-108-15 ORIGINAL B HO, ‘: -25“8“68

TenpERED 10— Roadway Express, Inc,

STOP TMscaromTAUCK AT IMPORTANT _ MANKED CAPACITYY DATE DATE BL ISSUED

R OnnERED | FURNiSHED | FURNISHED

ngulotions permit this

oviginal bill of lading to be

surrendered to the initial 4
FOR carrier oy aent imuanediately  § fruansu THts iNFORMATION 1N £AT AD OR TRUCK.OAD SHIPMENTS DNLY. 10=12=6
CAR INTIALS AND NO. [T tothaconsignes. Theship- A 5 :

ping agency will furnish iF EXTRA SE VICES A»RE ORDERED SEE

specifia instructions with ADMINISTRATIVE TIONS NO. 2 ON REVERSE
S 1espect thersla. e

RECEIVED BY THE TRANSPORTATION COMPANY NAMED ABOVE.
SUBJECT TO CONDITIONS NAMED ON THE REVERSE HEREOF,
THE PROPERTY HEREINAFTER DESCRIBED, IN APPARENT GOOD | (FHIPPING POINT) wommctry
ORDER AND CONDITION (CONTENTS AND VALUE UNIKNOWRN), | FULL NAME OF SKipPER

TO BE FORWARDED TO DESTINATION BY THE SAiD COMPANY Housing and Home Finﬂ“C“ Agency

AND CONNECTING LINES, TRERE TO BE DELIVERED (N LIKE Office of the Administrator

GOOD ORDER AND CONDITION TO SAID CONSIGNEE.

CONSIGNEF. (NAME AND MAILING AODRESS) ARKS T " e eme oo S

. Housing and llone Finance Apency
Office of the Regional Administrator
346 Broadway

DESTINATION
New York, New York
VIA (ROUTE SHIPMENY ONLY WHEN SOME SUBSTANTIAL INTEREST OF THE GOVERNMENT (S SERVED THEREBY) CHARGES TO BE BILLED TO (DEPARTMENT OR ESTABLISHMENT, BUREAU OR SERVICE AND LOCATION)
HOUSING AND HME FINANCE AGENCY QFFICE OF THE ADMINISTRATOR
Div. of Finance & Accounts, Washington, D.C, -
SEAL NOS, FOR CARRIEN'S USE ONLY APPROPRIATION CHARGEABLE :
AY| NO. { “ ;
WAYBILL NO, FREGHT BILLNO. | 0/ 50100 Salaries & Expenses, HHFA-OA, 1965
"CONTRACTORS WILL RETURN UNUSED OR CANCELED BILLS OF l/«DING TO GOVERN-
APPLIED BY: MENT OFFICE FRON WHICH RECEIVED
PACKAGES DESCRIPTION OF ARTICLES NUMBERS [FOR USE OF° (15 FINAT 10K CARRIER ONLY
s e | (USE CARRIERS' CLASSIFICATION OR TARIFF DESCRIPTION IF POSSIBLE, WEIGHTS* CHARGES
w0, | KiNp OTHERWISE A CLEAR NONTECHNICAL DESCRIPTION) PACKAGES CLASS | RATE " Toolies Jants
6 Ctng Printed Forms Approx.
305 1bs.
(INSIDE DELIVERY REQUESTED) .
The s idn elanam ined in seclion 301 of Executlve Nrder 10925, an amended, relatife to enual enf-
tprortunity} for wll persons withaul reeard to race, ereed, color, or nutional origin, end tHe tmplementing
rule and ions{of the President’s Commitiee on Fqual E Opportunity are iscorporatdd bersin.
et
TARIFF OR SPECIAL RATE AUTHORITIES (CJL - T/L OR VOL. ONLY)
IF THIS SHIPMENT FULLY LOADS THE CAR OR TRUCK useD; check [ ves
CARRIER FURNISHED D PICK UP— D TRAP CAR— CERTIFICATE OF I18SUING OFFICER
SERVICE AT ORIGIN. INITIALS OF SHIPPER'S AGENT ..o coceiiaiacnes 1 CERTIFY THAT THIS SHIPMENT IS MADE PURSUANT TO THE TERMS OF CONTRACT

NAME OF TRANSPORTATION

COMPANY-——D> Reqs. 1284-65 (1-31-65)
DATE OF RECEIPT OF SHIPMENT INITIAL CARRIER'S AGENT. BY SIGNATURE BELOW, CER. HOUSIRG & NAME FINANEE A
TIFIES HE RECEIVED THE ORIGINAL BILL OF LADING, | ISSUING OFFICE . MIUSIT - D ¢ 3
[} YES (INDICATE BY CHECK) Washinpton, D. C, 3
SIGNATURE OF AGENT FER
SIGNATURE OF [SSUING OFFICER . Ino B SPTYN0N 0T e R S e e e T
DATE 1(0u]12-64  TITLE Pronerty and Suppl
CONSIGNEE’S CERTIFICATE OF DELIVERY—CONSIGNEE MUST NOT PAY ANY ON THIS |l T
) CERTIFY THAT | MAVE THIS DAY ..o oooeeeeeores RECEIVED FROM O OO 3
(DATE OF DELIVERY) (NANE OF TRANSPORTATION COMPANY} (ACTUAL POINT OF DFLIVERY) 5

THE PROPERTY DESCRIBED IN TMIS BILL OF LADING TN APPARENT GOOD ORDER AND CONDITION, EXCEPT AS NOTED ON REVERSE HEREOF, CARRIER FURNISHED D DELIVERY — D TRAP CAR—
SERVICE AT DESTINATION.

POUNDS*
(GROSS WEIGHT 1N BOTH WORDS AND FIGURES) (SIGNATURE OF CONSIGNEE OR AUTHORIZED AGENT)

*SHOW ALSO CUBIC MEASUREMENTS FOR SHIPMENTS VIA AIR, TRUCK OR WATER CARRIER, IN CASES WHERE REQUIRED,
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HOUSING AND

HOME FINANCE AGENCY

OFFICR OF THXK ADMIWNIBTRATOR

REQUISITION FOR IDENTIFICATION CARD

W52
(8-62)

NAME OF EMPLOYEE

Joseph M, Peabody

DATE OF REQUEST

September 30,

19A4

PHOTOGRAPH

CFFICIAL STATION

Washington, D, C,

DIVISION OR OFFICE

Compliance

BUSINESS ADDRESS (Rldg. and Room No.)

BUSINESS TELEPHORE

JUSTIFICATION:

for inspection of certain field

Fdacwater - Room 14R4 ext, 4449
DATE OF RIRTH I E AT T we e nt TYPE OF AFPOINTWENT
1-7-11 198 6! [X] pute-vine
COLOR OF WAIR TOLOR OF EYES SEX
[ ] weremmrrrens
Gray Green Male

To be used in connection with of ficial duties - partienlarly required

installations.

SIGNATURE OF EMPLOYEE

Investipgator

<

TITLE /

SIGNATURE OF REQUESTING OFF ICER

Director

APPROYAL OF

1SSUANCE

SIGHATURE OF AUTHORIZING OFFICER

Ay DA S0 O

CARD SERIAL NUMBER

(43

TITLE OF AUTHDRIZING OFFICER

Director, Division of General Services

VA
~e
00'5'\’4

DATE CARD ISSUED

DATE CARD CANCELED

RECEIPT FOR

IDENTIFICATION CARD

and signature.
upon the termination of my employment.

| acknowledge receipt of the identification card numbered as shown above and bearing my photograph
| understand that the card shall be returned to the issuing officer upon his request or

SIGNATURE OF EMPLOYEE

DATE RECEIVED

vo- R - oY

FHUBO-Washington, D. C
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(front)
U. S. GOVERNMENT MOTOR VEHICLE | " 45
OPERATOR'S IDENTIFICATION CARD |Giwisin
NAME OF OPERATOR 10" 14- 64
TE EXPIRES
Ralph W, Smith ¥0-13267
SEX DATE OF BIRTH COLOR OF HAIR COLOR OF EYES HEIGHT WEIGHT

M 1225422 Brown Bluc 621 180

The holder of this card ls qualified to pperate U. S. Government vehicles and/or
equipment specified, subject to the restrictions set forth on the reverse of this card.

SIGNATURE OF ISSUING OFFICIAL 57V SR

BT e g) Verviens

llome Finance

, .
NAME AND LOCATION OF ISSUING UNIT Housin 2 and
LG

Apency, OA, Vashinoton, D. C.
NOT TRANSFERABLE SIGNATURE O IrgRA (Npt valid until signagy? .

~

Cnni m:nt be ccr,;'iad A
+ . 4 A-X

:ne:uln: a‘;v.cr:m:nl; TITLE OF POSITION (6 , .

vehicles. Prbject Engineer

Standard Form 46 (Dec. 1955) USCSC—Ch. 930 F.P.NL 46-103

(back)

RESTRICTIONS

QUALIFIED TO OPERATE
TYPE YEHICLE AND/OR EQUIPMENT CAPACITY

Passenger H, Cassidy

QUALIFYING OFFICIAL

OTHER RECORDS (0OPTIONAL)

GPO : 1963 0679289




- HHFA-OA :
Division of General Services ‘ Internal Qperating Procedure - -
April 1961 v Space and Maintenance Section

1. THE SPACE AND MAINTENANCE SECTION is primarily responsible for
the planning, acquisition, allocation, and utilization of space. This involves
planning all phases of space management and keeping records of space
occupied by and assigned to the Central Office and HHF A Regional and Field
Offices; coordinating Central Office moves; initiating work orders for build-
ing maintenance; making periodic inspections of buildings occupied by HHF A
employees; servicing machine equipment repair calls; issuing building passes;
and arranging for issuance of official parking permits.

2. SPACE

-a. Space for the Central Office and HHF A Regional and Field Offices within
the!conltinental limits of the United States is acquired through the Public Build-
ings Service of the General Services Administration. Requirements are sub-
mitted to the Public Buildings Service on Standard Form 81, Request for
Space, in accordance with GSA Regulations 2-II-301. 00. (See Exhibit 1.)

b. Space made available by the Public Buildings Service is surveyed for
adequacy of light,’ ventilation, location, usability, and general condition to
determine if it is acceptable for the purpose intended. The survey should
develop information for negotiations with PBS on any needed alterations and
renovations.

c. Requests from operating officials for more space or relocation of offices
are investigated, Total space available, space needs for special require-
ments, proposed increases or decreases in staff, and present space use are
determining factors for recommendations made or action'taken.

d. The Space and Maintenance Section prepares and maintains space and
equipment diagrams, layouts, and allotment records of Central Office and
HHF A Regional Office space. The diagrams and layouts show the exact
square footage and location of space occupied by significant organizational
entity. The allotment records show the number of personnel in the space
and the space use (files, storage, office or conference).

e. Quarterly reports based on allotment records are prepared and sent to

the PBS in accordance with GSA Regulations 2~II-503. 00 on Standard Form 111,
Agency Space Report, and Standard Form 111A, Agency Space Summarization.
The summarization is signed by the Director, Property Management Branch,
(See Exhibits 2 and 3.)



Internal Operating Procedure Division of General Services
Space and Maintenance Section April 1961 ‘

HHFA-OA

f. Space in the United States possessions or territories is acquired under
standard leasing procedures. Information about preparation of a lease is
obtained by the Space and Maintenance Section and turned over to the Pro-
curement Section for the actual preparation of the lease and execution by
the Director, Property Management Branch.

MOVES

a. When a move has been approved by the Director, Property Management
Branch, including the approval of relocation and the setting up of additional
space, the specific details of the move are developed and coordinated. The
final layout chart showing location of furniture, equipment, and personnel to
occupy the space is discussed with the Administrative Officer of the Division
concerned. Requests for new or additional equipment are given to the
Property and Supply Section for processing. This equipment is shown on the
space layout charts and delivered to its location during the course of the move.,

b. The Public Buildings Service is contacted to determine when the move

can be made and to request necessary boxes, laborers, and trucks. Boxes,

chalk, and moving tags are furnished to the Administrative Officer of the ‘
Division concerned in time to allow for identifying furniture and equipment to

be moved and for proper packing. Prior to the actual move, furniture and
equipment are inspected to determine that:

(1) All objects which could be damaged or lost have been removed
from desks and tables and placed in boxes.

(2) Boxes have been packed to allow for stacking without damage
to contents.

(3) All boxes, furnlture. and equipment have been properly labeled
for the move. ’

c. . The moving of telephones involved in space changes is described under
telephone service.

TELEPHONE SERVICE
a. The Space and Maintenance Section acts as liaison between officials of

2
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the telephone company and the Central Office. It is the responsibility of
this Section to develop and maintain the most efficient and economical
telephone service available for the Central Office..

b. When a request for additional telephone service is received, a survey
is made to determine need for additional service taking into consideration
present facilities, number of personnel, and workload of the office. Un-
usual requirements are submitted to the Director, Property Mgnagement_
Branch, for approval prior to preparation of the telephone order.

c. A memorandum agreement between the Office of the Administrator and

the Federal Housing Administration was entered into on August 11, 1955,
covering telephone service. To obtain a 'change in telephone service,

Standard Form 145, Order for Telephone Service, is prepared in original

and seven copies. (See Exhibit 4.) The original and six copies are sent

to the Telephone Section of the Federal Housing Administration in accordance
with the terms of the memorandum agreement. One copy is kept in the Space
and Maintenance Section. Space layouts indicating telephone service changes
are prepared for the telephone company covering requests for new or expanded
fac111t1es or the relocation of ex1st1ng facilities, as required.

5. TELEPHONE DIRECTORY

a. Administrative Officers in the Central Office report new employees in
their Divisions on Form H~-94, Telephone Directory Control Card, to the
Space and Maintenance Section. (See Exhibit 5.) This Section keeps a visible
index listing alphabetically the names, division, location and telephone
extensions of all Central Office personnel. Changes are sent periodically to
the Telephone Section of the Federal Housing Administration on Standard
Form 146, Changes in Telephone Listings. (See Exhibit 6.)

b. A telephone directory listing all Central Office employees is prepared
periodically, When numerous changes have occurred, a new directory is

issued. The directory includes:

(1) General information on long distance calls, an explanation of
symbols used in the directory, and building abbreviations.

3 B
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(2) An alphabetical listing of all employees indi‘c;ati'ng:
(2) Name (surname first).

(b) Division or office in which employed (use abbreviations
and capital letters).

(c) Telephone number,
(d) Room number and building.

A sample listing of the alphabetical directory 1lst1ng of employees
is as follows:

Smith John P ADMIN .........3025 ........... e seeanees 103N
The names of sections, branches and services will not be included.

(3) A classified index indicating each organization unit, the person in

charge, and the location and extension. Normally, the classified index .
will include Branch Heads and above. A draft of the proposed classified

index is routed for clearance by the Division of Personnel, the Division

of Budget and Management and the Director, Division of General

Services,

(4) A service index indicating the service available, telephone
extension number, and location.

(5) A governmental interdepartmental dial code listing,

c. To assure that listings are current, a survey of the directory listings is
made once each six months. To assist in the survey, the Administrative
Officer of each Division is requested to submit a complete list of personnel
in his division, including the room number and telephone extension of each
person. '

6. BUILDING MAINTENANCE. Upon receipt of a complaint concerning build-
ing or utility services, the appropriate building manager or engineer is
notified by telephone or memorandum. Minor adjustments or repairs can
be made by an employee of the Space and Maintenance Section. When more

4
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extensive repairs are required, GSA Form 1354, Job Order, or memorandum
if appropriate, is prepared and submitted to the Public Buildings Service,
General Services Administration, (See Exhibit 7.)

i

FURNITURE AND EQUIPMENT MAINTENANCE

a. Upon receipt of a report that an item of furniture or equipment requires
maintenance or repair, an inspection is made to determine the most econom-
ical and expeditious way to effect the maintenance ot repair. Minor repairs
may be made by an employee of the Space and Maintenance Section,

b. When furniture repairs are determined to be necessary, estimates are
obtained and a requisition is given to the Procurement Section for process-
ing. If the work is to be done in the PBS repair shop, the furniture is picked
up, delivered to the shop, and returned from the shop to the office or ware-
house. The Property and Supply Section is notified of pick ups and deliveries.

c. Requests for the repair of office machines are referred by telephone call
to the manufacturer of the machine concerned or other repair service. The

- request should include the model, serial number, nature of trouble, location,

and the name of the operator of the machine. The Procurement Section will
process a purchase order to cover the work. A property pass must be
obtained from the Property and Supply Section for equipment to be taken out

of the building and a receipt obtained from the repair service which picks up

the machine. The Property and Supply Section is notified of deliveries from
the repair shop.

d. Requisitions for minor repairs of classes of items having need for
continuing repair are sent to the Procurement Section at the beginning of
each fiscal year for blanket ordering and encumbrance of funds. A separate

requisition is prepared for each major repair at the time the need occurs.

JOB ORDERS

a. Each request on Form GSA 1354, Job Order, is recorded in a register
maintained by the Space and Maintenance Section. The register is a bound
book clearly lettered, having these columns:

(1) Job Order number (numbered consecutively, beginning with 1 for

5
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the first job order of each fiscal year).

(2) Date job.order prepared.

(3) Brief description of work to be done.

(4) Account chargeable.

(5) Estimated cost.

(6) Date work completed.

(7) Remarks as required.
b. GSA Form 1354, Job Order, is prepared in original and six copies for all
requests for repairs and alterations to buildings. (See Exhibit 7.) A number
is assigned from the job order register and entered in the '"Agency No."
space on the form. Since GSA Form 1354 is padded in sets of five copies

only, two copies (any color) of another set must be used. An estlmate of the
cost of the job based on previous similar jobs should be made. ' ‘

c. The original and all copies of GSA Form 1354 are sent to the Division of

Finance and Accounts for certification of funds. Finance and Accounts keeps
the last two copies and returns the original and four to the Space and Mainte=
nance Section., v

d. One original white and the pink, blue, and yellow copies.are sent to the
appropriate building manager of the Public Buildings Service. The fifth
(green) copy is kept in the job order file.

9. MACHINE RECORD CARD. Form H-2, Machine Record Card, is maintained
on all serially numbered machines in the Central Office. (See Exhibit 8.)
When machines are transferred from one Division to another, the change in
location is shown on the face of the card. When a machine is repaired, the
date, purchase order number, nature of repair, and cost are recorded on the
back of the card. This record provides a location file and a quick method of
determining whether repair or replacement is justified.

6
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10. BUILDING PASSES

11.

12.

a. GSA Form 15, Night, Sunday, and Holiday Pass, is issued on request to
new employees of the Central Office as they enter on duty. (See Exhibit 9.)
Passes are signed by the Director, Property Management Branch, and
countersigned by the Captain of the Guard of the building concerned. All
passes are assigned consecutive numbers and recorded numerically for
control purposes. An alphabetical card file for cross reference use is also
maintained. Requests for passes to replace those lost, stolen or destroyed
shall be by memorandum signed by the Administrative Officer of the Division
concerned. : '

b. New passes are issued to all Central Office personnel once .e.achwcka:lv‘e‘ndar
year and old passes are recalled and destroyed. Passes generally shall be

~valid from January 1 through December 31 of each year.

DISTRICT OF COLUMB IA OFFICIAL PARKING PERMITS

a. Requests for District of Columbia official parking permits should be by
memorandum with detailed justification and the name, title and Division of
the applicant. An application for official parking permit covering each
request approved by the Director, Division of General Services is prepared.
Applications and a letter of transmittal, both prepared for the signature of
the Assistant Administrator (Administration), are then addressed to the
Department of Vehicles and Traffic of the District of Columbia. If the
application is approved by the Department of Vehicles and Traffic, a permit
will be issued and forwarded to the Administrative Officer of the Division
concerned through the Space and Maintenance Section. A record is kept of
permits issued giving the name, title, and organizational unit of each
applicant and the date of approval of the Department of Vehicles and Traffic
of the District of Columbia. |

b. Permits expire June 30 of each year and justificatibn must be resub-
mitted for renewal. When an application is denied, the Administrative
Officer of the Division concerned is notified by memorandum.

SAFETY PRECAUTIONS

a. Inspections. In the course of regular work of space surveys and office
moves, alighment and placement of office furniture are considered in relation

7
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13.

to safety of personnel and property, and other safety aspects of space
management are observed. Dangerous situations are reported promptly

by calling the General Services Administration or issuing a work order,

or by requesting Divisional staff to take appropriate action. Particular
attention is paid to such hazards as stair well lighting, overloading of
electric wiring, accumulations of waste, and blocking of passageways.
Conditions caused by weather are anticipated and steps are taken to prevent
accidents, '

b, Use of Electrical Appliances, A request in writing must be made to the
General Services Administration for the installation and use of electrical
appliances, such as hot plates and goffee makers. The request must describe
the appliance and its intended use amd be approved by the Director, Property
Management Branch. The GSA building manager will inform the Space and
Maintenance Section of approval or disapproval of the’ request. All instal-
lations must be made under the direction of the GSA and conform to the safety
and installation requirements of GSA Regulations.

CONFERBENCE ROOMS. All requests for the use of conference facilities
shall be made through the Space and Maintenance Section. A daily and

hourly record is kept indicating: (a) date the request is received; (b) name
and telephone extension of the requesting official; (c) nature of the conference;
(d) number of persons to be in attendance; and (e) exact time the conference
begins and ends., When it is found that conference facilities under the
jurisdiction of the Central Office are not available and rent free facilities of
other agencies cannot be obtained, the request is referred to the Procurement
Section to secure paid space.
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STANDARD FORM 81
7 REVISED JURE 198t
PRESCRIBED BY
GEN[N:I SERVICES ADMINISTRATION
REG.

L Ul K

REQUEST FOR SPACE

1. DATE OF REQUEST
March 1, 1960 |’

3. REQUESTING DEPARTMENT OR AGENCY

__Housing and Home Finance Agency

2. AGENCY REQUEST NUMBER

HHFA-OA-1

4 ADDRESS OF REQUESTING DEPARTMENT OR AGENCY

Submit this form in triplicate to the office of QGeneral Services
Administration having jurisdiction over the area in which the
requested space is Jocated. .

1626 K Street, N. W,

5. SPACE REQUESTED AT (Give city and State)

Washington 25, D. C.

Check applicable box bel&w

6. SPACE TO BE OCCUPIED BY (Bureau, division, branch, stc.)

D IF NO GOVERNMENT-CONTROLLED SPACE IS AVAILABLE. REQUESTING AGEN-
CY WiLL ACQUIRE NEEDED SPACE UNDER (T5 ACQUISITION AUTHORITY.

E—‘ F NO GOVERNMENT-CONTROLLED SPACE 1S AVAILABLE, REQUESTING AGEN-
CY WISHES GSA TO PROCEED WITH ACQUISITION OF REQUESTED SPACE.

Office of the Administrator

T 0 Mr. John J. Jones
Chief, Acquisition and Disposal Division
Public Buildings Service
General Services Administration
Washington 25, D. C.

8. ARE FUNDS AVAILABLE FOR REIMBURSEMENT FOR
RENT AND/OR SERVICES?

1. TERM OF OCCUPANCY

#l. TYPE OF SPACE DESIRED

wmon, ___Immediate B0 | be] senenar purrose
&) ves [ o o NDEFIITE 7] seectaL purrose
' 9. TYPE OF REQUEST (Cheok one) £} » ] wane
Bl wew D] memewaL ] SoatuENTARY
12 EMPLOYEES TO OCCUPY SPACE Numatr | DO NOTUSE] 43, SPACE DETAILS SQUARE FEET
A. Office Employces: A. Office . . ., ., . .
Group 1; G§-1—GS-6. . , ., . .| 10 B. Files. . . . .. ..
Group 2; GS~-1—QGS-11 , . . . , . 10 C. Storage or Warehouse
Group 3; GS-12 and above 20 D. Other (Explain in Remarks)
Total in Office Space ., ., ., . . Total . . . .« el . ’h 5m
B. Nonoffice Employees . . . . , . . E. Land required (State in square feet or acres)
Totat Alt Employees. . . . , . L0

WM. FACILITIES NEEDED AND SPECIAL REQUIREMENTS (Furnish detailed
information; attach additionsl sheet il necessaty}

Usual electric; hot and cold running water,

cooled drinking water; window washing mnthﬂ
Janitorial service; toilet facilities; window
shades and/or venetian blinds, re-decorating
at 18-month intervals; freight and passenger
elsvator service; directory service in lobby.

4

. JUSTIFICATION FOR SPACE REQUESTED (Continue on revarse if
necessary)

Necessary for additional personnel for new
functions. of Public Facilities Loans,

3rd Advance Planning and College Housing
Loans and expansion of six other programs
already in existence.

16. REMARKS (Continue on roverse if necessnry)

The 4,500 square feet

may be provided
square feet., i

in two blocks of 2,700 and 1,800

17. 1 certily that the space r. t
NAME OF AUTHORIZED REQUESTING OFFI

W. S. Rogers

Director

‘Division of General Services

TITLE

y for the proper functi

ing of
SIGNATURE OF AUT

w. S

agency named
OFFICIAL

ACTION BY GENERAL SERVICES ADMINISTRATION

[} SPACE OFFERED FOR REVIEW (Sew attached statemant or report)

NAME OF AUTHORIZED OFFICIAL (Typed)
George F. Brown

NO GOVERNMENT -CONTROLLED SPACE AVAILABLE.  AGENCY MAY PROCEED
WITH ACQUISITION UNDER ITS ACQUNSITION AUTHORITY,

&

nne Chief, Assignment &

DATE .
Utilization Branch [ March 9, 19§0

NO GOVERNMENT .CONTROLLED SPACE 15 AVAILABLE, GSA 35 PROCEED-
ING TO ACQUIRE SPACE REQUESTED.

O

SIGNATURE OF AUTHORIZED OFFICIAL

L pnge - Brvert

v Al |
. 5. GOVERNMENT PRINTING OFFICE : 1957--O-417014
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STANDARD FORM NO, V1)

AFRIL 1048 EO1TION
PREIICRINED BY

GENERAL SEAVICES ADMINISTRANION
REAL P RTY MANAGEMENT

SIGUATION MO,

AGENCY SPACE REPORT
{For District of Columbia and Adjacent Areos)

DEPARTMENT OR AGENCY

Housing and Home Finance Agency

SUREAY

Office of the Administrator

NOTE: * See roverse sidg for instruchons.

* Explain deviotion from previous report.

DATE OF REPORT

April 1, 1961

PREVIOUS REPORT FOR

PRESENT REPORT FOR

WADING copt ! I e _3rd_Qtr REMARKS *
NO. 1963 FEA961-
Assa Parsonnel Areo Parsonnel
1] L) 13 ) 5) (3] 7)
Normandy Building 1 26,985 230 27,380 234, | Code 10 space consists
: 2A 2,520 1 1,989 12 | of mailroom, publica-
LA 432 2 450 2 |{tion room, corridors,
6C 658 700 tollets and closets,
10 2,574 25 2,900 28
Total 33,169 2N 33,419 276
Lafayette Building 1 25,886 237 21,886 237 |[Code 10 space consists
27 235 2 235 2 |of tollets, closets and
éc 1,800 1,800 : mailroom,
10 1,889 2 1,889 2
Total 28,810 21 28,810 2,1
GRAND TOTAL 61,979 512 62,229 517
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STANDARD FORM Ko, THIA

APRIL 1048 EDITION
PRESCRIGED BY

GENERAL SERVICES ADMINISTRAT{ON
REAL PROPERTY MANAGEMENY

RTINS AGENCY SPACE SUMMARIZATION
{FOR DISTRICT OF COLUMMIA AND ADJACENT ARRAS)

DATE, O REPORT
April 1, 1961
YOR MONTH ENDING

3rd Quarter FY 1961 ;

Tot GENERAL SERVICES ADMINISTRATION, PUBLIC BUILDINGS SERVICE, REGION 3, WASHINGTON 25, D, C,

There is transmitted herewith épace utilization data for this Agency.
The table immediately below is & summarization, for the ehtire Agency, of the information on the attached Standard Form No. 111,

coot TvRe AREA reRsorG. redSeione
I, OFFICE 52,266 471 110.97
2 FILES 2,22}, 1, '
REMARKS
. Adive (222, )¢ W )
b, Inactive [{ )1i¢ )
) STORAGE Change in space due to Agency
survey and reassignment of space.
4 SPECIAL EQUIPMENT 4,50 2
. Raprodueth ( 450 )| 2_)
Y Laboratoriw ( )¢ )
S CONCESSIONS
[N SPECIAL AREAS 2,500
., Librasios [ )1( )
b Exhibit Space ( )1 )
& Moeting Rooms ( 2,500 }AK¢ )
d Auditor ( )| )
7. BUILDING MAINTENANCE
(3 GARACES
s ASSIGNED VACANT SPACE| RTTIIIT
100 | ALL OTHER SPACE 4,789 30
* SPECIFY USZ UNDER REMARKA OVERALL 8Q. FT.
PER PERSON
ITEMS 1-10 INCLUSIVE 62,229 517 120.37

DEPARTMENT OR AGENCY TINE SIGNATVRR . ¢
Housing & Home Finance Agency |Director ?t )j -
Office of the Administrator Property Management Branch .

GSA WASH DC 59-8724
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= 1
:::'r:u':;o FORM 145 - ORDER FOR 1, ORDER NO, 2. DATE ol:::‘:"u:.“ THIS SPACE
ﬁiﬁﬁtﬁ%&";’_’f{mmsm\m’“ TELEPHONE SERVICE 25-04-60 3-1-60
v "™ Housing and Home Fi A
- and Home Finance Agenc,
General Services Administration O?;;c:gof the Administrato;" 7
S OFFICE FOR WHICH THE FOLLOWING TELEPHONE SERVICE 1S REQUIRED FOR OFFICIAL USE (Orgonisational Unit)
Urban Renewal Administration
L3 Y DISCO!
wAIN_ 18 ASSOCIATED EQUIPMENT MAIN ] ASSOCIATED EQUIPMENT BUILDING AND
T Eg wo.| e A xS, i i gg Wo. [ v AT EXTS. ROOM NO.
. Lafayette Lafayette
3456 | 1| 2| 3p 3457 un 3456 |1 |2 |3P 3457 1173
2/ H Com*) 2 {H Com?'l
1|8 1 {LH
1iCom?’l 1 [Com?1j
New
6543 o] 1185
(Brown)
1. REMARKS
T T | o o e e ey
Oves Bwo | Oves Elwo
876 laf
B. H. Howard B EXTENGION WO
6123
s e —
3-12-60 h
General Services Division, FHA
DIETRISUTION OF COFiES 16~0BSA-8  ¥.4. SOYKANNENT PRINTING OPFICE




iViSiOn 0,
Apri] 1961f

Ge
feral Services

- "
HHF A-OA TELEPHONE DIRECTORY CONTROL CARD (3}
BUCKLEY DORIS Ko HHFA~-OA
Surnaone Given Nome ) Initial Agasey

ORGAN!ZATIONAL DESIGNATION (DIVISION, BRANCH OR SECTION AND TITLE)

L Administration, Finance - Clerk-Stenographer

_ ROOM AND BLDG. TELEPHONE NO. DATE AND_ACT!ON
1342-Lafayette 5478 2-7-60

(salmon copyj
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Soni g Yor 14 w103 DO_NOT USE THIS SPACE
l?e‘l'\'am%n ﬂ’lhv(w;‘a. ApMINISTAATION APPROPRIATE ACTION BY-- INITIALS DATE
CHANGES (N TELEPHONE LISTINGS
ENSTRUCTIONS.~This form i to be wed for
mu:hbo-rdu, m aimonlhy m.h When ':ued in mnecdon whh Oﬂwgn‘t‘:ﬂ" it
gentative, For other un submit in Attach to Bta
Foem 14S, Order for Tele, Bervice, when elun.e- rnult ¥tom seryice ordered on that form
ot furnish’ separately when changes in listings only are #.
ACTION » LISTING * mﬁﬁo“tfu ° v lm‘"::“.m EX;%N?.ON
0% |adams, ann B. Compliance | 251 | NADA - 2000 K St. NW 7641,
ADD
O80P | pryan, John C. _| Admin, 230 | Normandy 532
400 Admin. 351 | Normandy 4683
PR |charles, Joseph L. OFP 643 _| Normandy 3875
ADD ’
DROP
ADD
OROP
ADD
proP
ADD
DOROP
ADD
OROP
ADD
)
: DROP
ADD
DROP
ADD
“REMARKS
AUTHORIZED BY (Signoture) TITLE .
Director, Property Management Branch
* S - e
March 1, 1960 Exe 3-4160
#When individual pame Js listed use last uame, Arst name, aud middis inftisl. 11.5. GOVERNMENT PRINTING OFFICE : 1999—0-517849
%51 & group of numbers in rotary s invnived, flat onl y the “frst number of the group,
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staft

[ GENEWAL SERVICES ADMINISTRATION — FUBLIC BUTLDINGS SERVICE
JOB ORDER .

T3 ome

Otﬁ.oo of the Mminietrator

‘ . . .
T, XGENCY RO F ER ] N
13 :
Tiance Agency | I DATE Of ORDER

3160

T HENDBIL T} 25T Tafayette Bulld

. 2 0
Div. of Finance and Accounts 3600 00, SLE, HFA, OA, 1960 .

’20.00 i
PBS APFROVAL Gignstors) | i

S

Lnfwto 921, 5231 - :
- THLEDrector . WIATERIAL, USED
Property Management Branch Ovea Owno
. SHOPS
For the removal of four electrical outlets in room 1020
VY U )|V
A' | n J\ ACTUAL JoB cost
. i 020 N I I W LABOR

MATERIALS .
TOTAL j i
K

LU L N T ——

] CUnstructions Jor preparation on reverss

| 1. GSA COPY (white)

g GSA 1354~ JANUARY 1959
o priem co3) ity s i

= SA SHOP COPY (pink) -

SA , SHOP coprY (olue)
G
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Exhibit g

FRONT
HOUSING AND HOME FINANCE AGENCY "2
OFFICK OF INE ADNINISTRATOR {3-59)
MACHINE RECORD CARD
“|Pote acauised: oot ober 5, 1958 fduee [ Juaed {Type ss2es Elige . [Corriope warn 13w
Regul, ref.: PoOs 13m_59 Cost: ’150.99 Nodel: Standard Column capacity!
LOCATION
QATE ROGM MO, BUILDING DIVISION OR DFFICE DATE ROON NG, BUILRING GIVISION OR DEFICE
10-8-58 119 N Administration
RIND: Typewriter ¥AXE: Royal ‘ SERIAL NO.:  KMF 4378625
{Ceer}

MATNTENANCE RECORD
DATE .0, NUMBER REPAIRS MADE . i €oST
7=-29-59] Warranty Adjusted Platen . No Cost

3=5-60 | 120-04-60 Repair of variable type $3.00
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THE UNITED STATES OF AMERICA, '720
RATION—PUBLIC BUILDINGS SERVICE

QENERAL SERVICES ADMINIST
Y, AND HOLIDAY PASS
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1. THE TRAVEL SECTION, guided by the Standardized Government TraVel Regu-

lations, Comptroller General's Decisions, Executive Orders, and adminis-
trative policies and procedures, is responsible for assisting personnel of
the Central and HHFA Regional Offices with matters concerned with official
travel at Government expense. This procedure supplements the procedures
on travel and transportation in the Manual series.

REQUEST AND AUTHORIZATION

a. Requests for travel at Government expense are made on Form H-25,
Travel Order-Request and Authorization. (See Exhibit 1.) This form is
issued for (1) travel from a permanent duty station by an employee on
official business to a designated temporary post of duty and return, and

(2) travel in connection with the permanent change of official station of

an employee. The request portion of the form must be signed by an official
authorized to recommend travel.

b. Central Office Authority. Under current authorization, division heads
and their designees may recommend requests for travel. The Assistant
Administrator, Office of Administration; the Director, Division of General
Services; the Director, Property Management Branch; and the Executive
Officer, Division of General Services, are authorized to authorize or
approve travel on a per diem basis at Government expense by personnel
of the Central Office and HHFA Regional Offices.

c. HHFA Regional Office Authority

(1) Under current authorization, each HHFA Regional Administrator
may authorize or approve except on an actual subsistence expense basis:

(a) Official travel necessary in connection with Regional activities
by employees (except himself) under or detailed to his adminis-
trative jurisdiction;

(b) Travel expenses of new appolintees, or of employees on transfer
~ from one official station to another (including transfer from one
department to another) for permanent duty, to or in positions up
to and including General Schedule grade GS-12 under his adminis~
trative jurisdiction, and transportation expenses of the family,
household goods, and personal effects of such an appointee or
employee; and
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(c) Travel expenses of employees in positions up to and including
General Schedule grade GS-12 under his administrative jurisdiction
en route to or from a detail to another Region. (Volume II, Manual
Series, 5-15-17.) ‘ '

(2) HHFA Regional Administrators may not authorize or approve travel by
Regional staff to Washington, D. C., unless such travel has been request-~
ed or recommended in advance by the head of an OA division; the Director,
Administrative Management Division, CFA; the Director, Division of Admin-
istrative Management URA, or their superior officers.

(3) An HHFA Regional Administrator may authorize or approve travel by
Regional Office employees (except himself) to Regional or Statewide con-
ventions and meetings when the Regional convention or meeting affects all
or part of the jurisdiction of his Region. (Volume V, Manual Series, 4-2.)

3. KINDS OF TRAVEL

a. Trip or Blanket. Generally, two types of travel orders may be issued
depending upon the circumstances: (1) orders issued on a specific trip basis,
or (2) orders issued covering general travel within stated areas during a
specified period of time. '

b. Outside the United States. Travel performed outside the continental limits
of the United States and chargeable to OA funds is governed by the provisions
of the Standardized Government Travel Regulations, and Bureau of the Budget
Circulars, and Department of State Standardized Regulations (Government
Civilians, Foreign Areas).

c. Conventions and Meetings. Attendance at national conventions and meet-
ings must be approved in advance by the Deputy Administrator on Form H-67,
Request for Authorization to Attend Meeting. (See Exhibit 2.) When approved,
this form shall accompany Form H-25, Travel Order-Request and Authorization,
and become a part of the traveler's folder in the records of the Travel Section.
Regional Office travel for purposes of attendance at Regional conventions and
meetings does not require Central Office authorization. Attendance at National
conferences, however, requires approval by the Deputy Administrator on Form H-67
Request for Authorization to Attend Meeting. The original and one duplicate of
each approved Form H-67 1is referred to.the Travel Section for (1) dispatch of
the original to the Regional Office concerned, and (2) retention of the duplicate
for statistical purposes.
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4.

d. Change of Duty Station. After travel to effect transfers of personnel
between official stations has been recommended by the Director, Division
of Personnel, the authorization block of Form H-25, Travel Order-Request
and Authorization, is completed by the Travel Section and signed by the
Director, Division of General Services; Director, Property Management
Branch; or the Executive Officer, Division of General Services. The
Travel Section is responsible for advising the traveler of the conditions
governing his transfer, in accordance with applicable provisions, such

as Public Law 600, 79th Congress, as amended, and Bureau of the Budget
Circular No. A-56. When the travel order covers transportation of house-
hold effects involving a U. S. Government Bill of Lading, the original
(Traveler's Copy) of the order shall be turned over to the Procurement
Section for transmittal to the traveler with instructions relating to prepara-
tions for shipment.

ISSUANCE OF AUTHORIZATION

a. Numbering the Travel Order

(1) The Travel Section shall carefully review Form H~-25, Travel Order-
Request and Authorization, for accuracy and completeness, and deter-
mine if it meets the necessary requirements. The review shall include
verification of the traveler's name, official station, title, and division
or office, with Standard Form 50, Notification of Personnel Action.
Should it be necessary to return a request because of omission of
necessary information, an explanation shall be furnished to the requi-
sitioning official.

(2) If the travel request meets the necessary requirements, the Travel
Section assigns a travel order number which indicates the type of
authorization to be issued: special, general, or amendment. The
numbering of travel orders shall be as follows:

(8) Special - consecutive numbers starting with number 1 for
each fiscal vear.

(b) General - same as special except prefixed by zero.

(c) Amendment - same as special or general except suffixed by
small letter, a, b, ¢, d, et cetera.
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(3) When Form H-25, Travel Order-Request and Authorization, is received
properly signed, it is considered a request. When it has been processed

by the Travel Section and signed by the authorizing official, it becomes a

travel order.

'b. Log Book Record of the Travel Order

(1) The Travel Section keeps a record of all travel orders issued by type
(special, general, or amendment) showing:

(@) Travel order number.
(b) Name of traveler.
(c)  Date of entry.
(2) When the travel order has been processed and distribution made, the

following additional information is entered in the log book record before
the Issuing Office Copy of the travel order is filed:

(@) Room number or other address of the person to whom the
Traveler's Copy (original signed copy) was sent.

(b) Date the Traveler's Copy was sent to him.
c. Processing the Travel Order-Request. The Travel Section considers the

mode of travel, per diem allowance, mileage allowance, and estimated cost
in accordance with the following criteria;:

(1) Mode of Travel. Travel may be authorized by rail, water, air or other
common carrier as defined in the Standardized Government Travel
Regulations. Travel on an extra-fare train that can be justified on
the basis of savings to the Government (usually salary and per diem)
may be approved without other justification. It is Agency policy
that persons who use commercial air carriers for transportation on
official business should use less-than-first~class accommodations,
instead of those designated "first-class", with due regard to efficient
conduct of Government business and the travelers' convenience, safety
and comfort. In view of this policy the use of first-class accommodations
should be limited to the following instances:

(@) Regularly scheduled flights between authorized origin and .
destination points provide only first-class accommodations.
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(2)

(b) Space is not available in less-than-first-class accom-
modations in time to carry out the purpose of the travel.

(c) An authorizing officer authorizes or approves the use of
first-class accommodations as necessary for the conduct
of the mission or for reasons of the traveler's health.

(d) An authorizing officer authorizes or approves the use of
first-class accommodations for flights within or between
foreign areas because available less costly accommodations
do not provitde adequate standards of sanitation, health or
comfort. - :

The use of speclal conveyance may.also be authorized under certain
circumstances. Ordinarily, however, ithe use of a special con-
veyance will not be authorized prior to travel but may be approved
upon submission by the traveler of his voucher. If the mode of
travel authorized differs from that requested, special notation must
be made on the order to indicate the change.

Per Diem Allowance

(a) Normally, except in instances of recurrent travel (see
Volume V, Manual Series, 4-4), the rate of per diem for travel
wholly within the United States, except Alaska and Hawaii, shall
be §16. This rate shall be reduced to $12 for continuous

- (uninterrupted) duty in excess of 30 days at any one temporary

duty station, except where a higher rate is approved by the
Assistant Administrator (Administration) or an authorized official
of the Division of General Services in unusual cases where the
necessary expenses of the traveler will eéxceed $12 a day.

(b) When lodging and/or meals are furnished by the Government
(either directly or indirectly through payment of registration,
tuition, or other fees), the rate of per diem authorized shall
usually be noted as subject to reduction by 35 per cent for each
night's lodging and 15 per cent for each meal.

(c) For travel beyond the continental limits of the United States,
per diem will be governed by the Standardized Government Travel
Regulations, Bureau of the Budget Circular No. A-7, as amended,
and Department of State Regulations (Government Civilians, Foreign
Areas).
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(3)

(4)

(d) For travel wholly within a calendar day, no per diem will be
allowed when departure is after 7:30 a.m. and return is before
7:00 p.m.

(e) Within the continental United States, the maximum rate of
per diem shall be fixed at $8 when travel does not require over-
night lodgings; and outside the continental United States, the
maximum rate of per diem shall be fixed at not more than one-
half the maximum established per diem when travel does not
require overnight lodgings.

Mileage Allowance. When justified by the requirements of travel
to be performed, a mileage rate of not to exceed eight cents (8¢)
a mile for use of privately owned automobiles may be allowed
travelers on official business (not to exceed 12¢ in Alaska, Guam,
Hawali, Puerto Rico, and the Virgin Islands). When travel by
privately owned automobile is requested, Item B under Block 10 of
Form H-25, Travel Order-Request and Authorization, must be com~-
pleted by checking one or more of the provisions therein.

Estimated Cost. It is necessary to estimate the cost of all author-
ized travel in order to provide the Division of Finance and Accounts
with information necessary to obligate funds and to maintain account-
ing records of expenditures chargeable to travel allotments of the
various divisions and offices. In furnishing this cost information,
the Travel Section must be familiar with the various phases of rout-
ing, scheduling, use of passenger tariffs, through routes, joint
rates, combination of fares and round trips (where applicable) to
arrive at a reasonably accurate estimate of the trip.

d. Completing and Distributing the Travel Order. To complete the travel

order, the Travel Section fills in the following information:

(1)
2)
(3)
)
(5)
(6)

Travel order number,
Date of the travel order.
The rate of per diem.

Mileage rate, if applicable.

Appropriation symbol. ‘ ‘

Mode of travel authorized.
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(7) Estimated cost of travel expenses including special provisions for
travel of dependents and shipment of household goods and personal
effects, when applicable '

(8) Title of the authorizing officer.

When the travel order has been completed, including signature by the author-

izing official, the Accounts Copy and Audit Copy of the order are sent to
the Division of Finance and Accounts. The Travel S8ection keeps the Issuing
Office Copy for its file and sends the original {Traveler's Copy) to the
traveler. Final action by the Travel Section is the clearance of the order

in the log book record and filing of the Issuing Office Copy in a folder
labeled with the traveler's name. These folders are filed alphabetically.

CANCELLATIONS. The Travel Section is responsible for initiating memo-
randum requests to the Division of Finance and Accounts to liquidate funds
obligated for travel authorized under special or general authorizations
which are cancelled. The memorandum request may be based on written or
verbal notification to the Travel Section by the requesting official.

ITINERARIES AND RESERVATIONS. The Travel Section assists in planning
and scheduling itineraries, if requested, to find the most practicable and
economical routing. Reservation service is also provided for travelers.
Requests for reservation service may be written or verbal,

a. Planning Itineraries. The Travel Section plans itineraries of any
nature through the use of the Official Railway Guide, the Official Airline
Guide, and through knowledge of the geographical location of various
citlies and the mode of travel into each location.

b. Contacts. The Travel Section éstafblishes and maintains good working

‘relationships with travel representatives of common carriers to assure

that reservations may be obtained promptly in emergencies and to obtain
adequate attention to requests for official travel.

c. Advisory Service. The Travel Section renders technical and general
advisory service to improve the traveler's understanding of Standardized
Government Travel Regulations and HHFA policies and procedures and compli-—
ance with them. :

d. Ticket Service. To the extent that facilities will permit, the Travel
Section shall cooperate in arranging for the plckup and delivery of tickets
to the traveler.

@ s PRV
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7. INSTRUCTIONS FOR PREPARING FORM H-59, TRAVEL RESERVATION WORK SHEET,
This form is completed in duplicate when reservations are requested. (See
Exhibit 3.) The original is sent with the tickets to the traveler and the copy
is kept in the Travel Section file. The information necessary to complete the
form is as follows: '

a.

b.

ku

Traveler. Name of traveler or travelers.

Room and Phone. Traveler's room number and telephone number. (Also
traveler's home telephone number if air reservations are requested.)

Requested by, Room and Phone. Name of person making the request with’
his office room number and office telephone number.

Date and Time. Date and time the Travel Section received the request.

Service. Office, Division, or Branch where the traveler is employed‘.

Date, Departure and Arrival. Complete itinerary, including the date,
city, and time of departure; and city and time of arrival. .

Air or Rail. Train or flight number; pullman car number and pullman
accommodation (using the following initials: L-Lower berth; U-Upper

berth; S~-Seat; DRM~Duplex roomette; RM~Roomette; BR-Bedroom; CP-Compart-
ment; DR-Drawing room). To distinguish between the type of accommodations
requested and those obtained, the original symbol shall be deleted by a
diagonal line and the new symbol entered thereunder.

Carrier. Abbreviation of the carrier for each portion of the itinerary and
the telephone number of the originating carrier.

T/L. Enter in this column the time limit for securing the tickets.

Remarks. This column is reserved for special instructions, reference
notations, or remarks for the record or to the traveler.

Checked by. To be initialed by the person responsible for checking the
tickets to be delivered to the traveler.

8. ISSUANCE OF TRANSPORTATION REQUESTS. Travelers are held strictly account-
able for all transportation requests issued to them.
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a. Individual transportation requests are issued upon the request of
travelers for the performance of official travel. The Travel Section
normally will issue transportation requests to only those travelers hold~
ing special trip orders. Under no circumstances will requests be issued
in blank to travelers to be signed by them as Issuing Officer.

b. Books of transportation requests are issued by the Division of
Finance and Accounts to employees whose duties require frequent
travel.

9. GUIDE FOR THE PREPARATION OF U.S.A. TRANSPORTATION REQUESTS.
In preparing Standard Form No. 1169, United States of America Transpor-
tation Request, careful attention should be given to all instructions.
(See Title 5, Section 2020, GAO Policy and Procedures Manual.) The
information to be inserted in the spaces provided on the transportation
request (see Exhibit 4) is as follows:

(1) Enter the date on which the request is exchanged for a ticket.

(2) This space must show "Housing and Home Finance Agency, Office
of the Administrator” and the address of the Central Office or
Regional Office to which the carrier is to direct its bill for
payment. '

(3) Enter the name of the carrier which is to honor the request. If
transportation involves more than one carrier line, enter the
name of the initiating carrier only.

(4) Enter the officially identified name of the class of service
desired, as follows:

Rail travel: First, second, or coach.
‘ Air travel; 4 Jet Vfirst, first prop, jet coach, prop tourist,
or thrift.
Steamship: ) First, 'secbnd, cabin, or tourist.
Bus: Coach, special, or charter.

If mixed classes of transportation or accommodations are required,
indicate the word "mixed" and clearly identify the specific accom-
modations required.
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(5) Enter the name of the type of transportation to be used, as follows:

(6)

(7)

(8)

(9)
(10)

(1)

Rail, air, steamship, or bus.

Enter the name of the city and state or point from which transpor-
tation is to be furnished.

Enter the hame of the city and state or point to which transporta-
tion is to be furnished. If ROUND-TRIP transportation is desired,
enter the words "and return” after the name of the destination city
and state. When applicable the return limit should be indicated;
for example, 'return limit 30 days."

Enter the 1n1tials of each carrier and the abbreviated name of
each connecting junction point via which the ticket is to be
issued. (If the connecting junction point is an official stop-
over then the T/R shall show the stopover at each point author-
ized.)

Enter the name of the person for whom service is to be furnished.

Enter "no" if transportation is being furnished for the traveler only.
If transportation is being requested for the traveler and others, as

in the case of an official transfer of an employee and his dependents,
enter the numerical figure to cover the additional number of persons
excluding the traveler. (If additional travelers are included, enter
each name on the T/R. If transportation of children is involved,
enter their names and dates of birth on the reverse of the request.)

Enter the exact quantity and type of accommodations to be furnished,
such as coach, lower berth, parlor car seat, roomette, stateroom,
etc., using abbreviations as specified under paragraph 7g. Exact
accommodations as well as the points between those they cover must
be clearly indicated. When steamship transportation is being re-
quested, enter on the reverse of the request, if known, the name of
vessel, sailing date, and the number of the assigned stateroom, bed,
or berth. Since, except for sky sleeper or other special air berth
accommodations, air transportation requires no special accommodations
or service charge, a horizontalk line should be inserted in this space as
well as the space following "to."

10 | @
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(12) Enter the names of the cities and states between which the accom-

modations are to be furnished, even though such cities are the

~ same as the points of origin and destination shown as items (6)
and (7). If ROUND-TRIP accommodations are desired, enter the
words "and return" after the name of the destination city and
state. If more than one type of accommodation is being re-
quested, indicate the points between which each type will be
used, using the space on the back of the request.

{13) If there is no authorization to transport excess baggage, a hori-
zontal line should be entered in the spaces on this line. If
there is an authorization to transport excess baggage, enter the
exact weight of the excess baggage or, if the exact weight is not
known, the maximum authorized excess weight, and show the

~names of the cities and states between which the baggage is to
be transported. : :

(14) Enter the name of the city and state where the transportation
request is issued and the date of issuance.

(15) and (16) The authorizing issuing officer (or issuing officer-
traveler) shall enter his signature and official title in these
spaces. '

(17). and (18) The authorized traveler shall enter his signature and
official title in these spaces.

10. TRAVEL EXPENSE VOUCHER. Regulations require that each person who per~
forms official travel at Government expense shall account for such travel
through the submission of a Travel Voucher.

a. Preparation of the Voucher. Travel Vouchers must be prepared in an
original and two memorandum copies of Standard Form No. 1012, Revised
(original) and Standard Form No. 1012a, Revised (memorandum). (See
Exhibit 5.) The original and first memorandum copy shall be submitted
to the Division of Finance and Accounts. The second memorandum copy
shall be kept by the traveler for record purposes.

b. Entries on the Travel Voucher shall be made by typewriter with carbon
duplicates and shall be in chronological sequence. Signature shall be
in ink or indelible pencil and shall conform to the traveler's name as

it appears on his Travel Authorization.

11
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LY

" HOUSBING AND HOME FINANCE AGENCY s
OFFIOR OF THR ADMINISTRATOR 8-58)
TRAVEL ORDER — REQUEST AND AUTHORIZATION
(Submit to Travel Section at least five working days ¢z advance of proposed )

1. NAME R, OFFICIAL STATION 3. WOOM ABLDG.| 4. STATUS OF TRAVELER)
Walter Scott Was! 603-FX B wrovas [ orvme
v Tk Aggistant Director 6. DIVISION O OFFicK 7. PHONS,

College Housing Branch CPA : 12
e Tashidalans of Begariure, il stpsvers o slases 1o ba sietiol et ataes of voiurs)

rrom: Washington, D. C. teo Ann Arbor, Michigan

AnD revunn vo: Washington, D. @,

#. PURPOSK OF TRAVEL:

To attend meeting of the Annual Conferemce of Association of College
and University Housing Officers in Amn Arbor.

10. MODE OF TRAYEL:

K A. Common carrler except extera fare.

[0 B. Privately-owned automobile on & mil basis at a rate of g por mile;
{1 1. Limited to mot exceed the cost of travel by common carrier including per diem,

[ 3 Provlded it has been ndmlnmntlvaly determined in advance u.ut bemun of 'be nsture of your duties travel
by p nvey and xore to the G an the uso of common carrier.

{1 8. Travel wholly within limits of official station.
[1 ©. Other (Specify)

1. REMARKS:

H-67 on file in Division of General Services

18, EFPRCTIVE ON OR ABOUT: f REQUESTED BY

October 15, 196k 5. QdnAT
15. TERNMINATING °N5:I AI%TI WAJ

October 18, 196k Jones gtor, College Housi
14, HUMBSR OF DAYS IN TRAVEL STATUS, " RECOMMENDED BY

3 d.y' 17. BIBNATURE .
19, PROGRAM! ’PW

College Mousing seph’

DO NOT WRITE BELOW THIS LINE — FOR USE BY TRAVEL SECTION AND Alﬂ'”ollllm OFFICER
TRAVEL ONDEN NO. DATE APPROPRIATION SYMAOL
].D/BLa wsTIMATED coat s 86k0100 SAR NHFA-OA 1964

PER DIEM RATR MILEAGE

‘16.00 HOUSEHOLD EFPECTS = o

{MODE OF TRAVEL IS AUTHORIZED AS INDICATED IN ITEM 10. A

You are hereby authorized to travel at Government expense, to be paid from available appropriations, in accordance with
Standardized Government Travel Regulstions as amended, Regulations of the Administrator, and the eonditions noted on

this order. w &M g Q

(#lTLI OF AUTHORIZING er!lc:m (SIGNATURE)

THE NUMBER AND DATE ON THIS ORDER MUST RE EVEPRFD TO ON YOUR VOUCHER

TRAVELER'S COPY

{white)

ISSUING OFFICE COPY

ACCOUNTS copy
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w61
HOUSING AND HOME FINANCE AGENCY (6-60)

OFFICE OF THE ABMINIBTRATOR Bu(.mr ] ]26'
REQUEST FOR AUTHORIZATION TO ATTEND MEETING

TO THE FOLLOWING 1N ORDER IRDICATED:

L] ova N i
Deputy Administrator peney der ;’,{n/ £ 10296k

Divinion ol General HQervicns
{Travel Geetian)

-

fleanance Authartintion)

- -
Authorivation (o requosted for the fallaving:naned eaployee(s) fo attond o npoting salled by the Ageney vr Organi.
tation nesed, ond for the purpore indicated helow,

i 3. CSTIMATED CXPENSE
Y. WAME AND POSLYION K 7. OFRICIAL STATION -
| TRANSPORTATION PER BN
) .
| _Charlea iJohnson : ‘Washington. D.C. $322,60 | $6h.00 - |
s Deputy Commissioner, GFA ;
c. i
YOTAL [} '
322,60 $64,00 |
Y, AGENCY O ORGANITATION CALLING MEETING, 5. OPENING DATE .
National Asgoclation ofi Home. Huliders October 22, 196k
6. MEELTING TO BE WELD AT - T ODURATION OF MEETING
.. San Franoisco, Californis Qotober 23, 1964

B, PURPOSE OF MEETING OF OF ATTENOANCE AT MEETING - fmclude stetement axploining haw work of the Office of the Ad-
einivstrater voquiree or benefits from atiendonce; dnd degres and nature of perticipation of taployie(e),

Nature of Maeting: Annual Meeting of Natlonal Aesoclation of Home Builders, .

Status of Staff Representabiwe:. To represent HHFA.

Purpose of Attendances To acquaint the Home Bullding and:Manufacturing
Industry with the programs of the Community Facilities Administration.

Relationship of Work to be Accomplished ai Meating to the Immediate Authorized
Program of the Agency: SlInce the Communilty Faciiilies Adminlstration program
Ta natlonwlde and representatives of many clidss. throughout, the. nation will

be attending, this is an opportunity to explain. the.rols.of the U 3, Government
in providing asaistance to citles through CFA programs,

REQUESTING OFFICIAL
STANATUREY TiTLEs ) DATE:

@/%W CFA Commissioner October 1, 1964

SN Wavhington, 1«
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HHF A-0A ‘ H-59 (12-51)
TRAVELER ROOM PHONE
Pave Moggi SI9N 2010
REQUESTED BY . ROOM PHONE DATE TIMan SERVICE .
L SMIiTH 5198|2010 /0-8-642-5"| ADMIN
DATE DEPARTURE ARRIVAL | ATh OR RAIL CARRIER | T/L
rrom Time To Time | No. Car |Spice
16/13}

DuLe€s) §
10/14 v(vas‘n, 0.e)6 2% San F'MMME%»?“63 - ORI TW |54

| D
wwﬁ_éﬁﬁi f.',{*so -~ oKl v A

{ CHECKED B

REMARKS

FHLBB- Washington, D. C.

TRAVEL RESERVATION WORK SHEET
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5 GAO 2000

==TANDARD FORM NO. 1169

{This space may be used 1o further identily services required).

S A MP L E

CONDITIONS

1. The United States Government will not be responsible for any charges in excess of those applicable for transportation end/or
cccommodations of the type, class or character specified in this request. Accordingly, if transportation and/or accommodations
costing more thon those aouthorized on the face of this request are turnished, the additional cost must be paid by the troveler
at the time transpartation and/or accommodations aore obtained and not billed agoinst the Government. When circumstances
require the issuance of transportation and /or accommodations of a different type or lesser value thon specified in this request,
the traveler should record in the space above actual services furnished, the reason for the change RESERVED FOR STAMP OF

and sign the statement.

2. This request mustbe signed in the spaces provided for"ISSUING OFFICER'S SIGNATURE"” ond "TRAVELER'S
SIGNATURE” even where the issuing officer and the traveler ore one and the same person.

w

Reguests showing erasures or olterations not volidated by initiols of the issving officer should not

be honored.
INSTRUCTIONS

Money must not be furnished in exchange for transportotion requests nor may transportotion requests be
passed through banks for coliection.

-

2. 5 GAO 2000 issued by the Comptroller General of the United States, contains detailed billing instructions, TTCRET AGERT
Copies may be obtained from the Superintendent of Documents, Washington 25, D, C.

Internal Operating Procedure

Travel Section
Exhibit 4 (back)
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STANDARD FORM NO. 1012 ‘TRAVEL VOUCHER

1012-10g
DEPARTMENT, ' BURFAU, OR ESTABLISHMENT * VOUCHER NO.
Housing and Home Finance Agency - OA
PAYEL'S NAME PAID BY
Paul Morris

MAILING ADDRUESS
1626 X Street, N. W, Room 519
Waghington, D. €. 20410

OFFICTAL DUTY STATION RESTDENCE
Washington, D. C. Washington, D. C.
FOR TRAVEL AND OTHER EXPENSES TRAVEL ADVANCE CHECK NO
FROM (DATE) TO (DATE) Ourstanding s None
10/ 1h/6k 10/19 /61; . TASH PAYMENT RECEIVED:
APPLICABLE TRAVEL AUTHORIZATION{S) | Amount to be spplied ———— TOATE)
NO DATE )
218 10/1/68 | Mo s None GIGNATURE OF PAVEE!
] TRANSPORTATION REQUESTS ISSUED
INITIALS OF | MODE, CLASS POINTS OF TRAVEL

: AGENT'S
TRANSPORTATION |, CARRIER OF SERVICE, DATE
REQUEST NUMBER ‘(',‘,'%‘c‘,"(?{" ACCOM. | 1SSUED

2
=
-7
4
=

AND M -
TICKET MODATIONS * FROM -~ - TO-

A3 Bko 383  MoTh.s0 ] ™ et Coach [10/12 | Washington, D. C. | San Francisco, Calif.
Alr and return

*¢ Certsfied coreect.  Puyment or credit has not been receited. Dollsrs  {Cts
AMOUNT
10/20/64 CLAIMED
T T owe) ) (Signature of Payee) ———— 9T 40
APPROVED ( Supertisory and ather approvalt when regusred ) DIFFERENCES:
Philtp Brown
NEXT PREVIOUS VOUCHER PATD UNDER SAME TRAVEL AUTHORITY
VOUCHER NO. D.0. SYMBOL DATE | MONTH-YFAR)

Tatal venfed correct for charge to appropration(s)

Certified corvect and preper jor payment:
Applied to travel advince (appropristion symbol )
e NETTO i

T (Authored Cembong Offwer) - TRAVELER

ACCOUNTING CLASSIFICATION ( Appmprratsan symbel- must be chawn: other clasufication optional)

* Abbrevanond for Pultman acovmmadations MR, matter room, DR: drumg wom, P, compartment, BR, ht!r(mm DSR, duptex ungle room; RM, roomette;
DRM. duplex reomerte, SON. single accupancy section, LR, Joser berth, U, upper berth: LR-UR. loser and upper berth.

©* FRAUDULENT CLARM ~ Falhé(tnnn of an stemom an expense account antks 2 forfesture of the dam (28 us L 2514 and may result in o fine of not more
than $10.000 or impresonment for not more than  vears or both (1R USC 2R~ wf 1001)
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SCHEDULE OF EXPENSES AND AMOUNTS CLAIMED

PREVIOUS TEMPORARY DUTY  (Complete these blocks unly if in travel status immedrately prior to period covered by this vowcher and if admin-
intratively requived )

DEPARTURE FROM OFFICIAL STATION TEMPORARY DUTY STATION LAST DAY OF PRECEDING VOUCHER PERIOD
{DATE) {(HOUR) (LOCATION) (DATE OF ARRIVAL)
AUTBORIZED
DATE MILEAGE AMOUNT CLAIMED
6 NATURE OF EXPENSE RATE ¢
Mtg‘%éi-‘“ s’i:%"::f," Nbﬂl:’: Musace | Sussuranos Ot
I3 [Taxl - residemce to airline terminpal
(1.7 + .20 tip) 195
Limousine to Dulles Airport (schedulad
1 departwre 5100 pm,}, 2
| Left Dulles via TW 6100 p.m. EST
| Arrived Ban Prancisco, Cslif, 6125 p.m.PET E._
Limousine - airport to airline terminal 1pS
Taxi - airline terminal to hotel
(3.90 + .10 t1p) 110
.;5_-_3___* Official business - Ban Francisco Regional
office
19 iTaxi - hotel tou nirline terminal
{$.90 + .10 tip) 1
v | Limousine -~ sirline terminal to sirport 103
[ Left San Francisco, Callf. 9115 a.n.PoT UA
———__|Arriyed Vashington, D, C, (Dulles Airport)
5105 p.m, ESY
— | 1dmousine - airport teo sirline terminal 2
e |Texi -~ airlipe terminal to residence
.l % reoetp) ] | 195
Per diems 5k days @ $16.00 | 84 oo

LT

Grand tosl (o face of voucher .
(Submtsly. to he carried forward if necessany )

| $97.%0. 8h'oo| 1350

W SoveAmmEnT PRIRYING OPPICE  100R @ ~d2erTe




