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d , Printing and D.Iplicating. All types of printed and duplicated materials 
are produced or provided by the Printing and Reproduction Branch. Me!h2d, 
type and place of reproduction are determined by the Printing Officer. The 

c . Organization Charts • · From rough data, sketches 1 and verbal instructions, 
the mechanical composition of organization charts ls done in the Branch and 
the charts are sent to the requesting office for approval. 

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 ls 
prepared in sufficient detail to indicate to the printer the form and appearance 
of the finished. product. 

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 riot 
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, andwhen a requf - 
sition should be prepared for formal clearance. 

2. SERVICES PROVIDED 

1. THE PRINTING AND REPRODUCTION BRANCH ls responsible for fulllishlng 
prompt, econo11J1cal, and effective printing, reproduction and addressograph 
mailing services, and for the design. format. numbering and conformance of 
operational forms for the Office of the Mmlnistrator. including the Urban 
Renewal Administration and the Community Facilities Administration. The 
Branch ls responsible for initiation of procurement and supervision of out­ 
side services to augment its internal facilities; ·liaison for the Office of the 
Mminlstrator 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 responsfhle to the DJ.rector, 
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 ~sistant Printing Officer shall act for him. 

Internal Operating Procedure 
Printing and Reproduction Branch 

HHFA-OA 
DI.vision of General Services 
August 1964 



2 

(1) Requests for services are received on Form H-20, Requisition for 
Graphics and Reproduction Services, in an original and one copy. 
(See Exhibit I . ) When Fonn H-2 0 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. 

b , Receipt of Requests 

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

3. CONTROL AND PROCll>SING OF SERVICE R~Ull>TS 

f', Dlstributlon of publications of the Agency I the Manual series releases I 

and other printed materials is effected by the Df.strlbution 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. 9 
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. 

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

Branch also maintains a Thenno-Fax and a Xerox copying machine to provide 
offices of the Office of the Administrator with quick service for a limited 
number of cop1es. The Thenno-Fax machine is avaHable on a self-service 
basis; qualified employees of the Printing and Reproduction Branch will 
provide copying service on the Xerox copying machine. Fonn H-20, 
Requisition for Graphics and Reproduction Services, must be submitted in 
duplicate 1f the total number of Xerox copies requested is more than five. 
Requisitions requiring 15 or more copies must receive budget clearance 
pd.or to being processed; such copies will be made by multilith reproduction 
and not Xerox. 

• HHFA-OA 
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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, entries about routing and production 
can be made on Form H-16, Control Register, when the number is posted. 

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 series of control numbers starts at the 
beginning of each' fiscal year. 

c , Approvals. Requests for service must be approved by the Dlvision of 
Budget and Management unless blanket clearances have been arranged. 
Requisitions received under blanket clearance may be accepted directly 
but will be checked for·conformance to terms of the original waiver.of 
clearance from the DJ.vision 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 m, of the QA Manual Serles . The Printing Officer or his delegated 
Assistant have authority to approve requisitions for the Branch. 

(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 noncopyrlghted 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. 
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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. 

f. Withdrawals. When a requisitiort 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 ls assigned. 

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

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

On jobs processed at plants outside the Printing and Reproduction Branch, 
the original of the Form H-2 0, Requisition for Graphics and Reproduction 
Services, is held in the pending file until the job is completed. 

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

Mail date 
Phone tiae 

Disposition 

Time---- 

Collated BY~--~---- 

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: 

• HHFA-OA 
DJ.vision of General Services 
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(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. 

j • Publications - Distribution Control 

(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 requestlilg information 
about the current status of forms for which they are responsible. (See 
Exhibit 5 .) 

(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 odginal 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. 

(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 Technj.cian 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. 

i. Forms 

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 partial 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 Mail and Files Section, 
Records Management Branch. 

HHFA-OA 
Division of General Services Internal Operating Procedure 
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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 

(1) Service Agreement. The facilities of the FHLBB Printing Plant are 
given first con'sideration 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 . 

a. The Federal Home Loan Bank Board Printing Plant. 

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. 

(3) Addressoqraphing 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 11 technique. 
These mailing -lists are maintained: (a) the Manual release list by the 
Contract Printer; (b) the press release list and the "M-9 11 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. 

(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-2 0. 

HHFA-OA 
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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 nothave 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. Copies 3, 4,- 
and 5 are sent to the DJ.vision of Finance and Accounts for obligation of funds. 

(3) Reguesting 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 ls held in the pendlngfile until 
the completed job is returned; then it ls filed by control number in the 
Printing and Reproduction Branch. · 

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

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

(e) Photographic copying. 

(d) Bulk addressographing. 

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

{b) Photocopying. 

(a) Photolithographic offset printing using metal plates. 

(2) Types of Services Avallable at the FHLBB 

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

itemized billing broken down as to labor and materials by codes • 
Upon approval by the Printing Officer, the original of SF- I 08 O is 
sent to the Division of Finance and Accounts for payment; a copy 
is kept In. the Printing and Reproduction Branch file. 
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(I) 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. 

e. Government Printing Office 

d. Goverrunent 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, Prinlfl}g and Reproduction Service Requisition, in an original 
and five copies. (See .Exhibit 8.) The original (copy I) 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 Genter, 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. 

Bills from the FHA Printing Plant are processed in the same manner as 
those from the FHLBB. (See paragraph 4a (1).) 

c. Federal Housing Administration. This printing plant can provide 
the same servtces as the FHLBB (see paragraph 4a(2)) and ts used as 
an alternatJe 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 ts 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 1t is filed with the original of the Form H-2{). 

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(l).) 
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(a) Schedule of Performance. The GPO sends the OA Printing Officer 
Form No. 24711 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, 

(3) Action by the Government Printing Office 

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

(b) Dtstrlbution of SF-I. Three copies of Standard Porm No. 1 
showing an estimate of cost are sent to the Dlvislon of Finance 
and Accounts for obligation of funds. The· Dlvision 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 SP- I attached, is then sent to the 
Government Printing Om.ce. The copy of the SP-1 returned from 
the Dlvision of Finance and Accounts is attached to the support­ 
ing Form H-20 and filed in the individual, serlally numbered folder. 
The other copy of SF- I is sent to the Dlstrlbutlon Center, Property 
Managem_ent Branch, as notification of anticipated delivery of 
printed matter since deliveries are made to the Center. 

{a) · PreJ>9ration and Numbering. Upon receipt of a properly 
executed Form H-2 0, Requisition for Graphics and Reproduction 
Services, Standard Form No. I, 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 conseo utive 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, I964.) 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 I 0. ) 

(2) Standard Form No. 1, Printing and Binding Requisition 
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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-I 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. 

(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. 

(d) Delivery. GPO Form 2010, Delivery Receipt, in original and one 
copy, accompanies the finished work to the OA delivery point. (See 
E>drlbit 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 prfnaed material. 

(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. 

(b) Estimate of Cost. The Government Pr-inting 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. 

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. 
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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 i:>lrector, 
Division of General Services, might wish to send them on to the Assistant 
Administrator (Administration); the second part includes detailed Informatton 
about the work in the Branch, personnel matters, or particular problems, 
such as necessary overtime or new assignments. 

a. Outside. Various reports and transmittals as well as requests for 
consideration, 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. 

7. REPORTS 

6. 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, 
DJ.vision of General Services, for consideration before initiation of 
procurement action and before consultation with prospective sources of 
supply. If approval is 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 ls Iet, 

SerVl.ces of commercial printers are requested by preparing Form GPO 251JA, 
r . 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. 
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HOUSiNG AND HOME FINANCE AGENCY IHO 

OFFICR OF THE ADMlllRTR(tOR (2-59} 

REQUISITION FOR GRAPHICS AND REPRODUCT10" SERVICES 
DESCR t PTI Qll (1Hle): LXJ mu IF UlUO REQUESTING OAGAN17ATION 

DiT. ot General SerTioea R-28 ~ Tranemittal Slip 
REQUISITION NO, I PM-375-59 

PURPOSES AllD USES: [ J CMECI IF FOi !IHUIL DllTRIOUTIOO 
0'1£ OF REQUEST 5-27-59 
OAT[ COMPlEl 1.0frt AEOUIR£0 

Stock 6-26-59 
PER.SON TO CONTACT OUAING 
PRODUCT ION 

Mamie llolt 
O:T[NSION 4424 

MATERIALS ATIACHED R[QUI 51 TIONING OFFIUR' 5 NAME 

Sample ~~:i~t·Br. ... 
DIYISlotl Of BUllOET MD 

DESCRIPTION OF GRAPlfTC'S· OR VISUAL AIDS NEEDED ~AUGIMEWT ... 
~PPROVEO YL,.; .. ;:J 

SI Z.E ·~-·- 
Pub I I cat Ion OATE ~7 
Exhibit 

GRAPHICS {.D Y;SU/11.. AIDS SI Ides 

Present at ion 
Chart - ~ap APPROVED 

Photographs 

other (Sp1ei/y) (').ll( 

O.&TE TIME l''lACE Photo assignment Proofs ------ ( ,.,. (Out) 

Released by Graphics Paye Proofs --- ~ 
for reproduct Ion to 

( ,., ·(Out) 
(Dal•) (Or111niution) Final job del. 

DESCRIPTION OF PRINTl"G ANO REPRODUCTION SERVICES REQUESTED 
METHOD OF NO. PAGES NO. OF Bl~OING 

PUNCHING RE PRODUCT I ON OF COPY COP I ES STOCK IMPRINTING 
ASSOHIU 

Multi 1 i th l '."ll'LOCY'I W[ IGH.T per ~OU.SIDE O"lY OAS PAGf.0 OTO• Printing samnle'att. 0 1' SETS 

Photostat N ... COLOI 
Ott!tO TO 

-·--SHH~ J'£1t HT Osi~1 HOil Photostat Pos. 
P•o 

Forms Des I gn 
5 TAP l E 

PAG£ SlZE(i".J D•uo TO FOOT Oco"" ~SllEETS PEfl P-U duo HOLES 
varltvoina 

Os1or Other fOlO l_U(incl1t1} 
0MEAD lO l!Fl n-» __ SETS P£R PU OtMR([ HPlO 

DISTRllUTIOI Of NATER I Al 
NAME LO.CATION NO.OF COPIES 

Daaement - .:StOCIC J<OOll CJ.ar.k ___ an 
-- ~·-·------··-··- ·-··---- 

ADDITIONAL INSTRUCTIONS PRINTING AND REPRODUCTIOI BRAMCll -· 
(Total of 600 pada) Al'l'l<UVEO 4r-1fo .I.~ 

f)6't' 

·--------- -·--------------·--·- ·--- 

Internal Operating Procedure 
Printing and Reproduction Branch 

Exhlblt 1 -, 

HHFA-OA 
Division of General Services 
August 1964 



It none can be pircbased, we should like to have your consent to the .f'ree 
reprinting b;y us of not lllJl"e than copies for (state use, such as 
"internal distribution to our Regional Offices far staff information•). 

Publication er republication by the Government of copyrighted material.does 
not a.bridge or anrml the copyright, nor does it authorize arq further 
reproduction of the copyrighted naterial. without your c011Bent. 
An addressed envelope is enclosed. far your reply"• 

Very tntly ·yotll"S' 

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

(Title aDi identification o.t cOp.Jrighted ~k) 

Dear Sir: 

(Request for Permi.ssion to Reprint Copyr~ht~ Material) 

(Name and Addresa of Copyright Proprietor) 
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(1) Books, periodicals, and other material for the Library collection, 
and basic books for the Regional Office libraries are evaluated and 

a. Book Selection 

3. DEVELOPMENT OF THE LIBRARY COLLECTIONS 

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 Agencies and others in establishing and 
administering libraries. 

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

(a) 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 pos stble 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. 

(1) Publications to be Purchased 

b. Ordering 

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. 

(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. 

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. 

HHFA-OA 
Division of General Services 

February 1963 
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(c) Purchase Orders. Three copies of each purchase order prepared 
by the Procurement Section for material to be shipped to the Library 

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. 

(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 . 

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. 

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. 

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. " 

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). 

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

(3) Periodicals . If received for the first time, periodicals are handled 
as in paragraph 3c (1) or paragraph 3c (2) above. Periodicals that have 
been received regularly are entered in special records. (See 
paragraph 4 below.) 

(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. 

(1) Ordered 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 from 1he 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. 

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. 

(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 a 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 publtcattonz , · 
For telephone orders, a 3 x 5 slip is filed in the order file; for letters, 
a carbon of the letter. 

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. 
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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>policfes are determined 
for many items and recorded on the shelf.Itsts 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 11 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. 

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

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

(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 . 

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

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

{Prior to 1959 law books had been stamped on p . 41) 
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(2) Periodical Routing Slips. Forms H-3 0 and H-3 OB (see Exhibit 8 
and 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 charqed' in the 
usual manner. (See the procedure in paragraph 4b of the Reference 
and Circulation Section.) 

(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. 

c , Routing. Periodicals are routed to key administrative and professional 
staff as initiated or approved by the Librarian. Of approxtmetelv 65 0 periodi­ 
cals received, about 35 0 are routed. 

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 (it") 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 rtotes and holdings decisions are noted on the cards, where 
applicable. Bound volumes are noted by a "B ti in red in the "SER ti 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. 

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

4 . PERIODICAL PROCESSING AND ROUTING 

HHFA-OA 
Division of General Services 

February 19 6 3 
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(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 11• 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. 

c. Editing or Review 

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. 

a. Description. This is a bi-monthly bibliography and index of selected 
publications in the housing and community planning fields. (See Exhibit 
12.) It Includes those acquired in the QA 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. 

5. HOUSING AND. PLANNING REFERENCES 

d. List of Periodicals . The Library publishes "Periodicals Currently 
Received and Index by Subjects 11 which is revised about once a year. 
{See Exhibit 11 . ) This is distributed on the "Housing and Planning 
References 11 mailing list, to new professional and administrative employees 
and to others as requested. 

{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 . 

Internal Operating Procedure 
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g. Distribution of "Housing and Planning References 11 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 11 and the external "A-7 " distribution lists • 
About 15 0 0 copies are sent once a year to the outside distribution list. (See 
Exhibit H~.} · The Printing and Reproduction Branch plate addresses and 
mail these. 

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. 

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 rr I noted above. (See Exhibit 15.) 

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 Preparation of 
Final Copy by Proofreader - Editor 11• (See Exhibit 15 . ) 

(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. 

(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 determined, necessary cross references 
made from other appropriate subjects and the card filed. 

HHFA-OA 
Division of General Services 

February 1963 
Internal Operating Procedure 
Library Branch 
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b , Other reports, expositions, publications, procedures and justifi­ 
cations are prepared as needed. Generally uponrequest, the Librarian 
writes professional articles and monographs for publication. 

a. S~mi-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 infonnation is submitted on Form H-63, Library Statistics, 
for a three-month period. (See Exhibit 17.) It is compiled from each 
Section'sldentical statistics sheets, which they in tum 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. 

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

(1) The material to be cataloged is searched in either the law or 
g-eneral 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. 

b. Searching 

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.) 

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

1. THE CATALOGING SECTION is responsible for the technical processing and 
systematic organization of the Library materials 1 so that they may be 
identified and located under different approaches. This includes descrip- 
tive cataloging 1 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 1 

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 l); "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. 
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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. 11 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, publ.Isher , 
date, number of pages, and other bibliographical notation, such 43.S series, 
drop notes, subtitles, etc. Information for the main or author card is typed 
on a. 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 "Housfnq and Planning References 11 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 request ed 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.) 

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

(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. 

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 . ) 

HHFA-OA 
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4. CIASSIFICATION 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 

3. SUBJECT CATALOGING. The purpose of subject cataloging is to make the 
material readily available by bringing it under the most logical subject 
headings . F.ach 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 publtcetton'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 Leg al Periodicals "; · "Law Library Journal tt; ·and 
similar sources are consulted before assigning a new subject heading. 

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 iby classification number (general) or category (law) in the order 
that the books appear on the shelves. F.ach 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 alsotools of 
descriptive catalogirtg 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 entrtes in the law shelf list. (See the Law Section 
procedure . ) 
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d , Card Filing and Maintenance of Card Catalogs. Catalog cards are filed 

c , Preparation and Sorting of Cards. Tracings are typed on the ·~efmanent 
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 Llbraries. 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<J;ill cards for 
filing into general and law shelf lists. (See Exhibit 5 . ) Th'e temporary 
master card is matched with the permanent shelf list card and pertinent 
information is transferred. to the card. 

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. 

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

5. CARD PREPARATION AND FILING 

needs. The cataloger determines the proper classification and as.stqns 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." 

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

b. Book Preparation 

6 . PUBLICATION PROCESSING ,:,:, ··: =>: .. =·:-_< ,,:."-. __ .: '<;,_:_f:·_-<_-,:: __ ···:· -··- . 

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 foe 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. 

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

alphabetically in the catalogs under authorfs.), title(s), and subject(s). 
One card stamped with s .L. is filed in the general shelf list by the call 
number. Piling 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. 

Internal Operating Procedure 
Cataloging Section 

HHPA-OA 
Division of General Services 
February 1963 



6 

7. CATALOGING INSTRUMENTS. The Cataloctnq 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. 

(4) Charge cards are typed for Regional Office books • 

(3) Pockets are put in books for Regional Offices . 

(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. 

HHFA-OA 
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February 1963 
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U. S. Housing and Home Finance Agency 
Office of the Administrator library 

Washington 25, D. C. 

USED IN CATALOG OF THE H H FA LIBRARY 

SUBJECT HEADINGS 
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U.S. Federal Home Loan Bank Board • 
vr: ,.... Created June 27, 1934 as the Federal Home Loan 

Bank Board. July 1, 1939 grouped vith other 
agencies to form Federal Loan Agency. February 24, 
1942 functions transferred to Federal Home Loan Bank 
Administration under the National Housing Agency. 
July 27, 1947 abolished and functions transferred 
to newly established Honie Loan Bank Board, a 
constituent agency of the Housing and Home F1-nance 
Agency. In 1955 the name Home Loan Bank Board was 
changed to Federal Home Loan Bank Board and made an 
independent age~cy in the Executive Branch. 
cf. United States Government organization manual, 1955/56. 
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For complete information see shelf list . 
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Atlanta, 
....... ....... 

........ 

..... , . ....... 

....... ....... ....... 

....... l. Industrial research. 2. Universities 
and colleges. 

······· ... , ... 
::::::.:·"::· :::!7.:!!m~'!':!'!:.~'.':".':'!:'M'.".".""'.':".".'"~"."."""=""'TM,,.,.,.......,,..., ......... "'"'"' ............................. "'"'"'"'""'""""___J {~~titt}~{~:~trttt}tt?~(f tf Itl{tt~t):t:f ?~:/:~:I:~{{:}~:I?~:}}t:}tt}t{:~:t:~:~: 

Shelf List S. L:-~ 

2. Universities 1. Industrial research. 
and colleges. 

A e. m-0'. 'J t'M'l/. 

1 .ct. ·: -, • ''-' c .• ; I 9 5~--S- - 
For complete information see shelf list. 

State Engineering Experiment Station. ~,,~ 

SHELF LIST CARD 

State Engineering Experiment Station. 
600.15 
G26 Georgia. 
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Land acquisition domain sa Eminent 

See also Reference 
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Reprinted from Proceedings of the Thirty­ 
eighth convention of the Canadian Good Roads 
Association, 1957, p. 234-243. 
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Frozen ground. 
624.131 
Nl71 National Research Council, Canada. 

of Building Research • 
The nature of frost action, by E. 

Ottawa, 1958. 
[lO]p. (Its Technical paper no. 

Added entry for 
personal author SUBJECT CARD 

Note 

Corporate Author 

Place and date 
of publication 

Added entry for title 

I. Penner, E. 
(Series) 

· Pagfnation 

........ ....... ....... ....... 
624.131 
Nl71 National Research Council, Canada. Division 

of Building Research. 
The nature of frost action, by E. Penner. 

Ottawa, 1958. 
-M-i'i'i'i'I------[ lO]p. (Its Technical paper no. 53)----4--Series note 
....... Reprinted from Proceedings of the Thirty- 

eighth convention of the Canadian Good Roads 
Association, 1957, p. 234-243. 

Title 

MAIN ENTRY CARD 
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The nature of frost action. 
·::::::. 624.131 Nl7l National Research Council, Canada. Division 
....... o'f Building Research. 

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

[lO)p. (Its Technical paper no. 53) 
Reprinted from Proceedings ot the Thirty­ 

eighth convention of the Canadian Good Roads 
Association, 1957, p. 234-243. 

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

. 

. 
Title Card 

I. Penner, E • 
(Series) 

1. Frozen ground. 
II. Title • 

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

53) 
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Division 
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Penner, E 624.131 
Nl71 National Research Council, Canada. 

of Building Research • 
The nature of frost action, by E. 

Ottawa, 1958 • 
{lO]p. (Its Technical paper no. 
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1. Automtion. 2. Documentation. 

538.56 
B21 U.S. Dept. ot Health, Education, and Welfare. 

Guide tor the anal1111s and improvement of 
data processing. [Washington] U.S. Dept. of 
Bealth, Education, and Welfare, Office o1"Manage­ 
ment Policy, 1961. 

[ 561 p. (General Aaminietration, Al6-lO-:l) 

Automation. 

Automation. 
5J8.56 

720.2 
r.h~ n · 1 

Architecture. 
LAW 

Apportionment - Statistics. 

Apportionment. 
LAW 

!AW 
T American Bar Association. 

690.22 
A51 Ala.man, .A 

TmnPrmPAh111ciAd d. mnr 

699.81 
A37 U.S. D~pt. of Agriculture. 

Adequate living a.ccomod.a.tion tor the aging. 
728.1 

ACTION 

699.81 

ABC's of urban renewal. 711.585 
·s21 Sears, Roebuck.& Co. Urban Renewal Division. 
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Book number 

352 
(759) --- Geographic designation 

Author's initial ---+--- F56 

, Classification number 

LABELING 
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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 del ivered by the Library mail desk to the Law 
Section direct, except for periodicals. These are handled in the same 
manner as the general periodicals. 

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 thel.ibrary 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. 

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 . 

2 . DEVELOPMENT OF THE LAW COLLECTION 

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 mamtenence, 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. 

Internal Operating Procedure 
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M - Municipal charters, codes, ordinances . 

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

R Reference, including law dictionaries, directories, Martindale­ 
Hubbell. 

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

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

N National Reporter System and Shepard's Citations. 

US - 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. 

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

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

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

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. 

3. PERIODICAL PROCESSING AND ROUTING. See the procedure in paragraph 4 of 
the Library Branch. 

HHFA-OA 
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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 end, where necessary, 

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

8 . CIRCULATION 

7. BIBLIOGRAPHY. The procedure Isthe 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. 

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.· G. 

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.) 

c. Processing: 

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. 

b. Shelf List: 
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The symbol "US" material is arranged in numerical order by volume 
within each category. (Legislative Histories are prepared by and 
filed in the legislative Reference Section of the Office of General 
Counsel. 

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

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: 

9. SHELVING AND STACK MAINTENANCE 

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 tom pages mended; it 
is then shelved. 

g. Overdue Notices. 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. 

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

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

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. 

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. 

HHFA-OA 
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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. 

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

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. 

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

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

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

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 1 and other miscellaneous legal 
directories . 

The encyclopedias (Symbol "En.) 

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

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 11.) 

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 ".) 
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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. 

2. REFERENCE. Requests are received in person, by telephone, memorandum 
or letter. Facts, knowledge, recorded experience, ideas, and opinions 
are located to help in carrying 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 . 

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. 

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 distribution of all 
mail received in the Library. 

L THE REFERENCE AND CIRCUIATION 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 probl erns, 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- . 
Iatton personnel assist or substitute in the Law Section. 
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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. 

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 . 

3 . BIBLIOGRAPHY 

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 reference collection. 

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 . 

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 toAgency personnel 
is called to their attention. 

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

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. 

HHFA-OA 
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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. 

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. 

c. Library Charge Slip. After filling out the appropriate spaces on Form H-7 4, 
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. 

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. 

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. 

4 . CIRCUIATION 

Internal Operating Procedure 
Reference and Circulation Section 

HHFA-OA 
Division of General Services 
February 1963 



4 

(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. 11 Law loans are not counted as the FHA Library is compensated for 
serving OA attorneys. 

(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. 

(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 Bis used for 
renewal; Copies C and D with a self-addressed envelope are enclosed when 
borrowed matertal 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 years. Preprinted envelopes are used 
for Library of Congress and for acknowledgment to us. (See Exhibit 9.) 

(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 years . 

(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; 

• HHFA-OA 
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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 

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

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

(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 ra-notched to be checked the following week in order 
that a follow-up can be made, if necessary, by a reference librarian. 

(1) Second Overdue Notice. If there has been no reply a Second Notice 
is sent. The words "Second Notfce " are typed following thewords 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. 

g. Overdue Notices . Any material kept beyond the loan period is followed 
up by a reminder on a preprinted form, (See Exhibit 10.) F.ach 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. 

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. 

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. 

Internal Operating Procedure 
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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 . 

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. 

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. 

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. 

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. 

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 Brarich at 
the Publications Depot. 

HHFA-OA 
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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. 

6. BINDING. About every two years, the materials which are to be bound, 
usually periodicals, are selected by the Librarian of 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 . 

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 ifadditional copies 
should be maintained and the missing items requested. 

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 ril'}.g 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. 
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(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 "+l" is made after the 
red check. Unbound extra copies for some titles are kept for 
the last five years . 

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

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

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

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. 

c. Dispatch. The requisition Form H-2 0, 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. 

b. Purnaration. Each separate book to be bound is tied; two copies of 
Standard Form 1-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. 

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. 
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·---·-· -· -· . -·--- ..... ······ -·~· 

H-46C HOUSING AND HOME FINANCE AG~NCY 
(12·58) OFFICE OF THE ADMINISTRATOR 

( pink copy) WASHINGTON 25, o. c. STOP 98 

? We underat811Ci tMt it It 
bor for oftklal u.. the publication listed below 

Mty - row d bef end of loan period. 
aubiect to 1mmedl1te rec•ll If ne1de ore 

Libra.ry 
Bureau of the Budget 

* \j. e. GOVl!RNMl!NT PRINTING OFFICE 1•e•1 4913U 
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LIBRARY OF CONGRESS 
LOAN DIVISION 
STOP 303 

OFFICIAL BU51NESS 

HOUStllG ANO HOME FINANCE AG[NCY 

HOUSING AND HOME FINANCE AGENCY 
OFFICE OF THE ADMINISTRATOR 
LIBRARY 
1626 K STREET, N. W. 
WASHINGTON zs. D. C. 
STOP 98 

OFF"ICt~L 8USINE99 

HOUSING ANO HOME FINANCE AGENCY 
OF,.•CE OF THE AOMINISTRATOA 

WASHINGTON Z!I, 0. C. 

HOUSING AllD HOME F1NANCE AG£11C\' 
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Exhibit l 0 

(blue form) 

Fortune, May 19!)'8 

Date Date Not Please 
tloiTowed bie ltiiiewable !!.!!!!! Publlcation 

Pl.ease retlll'll or renew books on or prlor to date cme, aa th1a 
vUl make them P10re available to all, and eave the. eendlng ot 
noticee. 

Material checked Not Renewable baa other req1u1ete va1\1ng or balJ 
been borrowed lrOlll another llbrlll'J'. · 

The publlcatlone llated below are oYerdue and should be returned 
to the Llbrlll'J' 1 unless JOU have further need tor them. 

ovmoog 000113' PmIOMCAIB !!llBJEcr: 

The Librlll'J' 1 Roen lOJ Nomand,J' FROM 

DATg: Jan~], 196) Jllr. Jobn Coe 708N 
TO 

HOUSING AND HOME FINANCE AGENCY 

11-•&lr62) 
UNITED STATES GOVERNMENT 

Memorandum 
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Bqer, Olem . 
Housing 1 a tactual analyai1 

If 10\l vlsh to continue to retain thll aater1al in 10Ul' otrlce, 
pl,ase llgn and return t:hls -randum. 

Listed below 11 material charged to 1011 on lndetlDite loan. If 
lt ls not used regul.arl.7 by 10Ul' ottlce, ve should appreciate 
lt1 return to the Library, 

Contlniation ot IndetlDite Loan SUBJECT: 

OA LlbrB1'11 103 I. FllOM 

TO DAtt: Jan. 3t 196J Mr. John Coe 
708N 

ROUSlNO AND HOMI FINANCB AOBNCY 

H-96 1'·601 

UNITED STATES OOVERNMENT 

Memorandum I 
I 
:;:::::::::::::::· 

~\ImI\i 

I 
I 
I. 
IMMMMPlMfiWMWi!ME#!M!iiffffBM Mi?i@ii&MillFJE¥UMfti.ft@WM¥t1Fitffi¥%fl@ii 
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Librarian 

Sinoerel.T yours, 

All available copies are on loan at the present tillle, 
We shall ship to you ae soon as one is returned, 

The film will be shipped tor the time you requested, CJ 
0 

We are shipping the £11111 under separate oover, Beoauee 
of numerous requests, pleaee return inlllediatel.T after 

·showing, 

The tollcnr:l.ng action has been taken1 

Magdalen Street 

Sate Water in the Home, 

Joe Doe - 811181.l Home Builder, 

Pre-enr,ineered Housing, 

Now Techniques tor House Construction, C.7 
£_;] 
0 
CJ 
ar 

Towe.rd a Unitor111 Pluming Code, 0 
Your request for the film checked hae been receiTed, 

Dear Mr. Byntt: 

Mr, Marion Hyatt, 
Executive Director 
Opelika Houeing Authority 
P.O. Box 786 
Opelika, Alab11111a 

LIBRARY 

January 9, 1963 f.fRel 1101llbt9 A.dinlnt.lroHoa 
M11o llouta• Admlaultotlo• 
fed..al llotloaal Mortoaae A1.,clnhon 
~ faollJU•• Ad•laldrtaHo• u-. ....... A ....... n111Soa 

WASHINGTON 2S, D. C. omcE or n11 ADMtNISTRATOR 
HOUSING AND HOME FINANCE AGENCY Ii 

I 
i 
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ORGANIZATION ANO CITY NO. OF SHOWN TO NO. OF AUDIENCE REACTION, SHOWINGS WHAT GROUP VIEWERS 

Dates --------...,--- FUm: 

federal Houlllnq Admlnlatrallo11 
Pahllo Ho11olll9 Admin11trat1o11 
federal Nallo11al Mortgage Anoolallo11 
Commwdty Faciuw.u Admlailtralloa. 
Urhaa Renewal Admlmatrallon 

......... 
:::::::::::::::: 

[lllIII!! HOUSING AND HOME FINANCE AGENCY 
omCE or THE ADMINISTRATOR WASHINGTON 29, D. c, 

LIBRARY 

Magdalen Street 

PLEASE COMPLETE THESE FORMS IN .DUPLICATE AND RETURN WITH FILM 
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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 f9r 
accomplishing forthcoming assignments, and point out any other Ite ms 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 twci 
parts: (1) items suggestedfor inclusion in the Director's semi-monthly 
report to the Assistant Administrator (Administration); arid (2) items 
presented in sufficient detail to keep the Director fully informed of 
operations within the Branch. 

2. REPORTS. The Branch is responsible for preparation of the following r epezt s: 

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. 

1. THE PROPER TY MANAGEMENT BRANCH, composed of four sections, is 
responsible for the procurement and control of administrative supplies, equip­ 
ment, and non-personal services, and for the establishment and maintenance 
of property records that meet fiscal accounting 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 HHF A Regional Administrators. The B'r anc h is headed by a Director 
who is responsible to the Director, Division of General Services, for providip.g 
staff advice and coo rd inatfng the work of the Branch, for developing procedures 
for the operations of the .B'r'an ch, 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. 
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Bureau of the 
Budget Circular 
No. A-22 

GSA Regulation 
1-u ... 102. oo 

GSA Regulations 
l-III-307~ Q 1 
l-IV-306. 01 

Reference 

2 

By September 30 
of each year 

Letter ... 
Annually 

By September 15 
of each year 

GSA ... 1473 
Annually 

Within the first 
month after the 
close of the 
quarter 

SF-121 
Quarterly 

Date of 
Submission 

Form & 
Frequency 

Usually in 
December for 
the forthcoming 
fiscal year 

Letter­ 
Annually 

Within 30 days 
after the close 
of the semi­ 
annual period 

SF-37 
Semi-annually 

Acquisition and Use 
of Limousines and 
Heavy Sedans in 
Executive Agencies 

Supply Activity 
Report 

Quarterly Report 
of Utilization and 
Disposal of Excess 
and Surplus Personal 
Property 

Title 

(2) Reports Prepared by the Property and .Supply Section 

Annual letter from 
GSA 

GSA Regulation 
1-II-212. 02 

Refer.ence 
Date of 
Submission 

Form & 
Frequency 

I 

Estimates for 
Departmental 
Envelopes 

Report on Procure­ 
ment by Civilian 
Executive Agencies 

Title 

( 1) Reports Prepared by the Procurement Section 

b. Periodic 

HHFA-OA 
Division of General Services 

April 1961 
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Form & Date of 
Title Frequency Submission Reference 

Agency Space Report SF-111 Within 10 days GSA Regulation 
(for District of Quarterly after the close 2-II-503. 00 
Columbia and Adjac- of the quarter 
e nt Areas) 

Agency Space SF-lllA Within 10 days GSA Regulation 
Summarization (for Quarterly after the close 2..-II-503. 00 
District of Columbia of the quarter 
and Adjacent Areas) 

Report of Space Use SF.i..123 By October 10 GSA Regulation 
by Building (outside Annually of each year 2-II-503. 00 
the District of 
Columbia) (Space 
not assigned nor 
controlled by GSA} 

N6tice of Anticipated GSA Forms 1357, By September I GSA Regulation 
Space Changes 1357 A, and 1357B of each year 2-II-202. 00 

"Annua.Ily 

Annual Report of GSA Form 1166A By October 1 GSA Regulation 
Real Property Leased and GSA Form of each year 2-XI-202. 00 
to the United States 1209A 

Annually 

(3) Reports Prepared by the Space and Maintenance Section 
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(2) Nonrnandatory 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. 

( l) 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. 

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. 

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. 

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

z. 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.) 

l. 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 HHF A 
Regional Offices as explained in Volume V, 6-1, and for the review of 
copies of regional orders and cont racts to determine compliance with good 
procurement practices. 
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w·hen sui table Government-owned used, excess, or surptue 
property can be secured, 

For small local purchases if impr-es t funds are used. (See 
paragraph 3i for tnfo r matton about imprest fund pur-chas es . ) 

When products are required to satisfy public exigency and 
time and circu:rratances will not permit clearance. 

When orders are for $25 or less in value. 

c. General Services Administration Stores Stock. The General Se r-vi ce s 
Administration publishes an illustrated Stores Stock Catalog HsH:ng 
items available from its stock. Instructions for ordering are fr1 the 
catalog. Items in GSA Stores Stock are ordered on Form H-35, 
Purchase Order. (See the purchase order procedure in parag raph 6 
below.) Purchase of articles listed in this catalog is mandatory except: 

(5) Deliveries of Substandard Items. When a delivery of s ubs tanda rd 
items is reported, the General Services Administration Regional Office 
shall be notified and requested to inspect. The corrtr acto r shall be 
notified in writing of any shipment rejected and requested to .fmn)Jsh 
items meeting specifications and remove substandard items at nis 
expense. 

(4) Federal Supply Schedule Contract Clearance. There may be times 
when supplies, materials or equipment covered by mandatozy Federal 
Supply Schedule Contracts will not meet requirements. Nevertheless, 
if the required item is of the same type, or of a. type for whi ch an item 
under contract may reasonably be substituted, it is ne ce s aaz-y to obtain 
a clearance from the General Services Administration before pur cb.as ing 
in the open market. Requests for clearance must be in wdting and give 
a description of the item r-equi red and an explanation why the item under 
contract will not do. The clearance date and clearance number must be 
shown on all carbon copies of the purchase order. (See the purchase 
order procedure in paz-agz-aph 6 below.) 

(3) Small Requirements Provision. Each Federal Supply Schedule 
contains a provision that ordering offices are not obligated to 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. 

HHFA .. OA 
Division of General Se r-vice s 
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(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 furnished by the General Services 
Administration. 

(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 11 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 a ccept the back 
order; whether to r-eque st 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 reice.ived before 
purchasing in the open market. 

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

(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. 
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( 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 requirerrents 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 

f. Federal Prison Industries, Inc. 

(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. 

( 1) The Government Printing Office publishes catalogs of various 
types of blank paper, envelopes, ink, glues and miscellaneous 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 iii usually by letter. 

e. Government Printing Office 

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. 

(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. 

HHFA-OA 
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(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 Gener al Services Administration Regional Office. Blind­ 
made items not carried in GSA Stores Stock shall be listed on aepar ate 
purchase or~s. 

( 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 Bfind-cMade 
Products. 

g. Blind.-Made Products 

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

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

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

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

(3) No clearance is required for the purchase from other s cur ce s of 
products produced by the Federal Prison Industries, In c., , under 
these cond'[t ions : 

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

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. 
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( 2) Extent of Inquiry. The number of quotations to be solicited shall 
be determined in accordance with paragraphs l(a) through l(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, Ayer'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. 

(~} Knowledge of special dealers' prices. 

(d) The estimated cost of the article or service. 

{c) The urgency of need of the article or service, 

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

(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. 

( 1) Competition. Reasonable competition shall be obtained cons is tent 
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 dete rm ina.tton in connection with any open market purchase: 

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. 

(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 Administration 
Stores Stock Catalog. 

HHFA-OA 
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(d) Gener ally, small purchases not requiring or justifying 
procurement by a more detailed method. 

( c) Repairs to equipment. 

(b) Bus or street car tokens. 

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

( 1) This method should be used when vendors are reluctant to hono r 
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 pro cur em ent for which imprest 
funds would be suitable are: 

i , Imprest Fund Purchases 

{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 dol.Ia r 
value, or requires specifications that are difficult to explain 
verbally. All written quotations shall become a part of the purchase 
order file. 

(b) Generally solicitations by telephone or personal contact should 
be made for items of small dol.la.r 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 ~:ral 
solicitation (rather than written) is in the Governrnent1s interest. 

(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. 

(3) Method of Inquiry 
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(Signature) 
II 

"Coz-r-e spondtng articles, materials or supplies are not mined, 
produced or manufa ctur-ed in the United States in reasonably 
available commercial quantities and of a. satisfactory quality. 

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

( 4) In making the requ.i r-ed dete:rmination, 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: 

(1) The Buy American Act of March. 3, 1933 (41 USC l Oa ... lOd) provides 
that only such unmanufacrur-ed az-t i cl e s , materials, and supplies as have 
been mined o r 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 p r ic e 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, o r 
the articles, rnate r-Ial a, or supplies from which they are manufacruz-ed 
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. 

(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. 

j. Purchases of Foreign Materials - Buy American Act 
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a. Purchase Order Register. A purchase order number consists of a 

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 ea ch register are described below: 

d. Standard Form 1143, Advertising Order. 

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

b. Form H-10, Imprest Fund Order. 

a. Form H-35, Purchase Order. 

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

(6) When pur chas ing 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 cornpar-ing 
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. 

(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. 
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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 cf 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 e 

6, PROCUREMENT BY PURCHASE ORDER, FORM H .. 35 

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 cove r is r-etuz-ned , 
(See paragraph 12 for instructions about certificate accountability 
record.) 

d , Contract Register. A contra.ct number consists of the letter "H" and 
the serial number of the contra.ct. 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. 

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 invitation number assigned in the fiscal 
year which began July 1, 1960. The r-eg isre r lists the invitation 
number, date issued, and the items to be purchased. 

b , Imprest Fund Register. An imprest fund order number consists of the 
letters "IF11, a serial number, a.nd the last two digits of the fiscal year. 
For example: IF-1-61 was the first imprest fund order riumbe r assigned 
in the fiscal year which began July l, 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. 

serial number, the letters "0A" and the last two digits of the fiscal 
year. For example: l-OA-61 was the first purchase o rd e r number 
assigned in the fiscal year which began July l, 1960. The register 
lists the serial number, date of the purchase order, name of the 
vendor, the first item on the oz-de r or a brief description of the items 
ordered, and the requisitioning office. 
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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, 
1-11-212. 00. 

(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. 

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 D'ivi s ion. of Finance and Accounts 
keeps its copy and the Voucher Examination Copy and returns the Issuing 
Office Copy to the Procurement Section. When the Is airing Office Copy is 
signed to indicate availability of funds, the following distribution is made: 

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. 

(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. ) 

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

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: 

word (amendment# ) or (cancellation). A cancelled purchase order 
number is not assigned 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. 
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( 2.) Federal Supply Service Stock. Used in the purchase of stores 
stock from the F'ederal sU:pp-ly Service. (See Purchase ~f GSA 
Stores Stock items in par-ag raph 3c above.) 

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

e. Each Form H-35 require~ 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 rnade: 

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

(6) Federal Supply Service Copy. Sent with the original to the 
Federal Supply Service (ol' the Federal Prison Industries, Inc.). 
(See paz-agr-aph 3f above. ) e 
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 
antt-o-e ce s s ion: tnfo rrrarton copy to the Space and Maintenance 
Section when telephone, space, or machine repairs are involved; 
to accompany the original pur chas e order to the Government 
Printing Office; and to other government agencies ~en excess 
equipment is needed. 

(5) Consignee's Copy, Receipt Copy, and Property Records Copy. To 
the consignee. The Receipt Copy and Property Re cor-ds Copy are 
signed and returned by the consignee upon receipt and acceptance 
of the goods, the Receipt Copy to the Division of Finance and 
Accounts, the Property Rec o'rds Copy to the P'r opez-ty Management 
Branch. 

(4) Finance and Accounts Copy a.nd Commodity File Copy stamped 
"Voucher Examination". Kept by the Division of Finance and 
Accounts when funds &re certified. 

(3) Purchase RecoTd Copy. For the alphabetical vendor reference file. 

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

HHFA-OA 
Division of General Services 
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( 1) Advertising orders consist of Standard Form No. 1143 (Original) 
and five copies of Standard Form No. l 143a (Memorandum) and 
Standard Form No. 1144 (Original) and Standard Form No. l 144a 

c , Preparation of Advertising Order 

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. 

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. 

7. PROCUREMENT OF NEWSPAPER ADVERTISING 

(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) . 

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

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

(3~ Surplus Property Transfer. Requests for transfer of sur~lus pro­ 
perty from the General Services Administration or from any other 
agency. 

Internal Operating Procedure 
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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.) 

8. RECEIPT OF SUPPLIES AND EQUIPMENT 

(d) SF-l 143a, Finance and Accounts Copy and Copy stamped 
"Voucher Examination". Kept by the Division of Finance and 
Accounts when funds are certified. 

( c) SF-l 143a. For the alphabetical vendor reference file. 

(b) SF- l 143a marked "Funds Available". For the numerical 
purchase order file. 

(a) Original SF-1143 and one copy of SF- l 143a. To the news­ 
paper selected for the advertising with a copy of the 
advertisement. 

(3) After the advertising order is signed, three carbon copies of 
Standard Form l 143a 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: 

(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 Managerrent 
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.) 

(Memorandum). (These forms are printed back to back.) 
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(Z) When it is known that more than one delivery by a single vendor 

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

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

l 0. CONTRACTS 

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 11 

Signature 
It Date 

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. 

II TO CASHIER 

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: 

9. IMPREST FUND ORDERS 

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. 

Internal Operating Procedure 
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(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 awa rd.: 
whether to the low bidder and if not, the reason for making award to 

( 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. 

d. Award 

c , Preparation. When procurement by contract is required, the Pz-ocur-e - 
ment Secti0JI1 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. 

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. 

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

HHFA-OA 
Division of General Services 

April 1961 
Internal Operating Procedure 
Procurement Section 



17 

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 r eque ats are reviewed by the Procurement Section 

11. REGIONAL REQUESTS - APPROVAL OF PURCHASE 

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. 

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

( 4) One conformed copy with a copy of SF• l 036 attached to the 
Issuing Office Copy of the purchase order to the purchase 
order file. 

(3) One conformed copy to the consignee. 

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

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

g , Distribution of Contract Copies: 

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

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. 

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

(See Exhibit 7. ) other than the low bidder. 
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b , A record is kept by the Procurement Section of the total number of 

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 ye .. a r basis. Esso Standard Oil 
Company automatically sends new cards at the beginning of ea.ch fiscal 
year unless the Agency requests a change in. the number of cards to be 
furnished. 

13. CREDIT CARDS .. GASOLINE AND OIL 

12.. TAX EXEMPTION CERTIFICATE ACCOUNTABILITY. GAO Manual, 
TIt'le 7, Standardized Fiscal Procedures, requires that an accountability 
record be kept of tax exemption certificates. These certificates are 
issued upon request to HHFA 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, 

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. 

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. Original regional requests are kept in the Procurement 
Section and bear a carbon impression which shows whether purchase was 
approved or disapproved. 
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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. S. 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. 

credit cards received, the name of the person to whom each card is issued, 
date of issue, and the date the card is returned. 
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ACCOUNTING OLA881J'IOATION (ApprnpriaUon 8ymbol 1nusl be sho1rn1 other olwlftoatlon optlonlll) 
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euh at •••••••••• ~--~······················ per iaCii·:.:-..··;,:o;r;.r·~iO\"""""·············· I ~ &:&a&M 

OTHER RATll8 (.ikiOltn;;;··Pol•I per ""(i;,;;;;;q;;;;;;;;;;;·;;;;;;;;-·>• .. iiiom;,;;·;,;·o;;;,;;;·;.;;,;n;;·· 
w~ortolf,.1 

for llni tn.enlon at per ·········(iiiOii:ifim;;:;;;;;;or·kiiitir········ ···············-····· 

•••••••••••••••••••• 1ubfleqt1ent .lnserUoni of •••••••••••••••••••••••••••.•••••••••••••••••••••••••.•••.•.••••••• 
' (f'ambf!r of hlebelt. l!IUll'l!t, wwd1, flt foll•> 

..................................... per tine. • ; • I • I I • I • I . ( I • • • • • '· • I • • _ ~ .. , H ---· 

'·""""-"""""'"'"'.,_.,.,..___,.i1.-. ·-'"'""'-w~""-·., 1:-- .. ··=-;..."":'.=r~.,.-.- ... t::::::::::::::::::::::::::::::::::::::::::::::::·~·;;:;;·-·· 
t.lNl!I RATES ( j-'iiljj,;i llne): (iia;;;.y······-'{:;::!"" }LINB8 lor ftnl lnlortloa 

Al ;.,,,,,,,,, ,. o , •, ' ' • , o I • o • o • • • • • • • • o • o • • , . 

•······•·•·-··· .. ••••• "'booquenl huor\lont ol , .'{counlod} LINES h ll CN••llll') 1paee 

U.8 ...•....................... c . 
~mnt11r..tllbltlhnleftt.hnittt11tl1mc.) 

Voueher p,;,ptred at . 
, (Ot"iht..lhld,,._) 

THE UNITED STATES, Dr., To ;;;;;;;i,.;,;.;;.;.i.;;r··················· • 

PAID IT 

....................... n··········crab..-.;;·.;;;,;;;;w;.;;;,;:;;;p,;;;.i;u~r·························~ . 
Add...,.. . 

but. Vou, No. . PUBLIC VOUCHER FOR ADVEkTISING 
n, (j, Vou, No . 

HHFA-OA 
Division of General Services 

April 1961 
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,ucu .. 11 IMflHIU CHUI 

APPAO•(D "' I. 0 '.L- 11) •. ~ 
M;ro;;; Whl te 

I cerUfJ Oat O• npplloo oadlor •tal,.•U 
r•••t•t•to1•• abo•1 ••••·II••• r•c•i••d 

Admtnutrattve ·c1erR TITU 

Signuturo 

as a pt n.::lnwo order f.:a• tt1•,! pur'ncao of 
aupport Lng pa:;-.;1.nrl from lmpro~;t li'unds. 

Doto~ /1,61 ~-~~ 

Pill chaao is approved an to item, 
delivoqy, uourno , and amount. desoribed 
abovo , Thlo form ..hn L], he oonnidorod 

Fountain Pen Hospital 
987 Lee Street, N.W, 
Washington, D. c, 

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

O\IAMTITY DESCRIPTION AMOUNT UMIT 
PRICE 

UNIT OF 
ISSUE 

ITEM NO. 
(Ceuh1 •r f•r9J 

ro CASI IER 

P,O, UTE March 17, 1961 e .e, Ho. 

Fl ll(O II tUHlOING Normandy 

(Ill. 6187 Allee Smlt.h POSTED 9Y APP"OPA IAT ION NAM( 

~OOH "0' 1012 

coa SU rt CBS . VSI ONL y OUIYU TO 

OAT( 
MArch 16, 1961 

NOUS llQ AMO HMf: Fl •HC( AQUCY 
OrFlU Of tH ltttnltflOOI 

REQUISITION 
FOR 

SUPPLIES AND EQUIPMENT 

11-lO / 
I 2-s9) L--..:i_..;.,:J.....;S~cJ-- ..;.,E>...:./----f 

R[QUIS ITIOH NO, 
F&A-12)-61 
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Award wUI be.made on this Form, or on Stand4ud Form 26, or by other official written nolice. 

rAYM£"T W"-t.. 1£ M.\01 IY 

ACCOUffTING AftO A:PNIOPRIATION DATA 

Contracting 0 ffecer. 

, AWARD ---·--------l~!_E__~_•w __ •_•_o ~-----I 

~OUT~NUMBEREO ~~=nMOUNT ---- ::IT£05TATESOFAMEAIC" 

SUBMrT INVOICE FOR Po\VM£NT TO 

TVP£ OR PRINT SIGNERS NAME AND Tlfl.E 
-···--·-·-----···--·-·----·--·-----·-··-----~--------------· 

_______________ !~-~-------··-·-·-----·----- _L_~~~~--------·--·~-------- 
ln compliance with tho above, the undersigned olfera and agree•, if thtsBid be accepted within --- calendar days 
(f/0 t!a{endcir days UnleBB a different JJ6riod be itt11ttrted bl/ the btdlltf") from the date Of OJ)CUJng, to furnish Any or aJI 
of the items upon which prteee aru quoted, at the price set opposite each item, delivered at the designated polnt(s) 
within the time specified in the Schedule. Dtaecuuta will be allowed fol' prompt payment as follows: 
-- --- percen~ 10 eelendar days;---- percent, 20 calendar daya; __ . __ percent, 30 calendar days, 
BIDDER REPR~J~ENTS; (Clteck ap7,ropria!• boz .. ) 
(1) 'fhat he O is, O is not, a small business concern. (See (l(lfiJ1.ition on reverse hereof.) If bidder ls a small business 

concern and la not the manufacturer of the supplies bid upon, he also represents that al) supplies to be furnished 
hereunder O will, 0 will not, be manufactured or P.rodueed by a small business concern in the United States, its Ter­ 
ritories, its posseuiona, 01• the Commonwealth of I uerto Rteo. (2l That he is a 0 regular dealer In, O manufacturer of, the suppliu bid upon. 

(3 (a) That he O has, O 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 eontraet, and (b) that he 0 has, 0 has not, paid 
or agreed to pay any company or person (other than a full-time bona fl.de employee. working tmlely for the bidder) 
any fee, eommlsslon, percentage or brokerage feet contingent upon ur rcRulting from the award of this contract; 
t~~~ ,:fc~:~: .• !~,.1~f"J.~h .. ~~,~~~~"~.}~~." ;!:i~~~~~.1t!°t•~~' .. :o'!.~ ~~! "~'~~:;"~~ .!:i~~!':,d 11~Xcr~~~,a~:~!:~.t~5, ~~~~ri uo.J 

.J~) __ ~_e_~P~!~~.!1.!_~!1_C~L!!'E.~.~~-~~~r._O-E~!~~hi11,_Q __ !?~ry~_~ati~~--!~.~-?..1:r?..~~~~-}!' __ ~~-~-~~!!~~--~----======= 
""ME AND ADDRESS°' BIDDER (SIH•t, ony, •On•, •nd Sl•t•. Type or SfGMHURE Of l'[RSON AUTHOfflZ(O TOS/GH 810 

prlnl) 

$ _ each$ _ 2460 

BINDER>, loose leaf, sheet s I ze 9" x 611, 
one inch capacity. flexible covers, dark 
blue, (Mult-o-ring or equal), Quote price 
delivered, Washington, D. c. 

1. 

Sealed bids in ---------• subject to ( 1) the Terms and Conditions of the Invitation for Bids, (2) the accom­ 
panying Schedule, (8) General Provisions (Standard Perm az,ClcJ'..'.. _ _!957 __ edition), which are lncorporate!f herein 
by reference, and ( 4) such other contract proviaions and specifications as are attached or inco1·porated by reference in 
the Sehedul~ will~ received at the above office until __ _j_ o'clock .P_ m., §!l.~.t~r-~_s_t_g__, _ Time, _ 
~Arch 2 ,_l __ l_ (dal•) and at that time ~tliely opened, for furnishing the auppliea or aervlces de•cribed in 
the aeeompanying Schedule, for delivery f. c, b. !L_-~-~~~~_l!, __ !i_,_, _ _l!!lshl ngtQ~_.__i;_,__ __ 

General tn/onnation und instructions W biddet'11 M6 cuntt1irt1Jd in the terms a-.ul co11ditiona on the f"everse hereof, 

ADDRESS 1626 K Street, N. W, 
Washington 25, D. C, 

ISSU(D IY Housing and Home Flnenc• Agency 
Office of the Administrator 

~~:~,':!:/"~~:~.~1<ll:;:~I:!! r.d"""'1 INVITATION, BID, AND AWARD 
:~\:~i!tn•\1~r1--201.oo (SUPPL\' CONTRACT) 
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I Ct'RTIIT that the fore~olng statement Is true and correct; that the written llndlng• required by law to be submitted with 
the contract in caee of negotiation, upon a determtnetlon by the agency head or other 1wt~rlzed official that auch method of 
contracting la nece111m.ry, are attRched thereto; thnt the total number of bids received is--········-·' and that where lower bids 
[expenditure contracts) or higher bids (receipt <:ontrncte) as t-o price were received, a statement of reasons for their rejec­ 
tion, together with an abstract of hide received, including a.II lower than that accepted in case of expenditure contracta end 
all higher In CRRC of receipt cof'!trach~, is given below or on the reverse hereof or on a sellllratn sheet attached hereto; thRt the 
artic1u or ftcrvic~s covered by the ag~ement ( expenditure) arc neeesRary for the publ e eervteet and that the prfcea eharged 
are just aml reasonable, 

CERTIFICATE 

0 0 B. To highest bidder as to price (Receipts) 

0 A. To lowest bidder 88 to price (Expenditures) 
No v .. 

Iii 
AWARD Of CONTRACT 

~Cit• l•w ""Hal lo wtddt. e_.ncrad wa• ttePll•tecl •SHI tit• appllfo•I• net .. • ... paraar111ph lheu.J. U contrad WAI_ n111otl•W 
••der a P•hlle e•lire•~1 •lilllh woru.ld n•t admit •f tbti ileia, tar"te"' to 1uhtrtl1lnir, or s.eu ... ef It W•1 l•c-raeUcable *" •tfll•• ee•~ 
PttlUon ...... ftelow •r en the H•enw henof, lhll elH•t11•t11ilk'ea rtt1•hln1 n•pUatlon.) 

Without advertising In accordance with .•...... , ··························-···················--···-···-····· 

ABSENCE OF ADVERTISING 

1. By advertising In newspapers. Yes O No IB 
2. (a) By advertising in circular letters sent to .... ···---~---········ dealers, 

(b) And by notices posted in public places. Yes GI No O 
(If nolln• W'en 111ot flO•le4 bt addition to edYettl•lnc fir dtealar l•tten 1t1nt to deal•re. esplanatton el 1•ch 0111.I•'°• •11.t •• •*'• below.) 

ME'l'Hi.10 OF ADVERTISING 

METHOD OF OR ABSENCE Of ADVERTISING 

-~-l~u:i_~ng anc1 ... tlolll~ .F.~!1-~.1:!?~-~ge~S(.1 9rn1?.!'. .. ()f. __ ~~~--:4-~f!!!~.tr_at,_~!'..t..~.11!1h.~11,g~!-?11,_~5- a.. P. •. J~.!. 
(l.lt•t11t1·tmen' (>I' 011lttblh1lumml) IR11rr.1Ul f)t otft1a!) (Loclltlon) 

Dale .............................•.... 

No . 
(ContrttcO STATEMENT AHO CERTIFICATE 

OF AWARD 
8t1n••i4 t'•t9' No, 031-~&vlnd 

li'orm11n•M'rlbt,dliy 
Oattt(1trvllor lff•11t>t·1tl, U, S. 

&ot•lt•tnlmr ltl, JDGO 
40.n. ll1111. Nu. 61, Supp, No. lB) 
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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. 

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 1 releases, and publications. 

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. 

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

The Distribution Center is under the general direction of the Property and 
Supply Officer. The functions of the Distribution Center include the 
receipt, 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. 

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. 

Internal Operating Procedure 
Property and Supply Section 
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f. 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. 

e. 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. 

d. 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. 

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

b , 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. 

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. 

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

(2) Non-capital equipment is any item of equipment not included 
under paragraph 2b (1) above. 

(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.) 

• HHFA-OA 
Division of General Services 

June 1965 
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(b) Date of posting in the Date column. 

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

(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: 

c , Issuing Office Supplies and Printed Forms 

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

(5) New total in the Balance column. 

(4) Quantity received in the Quantity column. 

(3) Received in the Issued To column. 

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

(1) Acquisition reference in the Req. No. column. 

b , Receipt of stock items is posted on Form H-5, Stock Control Card: 

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

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

(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. 

a. Maintaining Stock Control Cards 

4. DISTRIBUTION CENTER ACTION 

Internal Operating Procedure 
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(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 filed. When stocks of publications requested are exhausted 
and are to be replenished, Form H-11, Back Order, is sent to the 

(1) When Form H-68, Requisition for Publications (see Exhibit 4L 
is received, 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. 

d . Issuing Publications 

(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. 

(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. 

(2) If Form H-5 indicates that the quantity on hand is insufficient 
to fill the request, "B011 is noted opposite the item on the requi­ 
sition and Form H-11, Back Order, is prepared. 

(e) New total in the Balance column. 

(d) Quantity issued in the Quantity column. 

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

HHFA-OA 
Division of General Services 

June 1965 
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Property and Supply Section 



5 

(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 1 the requisition its elf 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 

f. BacJ< Ordering 

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-17 4. 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 action taken and then filed in the completed file. The copy 
may be destroyed. 

(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 5 0 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. 

(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. ) 

requesting office indicating that the order will be filled when 
stock is replenished. The Back Order number is noted opposite 
the item on Form H-68. 

Internal Operating Procedure 
Property and Supply Section 

HHFA-OA 
Division of General Services 
June 1965 



6 

(a) When revision is not required, the memorandum is marked 
and returned to the Distribution Center for action. Form H-2 0, 
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. 

(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. 

(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 11 column on Form H-4. 

g. Submitting Requests for Stock Replenishment 

(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. 

(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. 

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 . ) 

HHFA-OA 
Division of General Services 

June 1965 
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\ 

(e) New total in the Balance column. 

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

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

(b) Date in the Date column. 

(a) No entry in the Req , No. column. 

(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: 

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

h • Returning Items 

(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-2 0 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.) 

(b) When revision is required, the initiating office executes 
Fann H-2 0 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.) 
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(2) When common office supply items are discovered over upon 
inventory 1 Form H-10, Requisition for Supplies and F.quipm ent, is 
prepared listing the items and quantities with the notation 
"Inventory Adjustment-Overage. 11 (See Exhibit 10.) The form is 
signed by the Property and Supply Officer and posted to the stock 
control card, as follows : e 

(a) The date the form is prepared in the Date 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. 

(d) The new total in the Balance column. 

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

(b) Report of Survey in the Issued To column. 

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

(1) When common office supply items in stock are damaged, 
destroyed, or discovered short upon inventory, Form H-27, 
Report of Survey 1 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: 

j . Recording Inventory Shortage and Overage 

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 . 

(3) Furniture and equipment returned is screened for reissue, 
rehabilitation, or for excess and disposal action. 

HHFA-OA 
Division of General Services 

June 1965 
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(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. 
All shipping documents are sent to the Procurement Section 
for filing. 

l. Completing Purchase Orders and GSA Multiline Requisitions 

(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. 

(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.) 

(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. 

k , Receipt of Items 

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

(d) The new total in the Balance column. 

(c) Quantity over in the Quantity column. 

(b) Inventory overage in the Issued To column. 

Internal Operating Procedure 
Property and Supply Section 
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(1) Single page forms or publications normally will be wrapped, 
labeled and dispatched by parcel post to Regions I, ll, III, and 
"N, 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.) 

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. 

rn . 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.) 

(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. 

(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 received indicating that delivery has been made, 
two copies of GSA Form 1348-4 are marked to show receipt and 
delivery 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. 

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

b , Capital Equipment 

(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. 

(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 employees. 

(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. 

a. Non-Capital F.quipment 

5 . EQUIPMENT 

(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.) 

(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 N, and by airmail to 
Regions V, VI, and VIIi the balance of the bulk shipment may 
then be sent by freight under U. S. Government Bill of Lading. 

Internal Operating Procedure 
Property and Supply Section 
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{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. e 

(a) Actions increasing the property account, such as acquisitions, 
adjustment of prices, or corrections, are posted in blue on Form H-90 
and Form H-91. Actions decreasing the property account are posted 
in red. 

(3) Actions Affecting Records of Capital Equipment 

(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. 

(b) Receipt or disposition of capital equipment, whether the 
transaction is partial or complete, is also recorded promptly 
on Form H-9 0, Property Recapitulation Card. (See Exhibit 13.) 
The total valuation of Form H-9 0 must be in agreement with 
the combined totals of all Property Group Control Cards at 
all times. 

(a) 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. 

(2) Records of Capital F.guipment 

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. 

HHFA-OA 
Division of General Services 

June 1965 
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(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. 

(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. 

(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. 

(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). 

(a) Capitalized property located in the Central Office is 
inventoried each year as of June 3 0 by the Property and Supply 
Section. The inventory is by count and inspection, and is 
taken by one or more teams 1 each team consisting of not less 
than two persons. The inventory includes the following information: 

(5) Annual Inventory of Capital Equipment 

(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. 

Internal Operating Procedure 
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c. Distribution of Copies of U. S. Government Bill of Lading. Three 
copies 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 

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. 

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. 

6. U. S. GOVERNMENT BILLS OF IADING 

(7) Reports of Survey. Upon determination that capitalized equip­ 
ment has become lost, damaq ed, 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) Financial Accountability for Capital F,quipment. 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. 

HHFA-OA 
Division of General Services 
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(2) Should the carrier's agent be unable to make an inspection, it 
is probable that the consignee will be required to execute the 

(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. 

g. Reporting Concealed Loss or Damage Discovered After Accomplishment 

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. 

e. Receiving Goods on Bills of Lading. 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. 

d. Lost U. S. Government Bill of Lading. 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. 

(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. 

Internal Operating Procedure 
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(1) Permit number. 
(2} Employee's name. 
(3) Date issued. 
(4) State license. 

a . Issuance. When an approved request for a Standard Form 4 6, 
U. S. Government Motor Vehicle Operator's Identification Card (see 
Exhibit 19), is received, the following entries are recorded in the 
the control register: 

8. MOTOR VEHICLE OPERATOR PERMITS 

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. 

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. 

(1) Card number. 
{2) Name of employee. 
(3) Division. 
(4) Date sent to the Division of Graphics and Visual Aids for 

processing. 

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

7 • IDENTIFICATION CARDS 

Inspection Report Form or Carrier's Concealed Damage Form 
(furnished by the agent of the carrier) and the consignee1s 
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. 

HHFA-OA 
Division of General Services 

June 1965 
Internal Operating Procedure 
Property and Supply Section 



17 

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

Standard Form 46 is prepared and sent to the Director, Division of 
General Services, for signature. The card is then forwarded to the 
requesting office. 
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135.00 
cnstmner, wood , · · · · · · · · · · · · · · · · · · · 
CbstW!l<!r, metal .............................•............ · ... ········ 
Costumer, "A" .........•...................•.•............•.... •···•·· 

Oinir, lounge, •A", , ····•··· 

_ __.1.5_ ___<2...i5"-0.,,.0,,,0c__ __ Chair, typist, wood., ...........•.......•.................... •.•····· 
Chair, typist, m•tal................... . · · · • .. · · 
Chair, typist, "A"............ . ·. · 

---- ------- 

Chair, swivel, wood . 
Chair, swl vel. metal.., , ····•····· 
Chair, swiv•I, "A" ............•.......•.•...•....................•.•. 

L.80.00 16 

Chair, straight _ha, wood... . .. .. .. .. .. .. · .. 
Chair, straight leg, metal , · · 
Chair. st.rat sht leg, "A" .. 

23 460.00 
-------- ... Chair. folding . 

Cabinet. visible, to 13 tra.y•......... .. · .. · 
Cabinet, visible, 14 or more tra.ys : ... 

Cabinet, telephone, "A".................... .. .. 

Cabinet, supply ,., ···· 8t...OO 

Cabinet, microfilm . 

cabinet, mfl!l and pl an, vertical type . 
Cabinet, mlll) and plan, tub type . 

Cabinet, filln1, letter or legal, 2-drawer, wood ............•........ 
Cabinet, fl! Ing, letter or legal, 2-drawer, metal .................. ·· 
Cabinet, fl! Ing, letter or legal. 3-drawer, wood .................•... 
cabinet, fil Ina. letter or leaal, 3-drawer, metal. ..............•.... 
Cabinet, filing, letter or legal, 4-druer, wood.,., ... , .. , ......•... 
Cabinet, fil Ing, letter or leaal, 4-drawer, metal ....... ............. 
Cabinet, filing, letter or leaal, 5-drawer, wood ..................... 
Cabinet, f!l Ing, I etter or leaal, 5-drawer. metal .................... JQ 500.00 
Cabinet, filing, letter or legal, lnsul ated, wltn combination lock ... 
Cabt ne t , filing, letter or legal, Insulated, with key lock ........... 

Rookca•e (cabinet or credenza type), . 

ruRNinlR!: 

DESCRIPTION TOTIL 
VALUATION l TOTAL I 

QUANT! TY 

ORGANIZATtO!Ul UNIT 

llou~lng & Home Finance Agency 
Office of the Administrator 
LOCATION (Ctty enil St•t11) 
Washtn~ton, D. C, 20410 

HOUSING AND HOME FINANCE AGENCY 
O,PICI or T·RB A.DMUJITIU.TOJI 

'OR P[AIOO ENDING 
June 30. 1964 

PHYSICAL INVENTORY REPORT OF 
CAPITAL PROPERTY 

Par• I of I 
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%.00 1 

L'0.')0 

420.00 

1 ,l.J,O,QO 

Camo ra. 
Cl caning, vacuum . 

printing .. 
non-printing , . 

Bookkeeping. 
C•I cul a tl na 
Cal cul at.l ng 

Androsoograph................. . ............•.................... · 
Air Conni tlonlng ......•.....•....................................... · 
Automot1 ve , ,.,., ..•.......•.......•••..•..•. · •• ·• · · · 
Bt nd in g .. , , · ·. · · · .. · · · · · · • • · · • • • · · • • · • · · • 

Anning ... 

M..tCllTNF.S.· 

T'ab l o, draf t.i na, 

wood, approxtmRtely 36" thru 48" , . 
mPtnl, RpproxjmatPly :rn" thru 48'' . 
"A". anp ro x tmat e l y 3f'11 thru 48 " . 
1'1'.'lod. Rpproximately AO" thru 72" . 
motal, approximately AO" thru 72" , . 
"A", anp ro x tma t al y 60" thru 72" , . 
wood, approx1mA.tely 84" and over , . 
metal, Rpproxlma.tely 84" and over . 
"A". approxtmatPly 84" and over . 

Tnhlo, n If I r-e, 
TRb] P, office, 
Tabl P, office, 
Table, office, 
Table, office, 
Table, off Ice, 
Tahl P, office, 
TRb] e, office, 
Table, office, 

Stand, typewrl tor, all typ•• Including drop-Leaf , ,, . 

Stand, tel"flhone, oil types lnclndlng "A". 

Section, map Md plan, wood ......•.•...••...•.......•...••..••.•.•... 
Section, mfll' and plan. met&!.. . . 

Sert Ion, bookcase, llUOd (gla.•s door type only) .. , .. , , . 
soctton, bookcase, metal (RIM• door type only) ,, ,,, . 

Saf e, offlre, doo r type ........................................•..... 

Rock, clothing ,. . , , , . , •.... , , , , . 

D"'k. fl•t top, wood .....................•..........•.....•.......... 
D.-k, fl•t top, metal.......... . .. 
De•k. fl at top, "A"..... . , , , , . 

Desk, typenl ter, wood .......•...•......•...•.......•••.•.•.......... 
Desk, typewriter, met&! . 
Df"Rk, typpwri t e r, "A" , .......•......................... , •.. 

TOT Al 
VALUUIOJf I ,0, .. l I 

QUANTITY 0 £ 5.C It I I' TI 0 H 

I TOR P[RIOO EMOING 
June JO, 1()6/, 

PHYSICAL INVENTORY REPORT OF CAPITAL PROPERTY 

I LOCATION (Ci t7 .,., .St•ttJ 
W11~htnr:ton, D. C. 20410 

0AG4111 t ZAl !ON.ll Uirl IT 
InlfA-PA 
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900,00 

Collattn1, electric ..•........ , ..•. , .•.• , ...•...••.•• , •••• , •.•.••.... 
Coll!>oelna, photograph! c . 
Ollllpr&1u1or, air .••..••. , ••.••.••••••••••••••••.•••••••.•••••••••..••. 
Contact prlntlna ...•.............•.....•••.•.••.•......••.•• · · . • · · · · · 
OOpytn1, photo1rt111hlc •............••.••••.••......•...•.•.•.......•.• 
CUtawl. ....•................ , .....• , .•..• , ••.•....••.•.••..••..•..... 
DehU111idlfler ...•................•.••.•..••••••......••..• , ... , ....•.. 
DI ctattn1 · · . · . · · · · · • · · · · · · · · · · · · · · · · · · · · · 
Dlctattn1·Transcribln1 (combination) ....•..........•................. 
DI tto, liquid procen ..•..............•..•.•...............•..•...... 
Drying . 
l'lllbo11etn1 · . 
bilaraer, photographic ..........................•....•............... 
Fan, electric ...........................•..................•..•...... 
File, rotary, electrl c .............•...•.•••......•.......•.......... 
Generator, industrial, ...................•........................... 
H.nrothemo1nph ...................••.•••.•....•... · . · . • · . · · · · · · · · · · · 
Letter Opening, electric .....•..••..•.•...•....•..••...•...••........ 
Levelina lnetrut11ent .........•.............•...•....•.•........•.•.•.. 
Micro rt ht .................................•.....•..•................. 
MltnllDlrl!lh ................•..•....•............... • • • · · · · • · · • · · · • · · ··• 
Mountln1 prHil , . . . . . . . . . . . . . . . . . :;:;:;:;:;: 

~~~~g?:::u•• ••••••••••••:••:•:••••••••••••••• :••••• •::::;:.•:::::l::.i:::::.:·•: .• :;···::!::.• 
!ll)lictn1, film, electric . 
Stamp, time, electric ...........................•.................... 

Stapling, el ectrlc. . .. • . . . . . . . . . .. . .. . .. . . . .. • • . . .. . . . . .. . . .. • . . .. .. . ::::·::·:·;::.:::·:::·::::::.;::;::.;::·,:: Tape11hootln1 ..•........................... · · · · · · • · · · • · · · • · · · • · · · · · · · · 
Tranecrl bing.. . • . . . . . • . . . . . . . . . . . . . . . . . . • . . . . . • . . • • . • . . . • . . . • . . . . . . • . 2 830.00 
Transl t lnstrut11ent .••.......•...........•••.•...•.•.•....... ; . . . . . • . • .. ... 
Typewrl ter, electric. . . . . . . . . . . . . . . . . .. . . . . • . . . . . . . .. . . . . . . .. . . . . . . . . 4 1,700,82 ;:;:;:::;:; 
rypewrl ter, m•rnaL.................................................. 12 1,Soo.oo :;:;:::::;: 

§:::~LF:S: . :: : < ..... ::: ;ii 
'"'"'' ........ """ ,,. "":E;~,;;;::·::._ :,_.. Ii 

O!SCRI OTIOW 

lOCATtON ( ''1 .. t•t• 
Waehi ton D, C, 20410 

ORGUIUllONAl UfillT 

ffilFA..OA 

PllYSICAL lllYEITOltY RlflOlllT OF CAPITAL PROPERTY 
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"\. ·~ ·-1,,..._._.._; 
M11ry JonrR 

TlT\J: v:;,-\ s- - ·.., '* 
(O-'.H) 

Rf.OllF:STHJ BY 
I l'Ptfify I ha+ thr !lllJll'lif>ll nn<l'nr l'q11i;1mrnt. r<'•1ui~itinnrO 

10(1 

llNIT Of 
ISSUE 

UNIT 
PRICE OUANTIT't' AMOUNT OF.SCR1PHON 

IHM NO 

(llVISION ANIJ BRAN<:H 

D t v Ls Lon of P~r~onrn:•l, l'l 1lCt'!l1f'nt 

I 
POSTED RY 

I 
flllE:IJ BY 

I 
8. 0. NO. 

exr 
5099 

DELIVER TO 

318 
BUILDING 

Normnndv 
P.O. NO ROOM NO 

P. 0 DATE 

ro« Sf:/lVJOJS US/•; ON/,!' 

APPROPRIATION NAME 

Mary .Jone s 

Oc t obe r 12- \Q64 
DATE 

REQUISITION 
FOR 

SUPPLIES AND EQUIPMENT 
HOUSING .\ND HOME FINANCE AGEfiCY 

OHIC£ or THE .. D .. "''llstRAlflR 
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Rtqutstt"« Off t ct. 
ftttu.l'"n DCPLfr: .• \T: forda1'\t:d _,1.Phrt"tP•8 
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A(MARl(S: 

nr:ClrtlAL 
crncuuns ._______ __ --- ..----· ----1.-..-.~--i----·- ---·-----------------+-- ----·- ------- 
ST,,,rr 
Ml'J.10nAN~JM5 

1)nM\N m:M:WAL 
'MANUAL: 

1.rA u:rrms 

VOLl>llt VII 

VOLUME: VI 

vru W-lr: v 

TIOOK 1~1:__ --t------+--~--+----l------i---------------1f----t----1 

V0t.lJt.(r. V 

~-~-_!_··~------ --···---L-·----1------+------+---------------+----+-----t 

>----------j ---~ ___, ___. __. --+-----lf----4 VOLttMr, JY 

Ca thor-Lne Bradley, Rm. 305, 
>------- ------L------ ---- -------+---ttr ,.,v"•"..,."-"''""""'' ,,rl,,'lia~uc;'i-.tu,,_ __ Lr """[;,----'--t----'f----i 

1 0 VOLUME Ill 
---------- ---- ----~--- -------+-----------------+----f-----j 

VOUJME II 

-----··-J......__--··· ·--I---·~-- . ..__. _. __, ------+-----! 

NUl'A[A 
Of t:OPlfS 
IU QUO. H 0 

NUMfHA 
or (OPIU 
A(QIHSlf() 

RHEA SE 
NO. ANO 

OAT( 

NUlillHR Of 
cOP If S 

•OW 
R(C':l IY(f) 

NUJi18£1l Of 
cor 1 £S 

•OW 
R(C[ IY£0 

lYP£ Of 
RHEAS[ 

UM( ANO AOOfHSS TO 8[ USEO 
OH AOOA[SS PLATE 

VOLUME l 

REl)ll[ST FOR 
EHRA COPIES Of 

SPECIFIC RELEASES 
DIRECT OISTOIBUTION TO CENTRAL OFFICE 

AOORESSE(S ANO fl CLO OFF ICES 
RULK 

OISTIHf.lUTION 

r u i ro l'U 

I OAT[ fl Ll[O DAT [ RlC[ I ¥£0 

D,.ISION 01 CINIBAL SrRVICIS VSI ONLY HOUSING ANO liOME FINANCE AGENCY 
OFFltl!! or TR! AIMllllTIATOll 

MUMfHA 
Of COPIES 
A[QUEST ED 

REQUISITION FOR ADMINISTRATIVE RELEASES 
(Subollt In dupllc1te) 

H-tn 
(1-61) 
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t It lfO !'l l 

each 1 188 

UM IT OF 
ISSU[ QUAIHllY 

!TOI NO. 
(C•hlofl o r ro~•J 

It "111 not be neceu 

edjusteble f r 8 tor 3·hole, Per o • 

ROOM NO. 

433 

[J(T. 

-REQUISITION~ 
28-65 

"i£0Uls 1r·ION 0 AU 
l0-9-64 

temporar 1 ly out of requhlt Ion are ary to place 

BACJ< OAO£R HO. 

39-6.5 5190 
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7610 290·0453 

PURCHASE RECORD CARD 

each j . 
HHFA-OA 

I (I.In It I (Stoel( Nu111be~ 

~i' 

.... _ 

REC(IVEO - 

(10-~6) 
DicrtoNARY, abridged 

OUAIH !TY 

OESCR I PTI O": 

ORDERED 

tOT Al OATE UNIT 
PftlC£ 

];IL 
S.OURCf OUUTIT'r PRICE 

~~l.o.'!I 

I REQUtSTEO 

,.URCK&S( 01H Of' s.uPPl,- 

. - 

I l (IUUTtP ORDER IHI. 

-, 

OU t 

• 

- 
- 

0::1. • \.o.'t l ~ 

- 

J - 

J 
J 

j - 

J 
J 

j 
J 

J J 
I 

J - 
J l J 
l l 

4 -I 

. 
j 

I 

j 

J -I 

j - 

4~ 

. 
- 

J 
I 
J 

J 
J 

J --1 
I 

J I 
J - 

J - 
J 

J 
- 

I 
.J J I 
4 l 

l l 
J 

j .l l J 

·• J ' l 

o-t 

j 

PR"1'19·Wulll ... - 

j . A • 

' :. 

I 8. 
L c. 

;<: :<: +u::.:n:n:: H .:::::.:.:rnrnm::: /:•::::: : .•· :': . H TL. 

I 

Intema1 Operating Procedure 
Property and Supply Section 

Exhibit 7 

HHPA.;,..OA 
Divis.ion of General Services June 1965 



','.v.' . ., 

~SING ANO H().1E FINANCE AGENCY (~~~ O"FlCF.-· Of' Tiit AD•llfl8TU'tOR 

REQUISITION FOR GRAPHICS ANO REPRODUCTION SERVICES 
DUCR I PT I Oii (fltl•): LXJ .. !C. " ., ... RtQUE'HlMG ORG1\JtllAT 10#4 

~iv, of General Service• 
H•l81 State111Cnt of Compliance IHQUISHIOH NO. 

l"M-131-6.5 
Ml'OSES AllO llSES: LJ ClfU tf "°" flHlllU f'.ll!lfllUrt,,. 

OU[ OF RE0Uf51 

Octobl'!t 12. 1964 Stock OAh CO•f'tH IOH Jt[OlHIHO 
OctobeT 26, 1964 

PE,.SOM TO f.ONT ACT OUR ING 
PA'OOUC T 'Vt",. A. Smith 
01[HSll»f '.3467 

MUHIA\.S ATIAC11£0 W)Ul!ITli;r?'i"!.i HAfl . Ut> TttU: 
Copy of H• 181 bonald Fo a 1 

Property 6\i~~tl Officer 
D1¥18Ulll ., IUOQtT MID 

DESCRIPTION Of' GtAPKICS Oft VISUAL AIDS NEEDED MUllMUT 
Uft~OVED 

Sil£ 
Publ I cat f-on OU£ 
[xhiDit 
SI ioes •AllllllCI a•o VtSUIL AIDS 
Present at Ion 

J'PIWHO Chart - "41tp 
Pnoto9raphs 

OH( other p;p•~, "J 
o~ t t flflll[ r-l.t,([ 

Proofs Photo ess l qnment ---- --- (ln) (Uut) 

eeteesee by GrftphiC!':i P.l:.Je Proofs ---- ----- 
( '"' (OutJ for reproduction to 

(l>at•) ((Jrr•teiratt,,ftJ Final job <lei. 

DESCRIPTION OF PRIMTIKG AllD REPRODUCTION SERVICES REQUESTED 
METHOD 0' •Q. PAGES MO, OF BI MDI MG. 

PUNCH I NG STOCk IMPl!l#flHG REPllOOUCltO" OF COPY COP! rs 
il.!iSEMP!lE 

ll1u1l i l i th 1 20 nnc *f ltd" ~Uf'tlOfttflT Du"'" D••• Print inlJ 0" SU! 
Photostat ,..., ... r oio« 

OtifliO 
-'"ElT!I PF.R 1-tT o .... t e H'C•ft 

Photostat PH. White 
5 T ll'lf "" Forms Oes Ian P,\(',[ s ! ll ( iM. I o .... •• rl)OT Ocu1rp __ .!lfHT! 'O ... Ono •OLts 

vari tvnin.i 8 x 10\ o .... 
Other rrn o T1l(i""At>1) o .... LfFl n-« ___ sns H• ''tt Or1t1'H fHlt.£! .. 

OISTlllHTIOR tr 14ATUIAL 
IUM[ LOCAi ION so.or COPIES 

Distribution Center 1.536 "ll" Street, N.W,1 Washington. o.c All 

ADDITIOllAL IMSTRUCTIOU PRIMTlllG A1tO RPIOOIJCTIOll UAllat 
t.f'f'R011u1 

Pl@Me identify .. aeh pllckag" .,1th form numb.,r, 
Wrap 1,000 8h.,,,t~ p@r pac k11ge, 

mr r 

r1111.M·~D.e 
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HOUSING AND HOME FINANCE AGENCY OAH 

OP'Plt• or t1t1 •1tu•11ru.roa June 30, 1964 
OAGAHI UTIOIUl UNtl 

REPORT OF SURVEY H!IFA·OA • Diatribution Center 
lOCATIOtil ("11 41R.! .St•t•) 

WA•hl--•on D c 
n. fol I owl ng d1tcrlb1d proptrly 11 reported for 1urvty. I I II !l<J ,.,, [ J """ [] UUIOltlitl.l 

ll "t l'ROPERrt· 
!TUI 0 f • C '91 I, T J 0 N QUANTITY R[COROS 

~.HUl 

77 Fasteners, paper, 211 capacity 32 boxes B.32 
BR Folders, manila, letter size 14 boxes 13.58 
94 Index, telephone list finder 10 each 5.90 

14.S l'aper1 carbon, tlxll 53 boxes 27,56 
221 Ribbon, typewriter, med tum inked, black, Royal 34 each 7,82 
229 Shears, 911 21 pair 18.27 

--- TOTAL $ 81,4.S 
li.PU.11' (IRi;Ulol~T•"'Ct~ CA.U51t.U ·1HP(HITED 5TATU5 OF PROPUHY 

Upon completion of the annual physical inventory of expendable supplies as of 
June 30, 1964, the above listed quantities eo u l d not bf! located. 

l'recaulions were exercised in safeguarding items stored in the HHFA-OA Distribution 
Center. Strict attention was also given to the filling of supply requisitions 1 the 
handling, s t or aqe , 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) ••••••••• $ 165.90 
Total valuation of supplies issued during fiscal year 1964 ••••••••••••••• $10,307.15 

I certH~ t•.at tfl• Information glv"' abo-. I I true to tho but of •Y knowl edg• end bal I ef. 

51G;J_~f~R PJIOP(~TY I' Ill( General Supply Assistant 

(/ (Ovtr} 

H-21 
(H9) 
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Property a;nd Supply Section 

Exhibit 9 (front) 

HHFA-OA 
Division of General Services 
June 1965 



RECOMlll!NDATION OF ACCOUNT ABU: OFFICER 
AVA 1 l-1.1.'L[ -0 !O[MC( '"° T (ST 1tiDHY ~'¥£ f!Htt fXOllM[O ••O t r IS IHL!lHr- Pill proper at tent ion was given 
to the handling and s af e!\uard ing of all items in the Dietribut ion Center. It is noted 
that thp ehortftge I isted is lPSS th11n 17. of t o t a l euppliee issued during the paet 
f heal year. Such a short&!\f' is ama l I for an operation of this nature when Ill I norllllll 
•po ii age end breakagf> hnzerds 11re considered. 

-~--- 
IT IS IHCOMM[NO[O TIO.T pe r sonno I involved be relieved from r e s pon s t b t I 1ty llnd th11t the 
Property 11nd Supply Section ad j us t t t s re c or d s accordingly. 

-· 
!)Ill{ 

rn•~ ... - -t:l l. ~~1~ .. 11() 
l T r r l[ 8-24-64 Pr o re r t v and Suoo l v Offh·• 

REPORr loF SURVP'.Y BOARll 

rllrlQIMGS . .lttO Jt[COIUHlrilO&T IONS 

---- 
OH[ S !GlrU TU~ [ • CIO. HlllU.W 

------ 
O.t.Tf Sl(ilOTUJt[ 

o•H ~ Ir, M .1. T Ult [ 

DECISION OF RF:VIP'.WINO OFFlCl':R 

A PPJt0~£0 '0Jt 

{1• ff I~ l(ilUrt!Q(R,. ~,..~ ..... , l f 1 r t t s-zs-64 -· Director t>-----·-· D---·-L 

FISCAL OFFICER'S CERTIFICATE 

I ifllf'Pby c•rttt1 U•t U• 1111"' nt s ~·· tt•u·blll•d D for t j e p e epe r t j for wile-ti tbe f!Nploy•• i•• b••• tield th••ct•llr ··- •pnutbl•, ud ti•t ll'l'lltedht• •t••• •ill b8 t•i•• tttWard collectioa. 

DI e e r t t t j t~•t ti• ••ctll•f·J e1tr\~s b•~• b""•• m•d• to al!.)a•t. U•• .. - 
eo1atia1 r ee e e ee. 

~SIC.IOlURf 
------ Ifill( ·- 

[UT[ 

I 
PROPERTY OFFICER'S CERTIFICATE 

I cit rt t tr lfi11t t be aho•e decje~oa ... ··~ ee e r h~d Oot • •• tllAt ••• 1•c••••rr •atrhtfl ia•& bef'1 l'llii~ 
to •dJ llt t•e property t' .. C".Otd9, 

OH( S lGUTU•f l t lllf 

HHFA-OA 
Division of General Services 

June 1965 
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Exhibit 9 (back) 



rPl·-LK 10-10-0--1.000 p,-os--iuo 

(RECEIVING [MPLOYH) 
Property and Supply Officer TITLE 

l <'Prtify th1t. 111"' 1mpplil'!I Rnri/or rquipmf'nt rN'jUi!!lillonl'd 
11.t>nvr h1vn been ff)('flived 

REQUESTED BY· 

TITTAL OVERAGE 

40 each 
16 .. ach 

5 ench 
6 each 

1R pkg. 
8 each 

24 each 

Bind~r, canvas, J•ring, 2'' capacity 
Cusl1ion, cl1air, executive 
Dictionary, abridged 
Hach Lnc , s t ep Li nr; , s t and a rd 
Paper, bond , white, 3xl0l, 
J'erforator, 2-hole, non-adjustable 
Tray, desk, legal size 

7 
62 
65 

111 
154 
1R7 
274 

: QUANTITY DESCRIPTION UNIT AMOUNT rRICE 

,98 39.20 
1,95 31.20 
4,20 21.00 
1,25 7.50 

,90 16,20 
1.10 8,110 
l,75 42.00 

UNIT OF 
ISSUE 

IT[M NO. 

Div, of General Services - Pron, M<•mt, Branch 
B. U NO P. 0 DATE DIVISION ANO 13HANCH 

Clark 
ROOM NO. F'ILLED BY P. 0 NO. BUILDING 

POSTED BY APr~Of>HIATION 

FOR Sf;RVICES USB ONLl' ~ 
NAM! ·-·-rnventOYYACr]Li-St;"f.Ot-over-ager--~- -- 

oe r .Juno 30. 1964 I 

$165 ,90 

June 30, 1964 
o .. nee OF THE "OMltHStAAtnA 

REQUISITION NO, 

DATE 

REQUISITION 
FOR 

SUPPLIES AND EQUIPMENT 
HOUSING AND HOME FINANCE AG£NCV 

Internal Operating Procedure 
Property and Supply Section 
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····· 

ili!:l!:~1:1:1:::1rn1:1:1:1l1:1i11i:il][,jl:::l:lji:1l!mji111:11!ll~:1:l:1w:i::1:1:1l::1:1:1:irn1lm:::1:jlm:1l1:1rn1! 

,_ <-> Donald Foxhall 1 
Division of Generar-5ervices 

L Freight service 
X With your requisition no. I-81=65 

Parcel Post 
forwarded by: 
Balance of -~400~--- copies, if any will be 

of la!l!il/publication Home Improve~ent Pro~am 

~/Parcel Post to you __ .._100...._ __ copies 

•. 
.. Attn: Re..,ional Director of ~dnUni~t at;~~ 
.. New York New York 
J. 

Re..,ion I 

lllOUT'E TO: ROOM BUILDING NAME 

Regi~nal AdnUnistrator 

. TIAMSMITT AL SLIP 

11-28 
(s-s r) 

..... 
::::-:-::: 
:-:-:-:-:- 

:-:-:·:-:· 
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- I 
tlll>!o l'.!QQQ I Desk, flat 

R[WARK S 

DESCRIPTION: 

BAU.HCt. TOTAL VALU( 

' 
QUANT I TY VA.LUE OH tU.NO 

f' 

DA.TE fl:(HR£NCE OOCUM[MT 

IC.. 1 1..4 40. l...,('\ -~·· (blue enr.rl ~ ,,,, ~ I .n 'i.o. ·.1:L"' 
..,-'3.0-1..>.l .\l. 

.'\ a 
i< '-l.C:l· nu 

~o l.Q~-1.il!I_ .1hlu.e. e~~:~ ,.a LI 
'\-\"I- l.>.l 

_l ..\ .r J:l.L:> 
l i' I J. SJ.. nn. 

[St· .u ._i.._o.j IR u ~ ... .;.1>a.1 .. "' ( "l11A :rv) 
2. "'~.(:)() 

I -1.. .tl_:.bt.l l' - • ...LJ.. ~M 
£.I.... P.i... l·oA ·lo) .1 •aA ''" 

:? _QO 
9.- il ·t.'"1 

!>I I Q S"~.c.~ - 

0. ·;aq-J:la.·Lo.5' Ullu" ent rv 
P.~ '1 J)U. 

tg-h--~ 
~ o,'-1.5"'4·""·1.f .Lb.Lue entrv ~ '1..2..·J..R ·l • -J 

--r------ 

11-91 
CUD (3--59) PROPEi TY &ROUP CORTROL 

- 
'"''' I11cr•o111 in Bf•• 

I l••er Dur••u• iia /hJ 

····················n H ... 
••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 
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IllM 

- --~~---- 

. FINANCE AGENCY HOUSING AND H'!"!\ .. IMllTOATOR 
orrrc1 or T CARD MACHINE RECORD 
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--------------- 

·----------------------------------------------------------- 

MAilTUHC[ RECORO 

R<PllRS MAO[ 

HHFA-OA 
Division of General Services 

June 1965 

Internal Operating Procedure 
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2 with case 
i l No Bl30090 • portable, Ser a • Typewriter, 

roce lved! 
11 y resPons I b 1 e hu been 

1 am persona 

cRtl'TIOll coMl'l,ETE DES 

t for wh lch The foll ""Ing proper y 

RECE\PT FOR PROPERTY 
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DATE HOUSING AND HOME FINANCE AGENCY Seotember 29 1964 OPPICI or TBI AIUUUITIU.TOR 
ORGANIZATIONAL UHIT 

REPORT OF SURVEY lllll>A.QA 
lOCAT ION (Ci 11 ••• SI.,•) 

Waah<--'"-- n r. 
The following deacrlbed property I 1 reported for 1urv1y, It I 1 [] LOIT []mm ~ UllllVICUILE 

l lNE PROPERTY 
I HM DUCRlnlON QUANTITY RECORDS 

VALUE 

1. Chair, swivel, w/arma, 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 follows! one 
arm shattered, seat split, and three back slats split or broken. No persons involved 
were at fault, the fall being due chiefly to faulty flooring on the loading platform. 

I certify that the lnfo1'111atlon given above I a true to the bHt of •Y knowledge Md bel I ef, 
SIGNATURE Of PERSON RESPONSl8lf FOR PROPERTY I TITLE 

(ju..~ General Supply Assistant 

• Ou•r 

11-27 
(:H9) 
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HCOMMENDATION OP' ACCOUNTABLE OP'P'IC!R 
AVA I LA!lE ·EV !DENCE .I.WO TESTIMONY HO[ llEEl4 UAMINEO ANO IT IS IHIEVED THAT 
no emrloyee or o t ho r pr>r~0n J nvo I vo d wns nr.-r,l l)~0nt, dn.ningr heing t::'.A.1-ISed bv f au l ty 
lonrl1ng plA.tfnrm. The clrn i r hn• hePn e x arat ned and i• drtm.ip,ed A• stated. It hM 
heen furtllf"r· rleterminPd thnt thi• Ch A fr 1• now cnMrl<>te I y un~erviceahlP And heyond 
suc ce s sf u l r e pa i r , 

IT I! OICOU!NO!O TUT 

thf' p r opo r t y pP r s onno 1 nnd others involv1>rl hi"! r e l iri:vP:d f r om re•ponsihi 1 I t y , that 
this pt-o pe r-t y hP de~troyf'."'d in ac co t-d a-rce with pre•crihed TPg11lntinns, And th At 
this off ice be re11f'vP,d frnm Accnuntahility for R1::U'!lP • 

DATE 
!~= .. t\ 1' '\.Li~ I TIT LE 9-30-64 rronrrtv and Su no l v Off t ce r 

I REPORT OP' SURVEY BOARD 
'I NO I MIS ANO lt[COllNENOAT IONS 

This Survry flo~rrl hrt~ PXArrtinPd thP pr or-e r t y nnd o t he r PV i<lencP. 1 And hA.s que s t Loned 
1111 p= r s ons having k now l o dr-e of thr f nc t s , \}~ find t ha r this chAir WA~ broken AS 
~tnterl, thrnu~h no f au l t of Anv pe r s o n concern~d, and t h o t it i" uns e rv Ice ab le 
beyond ro ps t r , \fo n~commend de s t ru c t t on rr>r re nu l a r t ons , re I irf from re s r-ons i b Ll t t y 
And ac count ab t l t t v , f\nd Ari [u s t rre nt s :ircnrdin~ly of propPrty nnd ~cc1_111nt inr. rPcord~. 

OATE S IONATU•E .. CMA llUU.N -~ -~~ l0-9-fi4 Cf"org:f' l\roPn - l .. - 
DAT[ S IOUTU•E 

._)f, ~ (}, :.,«\ lP. ..Jl/Lti:. 10-9-64 W ii I Lam A. Whit" 
OAT[ S l!'JNATU•E '!::\ r'\ '>\}u .. .i- "'cl-. :)J >-' :i. ... ) 10-9-64 Harrv H. Green 

'.\ DECISION OP' R!Vl!lllNO OP'P'IC!R 
HP•OYED ,o. 
Act ion AS r-e comrre nde d by thP Survf'y Bo Ard nhovr. 

DATE S IGNATr~ l -~1~. D) IT ITLE Ii t re c t o r , 
10-14-64 u.,. ..... Oivlsion of General Services 

FISCAL OP'P'IC!R'S C!RTIP'ICAT! 

I bereby certltr Oat tll• 11m of I bu b••• bl lied D for Urie propertr tor •llicll tb• employee b•• been bold fhanclallr ee- 
1po11lble, aid t111at lnnedl•t• 1tep1 will be t•~•n toward colleetloa. 

D I cert Ur that tbl 11c111arr e1trl11 ll&YI been made to adju1t the IC"'" 
co111tla1 record 1. 

DATE S IGNA.TURE IT ITLE 

PROPERTY OP'P'IC!R'S C!RTIFICAT! 
I cert Ur t bat tlte abo•e decl1lon 11•• b••• earrlld oat aad tb•t tbl 1•c••••rr •ntrie• Iii••• been made 

to. adj 11et ·-· property record•· 
DATE SIGNATURE IT ITLE 

HHFA-OA 
Division of General Services 

June 1965 
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······••··-··········-···----··-·---··-----··--·-·---··--······----·-·-·---------·---··-··--- J'OtJHDS" (SlllOU WVGHT IH IOTM WOJtDS ANO f'IGIJRES) 
'SHOW ALSO CUllC MU.SUR[M[NTS FOR SHIJ>M[HTS VI" Alft, TJIUCf( OR W"TD CARR/EJt. '"' cases WHfJt[ REQUIR£0. 

CONllGN££'S ClltTtf'ICATE OF DELIYEllY-CONSIGNllE MUl'J NOT PAY ANY CHAllQEI ON Tllll lHIPM£NT 

I ctRTlrY THAT I HAVE THIS DAY - - "{i:\ltiilr-0(1.ivtiY)"-- RECEIV£D F'ROM ··-··- ---- ·-{!UN[_af_fftiN~f,\fiQff-OOMP.iHY)'-- ·-------- AT----·- ----···-j,\iT\i.llPOiNf'OifiiiViiiY)---------·----- 

THE PROPERTY DE51C1ll8[0 IN THIS BILL Of U.DJNG JN APf'ARDIT GOOD ORO[R AND CONDITION, UCEJ>T AS NOTED Oftl REVERS[ HEREOF, CARRIER nJftMISH[O 0 0£LIV£RY~ 0 TRAP CAR- 
S[RYICE AT DESTIN"TIOM. 

CP.ltTIFICATI. OP' IHUINO OFFICF.lt 
I CERTIFY THAT nus SHIPMENT IS Ml\DE PURSUANT TO THE TERMS OF CONTRACT 

OR PURCHASE ORDER NO.----------·--·----··-· DATED-------------------------·-····· 
OR OTHER AUTHORITY FOR SHIPMENT. F.O.B. POINT NAMED IN CONTRACT-----·--- 

j~~\J.• .... l.2f!.4-.6,5 .. C.k n-.6;5) ... ·-···· ········-···--- 
1ssu1NG OFFICF: . _H '.1 l ·~1.' ~. ~ - ~- !'. ·: ~'~ ~_ !_1_~ ~-~ ~-~ -~ ~.': ~-C: ~ _ 9_r_ ~! ~-~-~ ~. '. ~ ~ - ~-~ ~ ! ~-'~~~-~'.?_~ 

W;1"iiin13ton,~ ~J 1\1. -1'1~ 

~:;EATlU~~ ~F?~~U~NG OF~:~~: ~l~~\~d 5;;:~-it Offf~~r·· 
SIGNATURE Of' AGENT 

I INtTIAL CARRIER'S AG£NT. BY SIGNATURE BELOW, CHI. 
Tlf'IES HE RECEIVED THE ORIGINAL Bill OF lJ,04NG 

D YES (INDICATE BY Cc;"'co:'"""'----1 I P[R 

DATE Of RECUPT Of SHIPMENT 
COMPANY--+- 

NAME Of TRANSPORTATION 

SERVICE AT ORIGIN INITIALS OF SHIPPER'S AGENT-----·---·---·-- .. ·--·-- 

CARRIER FURNISHED 0 TRAP CAR- 0 PCCK UP- 

Approx. 
305 I bs , 

CHARGES_TO_lii-81LU6TO toEJ>ARTMrFoRBTiiliSii"Mi"N'"T:Bu~OlJ OR'Si~~·1CEAHD uiCAl'iON) 
HOU!'::\N('; ANO 1-1:."-IF FiN."l.NC:C A,(:;E:NCY c-e rrc e 01"' 71-1[ ,_OMlNl!'>TRATOR 

~~~~~~:~~;~~~,~---· .. ~~~-l!J_!_~&~-~-~J __ l?_.~---g !.·-···--·--·---·---- 
Housing and Home Finance Agency 
Office of the Administrator 

IF EXTRA SERVICES /\RE ORDERED SEE 
ADMINISTRATIVE DIRECTIONS NO. 2 ON REVERSE 

1r Tt-<IS SHIPMENT fUllY LOADS THE CAR OR TRUCK USED~ CH!:CK 0 YES 

(INS IDE DELIV'ORY RF.QUESTED) 

Gt ns l.'rinted Forms 6 

(U!;E CAJlllU[RS' CLASSlflCATION OR TARIFF DESCR1PTIO" 1r POS!;tlLE. 
OTHEll:WISE A CLEAR NOMTECHNtCAL Drsc.RIPTION) 

VIA (llQIJ'l'I SMIPM(lrH Olll T ..... SO ... ( IUISUH'nAL l1'tnRUT OI THl $0\l[ANM[Nr ts SCftWD Tt4£MIY) 

DfSTIMATl()M 

New York, New York 

rm•peclth•r•Lo. ~~E"f v-' E_D_B_v'i~E:-TR_A_N_S_P_ORTAT~ON- cc:o ..... -,-,A-N_V_N_A_M_E_· 0-,-.o·o·v·E-."' 
SUBJECT TO CONDITIONS NAMED ON THE HEVERSE HERf.:OF. 
TME PROPERTY H(REJNAFTER DESCRIBED, IN APF'ARtNT GOOD 
OROEA ANO CONDITION (CONT[NTS AND VALUE UNl(NOWN). 
TO BE FORWARO~O TO DESTINATION BY THE SAID COMPANY 
ANO CONNF.:CTING LINES. THERE TO BE DELIVERED IN LIKE 
GOOD ORDER ANO CONDITION TO SAID CONSIGNEE. 
Cci+SIGNH: (°NAiiTArir)-,;A,'iLiMG'Aoo10:5~··---- ·--------··------- 

Housing and llon.e Ef n ance A.r.ency 
Office of t bc Regional Administrator 
31+6 Broadvay 

THIS C.11 R OR TRUCk AT STOP 
Roadway Ex pre_ s s 

Stand:trd Perm No. 1103 
5 GAO aoon 
1tn:l-108-15 

TflANSPORTAifoN c6MPiNY- 

U.S. GOVERNMENT BILL OF LADING "'":-~- .. '. ~"~':'"'" "~~~·:,;;;:, =2~:~: ... _ 
-oiwro>o-f Fu_R"liS_HE~ ~~F<c_o FfUl\N1rH'iO FUl'cN1aHEOt ltRquloUon• pe1ndt thta - - - 

orl9lnal hill of ladln9 to hil 

:uo:::;::·::n:~n~:.;::.\!;~ ~~!~lttSINF_~A_:1~N~~O£_~~~:?A~-~-!"~~~~~~-'2,~L_Y.:_ 1~·12_:~ 
tolh•eon111ign Th••hlp· 
pi .... av•ncy 1u fund.ah 
•.,.clfta 1 .... tn11:1tton• •lth 

Tht nnn-db rll'l'lln•tlr n "'"'"""' """l•in .. •I I" !tt-etln" ~nt tl( F:Jt,.tutlv@ Ordn JO'.>Z!>, u 111,,.,.,.,J,.d, r"l•li " U. Pr'lllllll "" • 
ploym•flt <'>t tnrlunil) rl:'r .. u T'•·•-~1•n• -.·i\.h,.,,t "'l'.,•ii '"' ,,.,.,., tr•ed, rolur, nr n11tion1al <•ri(lin, •nd ti,. lmJ1l•n1t•ntln 
nm ••d r u1aUDll.J of Lb• p,..;.,1.nL'• Cmamlllft C111 F,qua..l EmpJuyiueQt Oppvrlunlt, •re iaeorpont iii 11.i!r-.ia. 

~T~.~ ... ~.~o~.~ .. ~~~ .. ~.~AA~T~.~.u=r~HO~.=,r'•~B~{~C/~ •• ~.,~,,~o~.~,O~L~.O~H~LY~)~~~ .... ~ 
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1--,-IG-.-.~-,u-.-,--0~--_,-._-,-LO-~Y-,-o-, _\f\. 6?. ---~---h---------,-0--.-,-\-.-~-C[-~-,-q-o \o __ "-\ _ 

RECEIPT FOR IDENTIFICATION CARD 
--------·------------ 

! acknowledge receipt of th~ ldentlficatlon card numbered as shown above and bearing my photograph 
and signature. I understand that the card shall be returned to the Issuing officer upon his request or 
upon the termfnat ion of my employment. 

SIGNATURE OF AUTHORIZING OFFICER 

"'"_,_A_~-~------1--tt'" 143<' 
TtTL[ OF AUTHORIZING OFFICE!? "("'f'-.J,, \ 

~-\oi.\ 
10' 

·------- ---------------------4 
ORD SERIH NUMBER our CARO ISSU£0 DATE ORO f.A.NCEl£0 

!-------------------- --·-·-------- 
APPROVAL OF ISSUANCE 

n tre c tor Invo s t Lgat o r 

~------------------------------ s IGNATURE OF fMPLOHE S 1GNATURE ;}_r RfQUEST ING OFF IC[R 

~~~S?~---,,,,~1~2-~---- 

To hP. n~f".d in r-onnec t t on with of f f c Ln l du t te s - 1~Arl. ie11Jnrly r e qu t r'ed 
for Lns po c rton of ce r t.e tn f Le l d tns t n I l ar tons • 

JUST If ICAT ION: 

DIVISION OR OFFICE OFFICl._L STATION 

DATE Of REQUEST PHOTOGIUPH JU.lllE Of EMPLOYEE 

REQUISITION FOR IDENTIFICATION CARO 

ll-S2 
(A-62) 

HOUSING AND HOME FINANCE AGENCY 
OPP'ICI or Tll 1DVIJIBTIUT81 
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. RESTRICTIONS 

- 
OPERATE 

QUALIFYING OFFICIAL 

,_ 
QUALIFIED TO ·I 

- I CAPACITY IPMENT 

Cassjd:y:- 

1- 

TYi'£ VEHICLE AND/OR EQU - ' - 

H' - 
- 

~a.sseoger - 1- 

- ·- - 
- 

·- 
CORDS (OPTIONAL.) - 

- 
OTHER RE 

- 
- 

- 
r-r- 

- 
- 

_J 
1963 0 6792:89 GPO: 

-::::->:;:; 

(back) 

(front) 
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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 LlL, 
Agency Space Report, and Standard Form 11 l A, Agency Space Summarization. 
The summarization is signed by the Director; Pro.perty Management Branch. 
(See Exhibits 2 and 3. ) 

d , The Space and Maintenance Section prepares and maintains space and 
equipment diagrams, layouts, and allotment records of Central Office and 
HHFA Regional Office space. The diagrams and layouts' show the exact 
square footage and Io'cat ion of space occupied by significant o rg antz at iona'l 
entity. The allotment records show the number of personnel in the space 
and the space use (files, storage, office or conference). 

c , Requests from operating officials for more space or relocation of off'i c e s 
are inveattgated., Total space available, . space needs for special require­ 
ments, proposed increases or decreases in staff, and present space use are· 
determining factors for rec~mmendations made or action' taken. 

b , Space made available by the Public Buildings Service is surveyed for 
adequacy of light, ve.ntilation, location, usability, and general condition to 
determine if it is acceptable for the purpose intended.. The survey should 
d evel.op information for negotiations with PBS on any needed a.lte.rattons and 
renovations .• 

·.a. Space for the Central Office and HHF A Reg iona.Land Field Ogi~e.s within 
the, con,tinental limits of the United States is acquired through the Publ ic I:\uild­ 
ings Service of the. General Services Administration. Re qu i r-errie nt s 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 L) 

2. SPACE 

l. THE SPACE AN.I;) .MAINTENANCE SECTION is. primarily responsible for 
the plann:ing, acquisition, allocation, and utilization of space. This jnvo.lve s 
planning all pha s e s oLspace management and keeping records of space 
occupied by and a ss igned to the Central .Offi c e and HHF A Regional and Field 
Offices; coordinating Central Offi~e· moves; initiating wo r k orders fo.r b,µild­ 
ing maintenance; making periodic inspections of buildings occupied by HHFA 
employees; servicing machine equipment repair calls; issuing building passes; 
and arranging for issuance of official parking permits. 

Inte.+nalQperatingP+ocedµr.e .> 

Space and. Maintenance Se ct ion 

HHFA-'OA 
Division of General Services 
April 1961 



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

4. TELEPHONE SERVICE 

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

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

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

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

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 e 
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: 

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.; 

3. MOVES 

f. Space in the United States possessions or territories is acquired under 
standard leasing pr-ocedure s , 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 executton by 
the Director, Property Management Bran.ch.·· 

HHFA-OA 
Division of General Services 

April 1961 
Internal Operating Procedure 
Space and Maintenance Section 
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( 1) General information on long distahce calls, an explanation of 
symbols used in the directory, and building abbreviations. 

b , A telephone dtrecto r'y listing all Central Office employees is p r epa r ed 
pe r iod ica.Ily , When numerous changes have occurred, a new directory is 
issued. The directory includes: 

a. Administrative Officers in the Ceht.ral Office report new empkoye e s 'in 
their Divisions on Form H-94, Telephone Directory Control Card, to the 
Space and Ma intenan ce Section. (See Exhibit 5.) This Section keeps a via ibl.e 
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 Standa'rd 
Form 146, Changes in Telephone Listings. (See Exhibit 6.) 

5. TELEPHONE DIRECTORY 

c. A memorandum agreement between the Office of the Administrator and 
the Federal Housing Administration was entered into on August 11, 1·955, 
covering telephone ·service. To obtain a 'change in telephone s e rvtce , 
Standard Form 145, Order for Telephone Service, is prepared in original 
and seven copies. (See Exhibit 4.) The original and six copies ar e sent 
to the Telephone Section of the Federal Housing Administratfo~ in accordance 
with the terms of the memorandum agreement. One copy is kept in the Space 
and Maintenance Section. Space layouts ind icat ing telephone service changes 
are prepared for the telephone company covering requests for new qr expanded 
facilities or the relocation of existing facilities, ·as required. · 

' . 

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, -Prope,:tyy'M~na;gern.ent~ 
Branch, for approval prior to preparation of the telephone order. 

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

Internal Operating Procedure 
Space and Maintenance Section 

HHFA-OA 
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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 

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 Adrntntst r actve 
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. 

(5) A governmental interdepartmental dial code listing, 

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

(3) A classified index indicating each organization unit, the person in 
charge, and the location and extension. Normally, the classified index e 
will include Branch Heads and above. A draft of the p ropo s ed classified 
index is routed for clearance by the Division of Personnel, the Division 
of Budget and Management, and the Director, Division of General 
Services. 

The names of sections, branches and services will not be included. 

Smith John P ADMIN .•••••••• 3025 ..•......•.•..•.•.... 103N 

A sample listing of the alphabetical directory listing of employees 
is as follows! · 

(d) Room number and building. 

(c) Telephone number. 

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

(a) Name (surname first). 

(2) An alphabetical listing of all employees indicating: 

HHFA.;.OA 
Division of General Services 

Aprill 961 
Internal Operating Procedure 
Space and Maintenance Section 
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(1) Job Order number (numbered consecutively, beginning with 1 for 

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: 

8. JOB ORDERS 

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. 

c , Requests for the repair of office machines are referred by tel~phone 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. 

b , When furniture r epa i r.s 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. 

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 or repair. Minor repairs 
may be made by an employee of the Space and Maintenance Section. 

7. FURNITURE AND EQUIPMENT MAINTENANCE 

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.) 

Internal Operating Proc.edure 
Space and Maintenance Section 

HHFA-OA 
Division of General Services 
April 1961 
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9. MACHINE RECORD CARD. Form H-2, Machine Record Ca rd, 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 qufck method of 
determining whether repair or replacement is justified. 

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. 

nance Section. 

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 estimate of the 
cost of the job based on previous similar jobs should be made. e 
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 keep' 
the last two copies and returns the original and four to the Space and Ma int ev 

(7) Remarks as required. 

(6) Date work completed. 

(5) Estimated cost. 

(4) Account chargeable. 

(3) Brief description of work to be done. 

(2) :Pate job .order prepared. 

the first job order of each fiscal year). 

HHFA-OA 
Division of General Services 

April 1961 
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a. Inspe ct'ions , In the course of regular work of space surveys and office 
moves, alignment and placement of office furniture are considered in relation 

12. SAFETY PRECAUTIONS 

b , Permits expire June 30 of each year and justification must be resub .. 
mitted for renewal. When an application is denied, the Administrative 
Officer of the Division concernecl is notified by memorandum. 

a. Requeats for D'is t r.ict of Columbia official parking permits s hould he 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 
De par-tment 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. 

11. DISTRICT OF COLUMBIA OFFICIAL PARKING PERMITS 

' b, New passes are issued to all Central Office personnel once e ac.h calendar 
year and old passes are recalled and destroyed. Passes generally shall be 
valid from January l through December 31 of each year. 

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 D'i recto r , 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 ii; a l s o 
maintained. Requests for passes to replace those lost, stolen or destroyed 
shall be by memorandum signed by the Administrative Officer of the Div.is ion 
concerned. · 

10. BUILDING PASSES 

Internal Opera~i:Q.g .~;ocedure 
Space and Maintenance Se ct ion 

HHFA-OA 
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13. CONFER!tNCE ROOMS. All requests for the use of conference facilities 
shall be made through the Space and Maintenance· Section. A daily and e 
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 Procurernei:it 
Section to secure paid space. 

b , Use of Electrical Appliances •. A request in writing must be made to the 
General Services Adrninistrati.Qn for the installation and use of electrical 
appl iance s, such as hot plates and .;offee make.r s , The 1".equest must describe 
the appliance and its intended use and be approved by the Director, Property 
Management Branch. The GSA building marrager 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 reC!luirements of GSA Regulations. ' 

to safety of personnel and property, and other safety aspects of space 
ma.n;a.g.ement are observed. Dangerous situations are reported promptly 
by c(l~ling the General S~rvices 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. 

HHFA-OA 
Division of General Services 
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0 NO GOVERNMOH ·CONTROLLED SPACE IS AVAILABLE. GSA IS PROCEt::D­ 
ING ro ACQUIRE SPACE RCQUESlEO. 

Cl NO GOVERNMENT-CONTROLLED SPACE AVAILABLE. AGENCY MAY PROCEED 
IX.) WllH ACQUISITION UNDER ITS ACQUISITION Al!fHORITY. 

0 SPACE OFFERED .. F'OR REVIEW (Sff attached •t•l•m11nf or report) 

------ --------------~-------------------· ------------ 
11. I certi£y thAt the space requested nbove is necesi;aty for the proper £unctioning 0£ the Agency named 
NAM[OfAuTHOR.iZro R(QUESTltiG.OFFi(iAL ("TYP~di----··-··-· ·-·--------- ....... · ·- ·slGNATURi .. Of .. AUTHO'RliEO-·REQUESTINGOFFICiM.----------·- 

W. s. Rogers c: ~ ~!rector U). ~ 
Division of General Services • 

The 4,!iOO square feet may be provided in two blocks of 2,700 and 11800 
square feet. 

--------------···"-····------·-·-· .. ··------~----·--- ---------- 16. REMARKS (Co1tfinue f:'ft Hl'll!lrN ii 1teeeH11fY) 

B. Nonofficr EmpJoycc1 . , , 
---- Total ~_l_l __ ~eloyee•. .: __ : __ c_c c _/+Q ,__-'--1 
lol. FAC1UT1ES NEED£0 At.ID SPECIAL REQUIREMENTS (Fu .. niah detailed ··,5:-·JUSTIFlCAT'iON-FOR .. SPAC[R[QU[sT[()(C;;;f-~-;;~-;;-;;;;ue il---- 

;n1oun11tion: ottar.h 11dd;t1on11I 8heet ii nec-eH1uy) neceH1n1) Ueual electric; hot.and cold running water, Necea•BrJ' !or additional personnel for new 
cooled drinking water; window waehing mont tunctiona.of l'Ublic Facilities Loans, 
janitorial service, toilet facilities; wind )rd Advance Planning and College Houeing 
shades and/or venetian blinds, re-decorating Loans and_ expansion of six other programs 
at 18-month intervals; freight and passenger already in existence. 
elevator servic.eJ directory service in lobby. 

C. Storace or Warehouse 

10 --10- 
. 20 D. Other (E•pl•in In Remarks) 
. --- ----- _'.!!!ta.\ , __ _,_, _ _, _ _,_-'-'-··'-'--'·~-~-'- ·----~ •. i<JQ _ 

· B. Land required (Stat" in aquarft fe9t or •eres) ' 

A. Office A. Office Employees: 
Group I: GS-1-GS-6. 
Group 2; GS-7-GS-11 
Group 3; OS-12 end above 

Total in Office Space . 

------j-----·----------- 
--~-SQ() _ 

--------------------!--- ------- 
SPACE DETAILS u EMPLOYE~ TO OCCUPY sPACE NUMBER. ~.~~A~r: 13, SQUARE FEET 

B. Fiie•. 

IX) YES 0 NO -J 
9. TYPE OF REQUEST (Cheak one) _ 
.., n 0 surPtcMENTARY ~rli.J RU4EW4L AG~~ 

IO. TERM Of' OCCUPNIC_Y 1l1 T't'PE 0r SPACEo[SIR[i) _ 

FROM --~!ate . ,,/:ll Iii ...... L PURl'QSE • 

TO: ~ INDl"flfOTE 0 Sl'tCIAL PURf'OSt 

O_ .•• Ou•o 
·--------- 

I. il\RE FUNDS AVAILABLE FOR RiiMeUAS£MENTfOff" 
RENT ANO/OR SERVfCES1 

Office ot the ·Adminietrator 

3. RF:QUESTING DEPARTMENT OR AGENCY 

___ l!C1111l:l..1!g_llll~ H~ll __ P'~AllJ!\lll __ ~g49!)t:)l _ 
4. AOORE5S Of. REQUESTING -DEPARTMENT OR AGENCY 

-S-u-b1-n-it_tl_ll1_fo_r_m-in-t-ri_p_lic_a_t_e _t_o_t_h_e_o_ffi~c-e-of_G_e_n_er_a_l _S_e_rv_l_«_•--l _J.~-?~ !_§1;J"elJ1;' lf!._ _lt!!_ __ ------ - ------­ 
Admini1trntion hRvin& Jurltdictlop over the area In which the 5. SPACE REQUESTED AT (Giu city •nd Sl•te) 

_re_q_u_eo_,t-ed_•P_•_<_•.,,••,.,....lo_c..,•t..,•_d_. -,,,--,-.,..-.,..--~,...c--------11----~~~~~-·~''··J!!_~.!-·-----~-----·----- 
__._ _2_~!_~~--'!P..E!~c:_~.~/e ~~'.!--~-~!~_!!._______ 6. SPACE TO BE OCCUPIEQ BY (Bur•au, divl•ian, brandt, etC'.) 

o 'Fc'tP ::~.tE:c~~r~l 1.'rcb~g't.f~r~u~ ~~·~s~1.~E~ur~~~f~: 
iJ IF c't-0 :g~i~'h';~N~(,C~~~a-6~1fH"~~Jt~s~~lij~~j: ~~gu~niG ~~~~ ....,.,,-----------------""-'------------------ 
7· w' Mr. John J. Jones 

Chief, Acquisition and Disposal Division 
Public 9.dldings Service 
General Services Administration 
Washington 25, D. c. 

I. DATE OF REQUEST 

__ ~re~_}• 19~ 
STANDARD FORM 81 

; ltD'fS(D JUN( ttSf 
PRUCFU8tO 1Y 
G(N[RAl $ERVICES AOMINISTRATlcm 
GSA lllf.G. 
t-lMll.11 

2. AG[NCY REQUEST NUMBER 

HHFA-OA-1 

REQUEST FOR SPACE 
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.,,. ___ ,,, 
DfPAHMINf OI AOINCY .... , U•l tonlOff 

PlllCllHD tv 
OINIUI llllYICU ADMINll'MHOM Housing and Home Finance Agency UM PIOPttfY MAHAOIMIMI' 
UOUf.AHOM NO. I 

IUltl!AU 

AGENCY SPACE REPORT Office of the Adml.nietrator (hr District of Columhlo od Adja11nl Areas) 
OAJf OP lfPOlt 

..Otl1 ' ... ,.., ....... '°' lfllffucffoftl. April 1, 1961 1 l•ptaln devletiOft ''°"',,.,,.,report. 

PREVIOUS REPORT fOR PRESENT REPORT fOR 
MMDINO Coot I - 2nd otr ~ ~d.otr lll!MAllKS' NO. - Partoftql Ar•o Peno"MI "'•a 

(II t2I (31 ,,, 151 (61 171 

01'111A11d7 Ihllding 1 26,985 230 27,380 234 Code 10 apaee consist 
2A 2,520 14 1,989 12 of 111!1.ilroom, publlca- 
4A 432 2 450 2 tion room, corridors, 
60 658 700 toilets and closets. 
10 2,574 25 2,900 2B 

Total :n,169 271 33,419 276 
afa7ette Blilding l 24,BB6 237 24,886 237 Code 10 spaoe consist 

2A 235 2 235 2 of toilets, closets 
6C 1,800 1,800 mailroom. 
10 1,889 2 1,ee9 2 

Total 28,BlO 241 2e,e10 241 

GRAND TOTAL 61,979 512 62,229 517 
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GSA WASH DC 59-87211 

Tm.E Director 
Property Management Branch 

llt:l'ARTMENT <lll ACENCY Housing & Home Finance Agency 
Office of the Administrator 

space due to Agency 
reassignment of apace. 

ClODE TYPE Alll4 - ..no... -- 
I. OFnCE 52,266 471 110.97 
l. nLES 2,221+ 11+ 

- .. Actho J_ 2!221+ 2 ( 11+ I 

.. lnacti" I 2 l 2 
t. STORAGE Change in 

survey and 
4. SPECIAL EQUIPMENT - Ii:~ 2 _ .. _ ~ ...... I !J,~O l I 2 2 

.. ....... "'"' ( ) ! ! 
,, CONCWIONS 

~ SPECIAL AREAS 2 soo 
.. 1Jhrul11 I ! ! 2 
.. Eaht'lill~ l ! I ! 

.. M11lln1~ I 2,5QQ 2 I 2 

.. Audilorhuu I ! ! ! 

7. BUILDING MAINTENANCE 

.. GARACES 

-·-·- ASSICNEO VACANT SPACE 11111111111 

IO.• ALL OTHER SPACE 4,789 30 
• RCI" IJlll! UNIJl!.11 MMAllXJ. O'iltMIL aq. "· PU- 

ITEMS 1-10 INCLUSIVE 62,229 517 120.37 

1Mre I• tranwitted herewith •ee utUizatla11 data for thlt .\slllCJ'. 
The table Immediately below I• a NlllllWlutlon, for the ehtlre A.-,, fl the lnforlllttlon on the attached Standard Form No. I 11. 

Tot GENERAL SERVICES ADMINISTRATION, PUBLIC BUILDINGS SERVICE, REGION 3, WASHINGTON 25, O, C, 

3rd Quarter FY 1961 
AGENCY SPACE SUMMARIZATION 

(FOR DISmcT OF COi.UM.iA AND ADJAC!HT AalAS) 
---lllCI April 1, 1961 

STANOA•D F0"'1 NO, 111,11 
APRIL IUI f.DITION 
PllCSCRf8ED BV 
GEN£MAL SERVICES M>MtN•STRATfON 
REAL PROPERTY MANAGEMENT 
REGULATION NO. 9 

·:·:·:·:·;·:·:·:· 
::::::::::::::::: 
:·:·:·:·:~:·:·:·: ,·:::.·.·::. 
·:·:·:·:·:·:·:·:· 
::::::::::::::::: 
:::::;:;:;::::::: 
:·:·:·:·:·:·:·:·: 
:~:~:f ~:~:~:~; . .. 
:·:·:·:·:·:·:·:·: 

tttt 
·:·:·:·:·:·:·:·:· 
:·:.:·:·:·:·:·:·: 

.:::::::::::::::::· 

~:~:~:f ~:~:~:~:· 
-:·:·:·:·:·:·:·:·: 
:::::::::::::::::: 
:::::::::::::::::: 

!!~11! 
:·:·:·:·:·:·:·:·:· 
·:·:·:·:·:·:·:·:·: .................. 

mrrr 
:::::1::1::::1:1[[ 

lilt 
:IIIIi 

~-~-111111 
Jttt1r 111mmrnmtttt1111111tr ttnr r:::: 1111Jttttr1111111r tttr::r111111tn t 11t1ntr1111 
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6123 
B. EXT ION NO B. H. Howard 876 Lat 

• IHSTA M llO . .. SC 

OvES ~No 

t. 15 FURNITURE MOVtHG 
FORC£ TO 8£ USU» 

1, JlfMAJIKt 

(Br 

Ne 

• CONNl!CT DllCONtlSeT 
NAiN 15 ASSOCIAUD EOUIPMENT MAIN 18 ~IAT{O tOUIPMENT 

llUILDING AND EXTENSION llUILOINO AND EXTENSION """"' HO. "°· "" """"' ROOM HO. NO. llO. '""' AOOM NO. 
MAIN r)l:TS. titAIH IXTS. 

LllfBTette Lafayette 
34S6 l 2 JP J457 1171 J456 l 2 JP J457 117J 

2 H Com11 2 H Comtl 
1 lJJ 1 lJJ 1 Comtl 1 Comtl 

'· w 
654J 0 USS 
own) 

General Services Administration Housing and Home Finance Agency 
Office of the Administrator 

''IO 
ORDU: NO, 

3-1-60 25-0A-60 
ORDER FOR 

TELEPHONE SERVICE 
00 IOT Ill TMll IHCI l DATI I, OIU)H NO. STANOARD FDRM 145 

APRIL f'5) t&tOI 
GENERAL Sl:RYICES ADMINISTRATION 
REGULATION Z-lx-1113.00 

Urban ReneWAl Administration 
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HHF4-0A TELEPHONE DIRECTORY CONTROL CARD H-9• (7-59) 

llJCKLEY DORIS K. HHFA-OA 
Surnaae Given Naae Illitid AgHf1 

ORGANIZATIONAL DESIGNATION (DIVISION BRANCH OR SECTION AHO Tl TLEl 
.\rlm-tn-f-.&.-.;;,.&.-Cn"~ lf'i---- - (!1 ,_ -· - 1nhA ... - - 

' 

ROOM AND BLDG. TELEPHONE NO. DATE AND ACTION 

1342-Lafavette 'iL.7S 2-7-60 

lrnm11i 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ~ . ........................................................................ ;••········ ............................................................................... .............................................................................. :::-:::::::::::::::::::::::::::;::::::::::::::::::::::::::::::::::::!::-::::::::· 
; ~ ~ ~-~ ~ ~~~~~;if~~~~~;~;~~~~~~~~;;~;~~~;~~ i ~ ~; ~ ~ ~ ~;;;~~~-~;I~~~~~~ ;1 ~; ~ r; ~ ~ ~ ~ ~ fi; 
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•When lndMdulll name la listed use last name, ftrst name, •nd tnlddle lnlt191. 
••H • 1toup of aumben ID rotarr 11ln•nlved,1111 only the lint number ot tbe l"OUP· 

March 1, 1960 
Tl:Ul'HOHE NO . Ex. 3-1+160 .... 

TITL.< 
Director, Property Management Branch 

UMARKS 

Btand&l'll Pw• ue ....... w DO NOT USE THIS SPACE 4prill161 
0SNl&aL BHTJCQ AD•IN•HAllOIC APl'RDPRIAn: ACTION BY- INITIA~ DATE Re,ult.Uoa 1-lX-D.QJ 

CHANGES IN TELEPHONE LISTINGS 

5:!.~1!~~,ir-=·~h~~ •. u.;,: =thin~~~ ~~h''o~°!.mat!:;= 
IW tchboard., Mbmlt ort1lnal only to the •~DPf~te Re1kmal Public Bulldin1• Cvlee ~ 
eent•tlve. For other- u1e~mit In. Keardance with •1ener. procedure. Attach to It• 
l'~m. 10, Order (or Ter. lcnfee, when ehtn1e1 re1ult tom ... ,.a ardered ee t"411 (urm 
ot fwnleh M"Pflr•tely when eh•nsn In li1tlu11 oa1.r·"" r~ulred. 

AGENCY AND LOCATION EWo'.IW" ACTION LISTING• DIVISION 
(l•lflaf•) -M IUILDlNG 

DROP Adame. Ann B. Comnliance 251 NADA - 2000 K St. NW ?IJ.J. 

ADD 

DROP Bnan. John c. Admin. 230 Normandy 5321. 
ADD Ad.min. 351 Normandy 1+683 
DROP Charlee, Joseph L. OPP 643 Nonnand.7 3875 
ADD 

DROP 

ADO 

DROP 

ADD 

DROP 
. 

ADD 

DROP 

ADO 

OROP 

ADD 

DROP 

ADD 

' DROP 

ADO 
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---~---· - --SHOP COPY (pink) 
2. GSA. . 

-··--· I i, GSA COPY (white) 
GSA FORM 1154-JANUAlY 1959 <'•""'• oa1 ,.,. rm 

(lrumudOftl I• ,,,,_.u.. .. rrm11 ol I',,. rm) ' 

(.(~-\ 1·.-\ [ c: I c.,' 1·.1 .. \V./ ~.) A r l[1 r \... .. r 1. . . I 

For the removal ot tour eleotrioal outlets in room 1020 

NormandT Ml-v .. v l Q~D [' o [V-1. A.i . Jll J\ 

ONO 
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(b) Travel expenses of new appointees, 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 

(a) Official travel necessary in connection with Regional activities 
by employees (except himself) under or detailed to his adminis­ 
trative jurisdiction; 

(1) Under current authorization, each HHFA Regional Administrator 
may authorize or approve except on an actual subsistence expense basis: 

c. HHFA Regional Office Authority 

b. Central Office Authority. Under current authorization, division heads 
and their designees may recommend requests for travel. 'l'he Assistant 
Administrator, Office of Administration; the Director, Division of General 
Services; the Director, Property Management 1Branch; and the Executive 
Officer, Division of General Services 1 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 • 

/ --....__ 

a. Requests for travel at Government expense are made on Form H...:2 5, 
Travel Order .... Request and Authorization. (see Exhibit 1 . ) This form ls 
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. 

2. REQUEST AND AUTHORIZATION 

1. THE TRAVEL SECTION, guided by the Standardized Government Travel Regu­ 
lations, Comptroller General's Decisions, Executive Orders, and admtnts - 
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. 

Internal Operating Procedure 
Travel Section 

HHFA-OA 
Division of General Services 
January 1965 
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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 is 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 . 

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). 

l 

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. 

3. KINDS OF TRAVEL 

(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.) 

(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. 

(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.) 

HHFA-OA 
Division of General Services e 

January 1965 · ... · 
Internal Operating Procedure 
Travel Section 
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(c) Amendment - same as special or general except suffixed by 
small Jetter, a, b, c, d , et cetera. 

(b) General ... same as special except prefixed by zero. 

(a) Special - consecutive numbers starting with number 1 for 
each fiscal year. 

(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: 

(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 S 0, 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. 

a. Numbering the Travel Order 

4. ISSUANCE OF AUTHORIZATION 

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-2 5, 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 1 Division of General Services. The 
Travel Section is responsible for advising the traveler of the conditions 
governing his transfer, in accordance with applicable provisicmsi, such 
as Public Law 600, 79th Congress, as amended, and Bureauqf!h.e 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 
(Traveler1s Copy) of the order shall be turned over to the Procurement 
Section for transmittal to the traveler with instructions r.elati:ng to prepara­ 
tions for shipment. 

Internal Operating Procedure 
Travel Section 

HHFA-OA 
Division of General ·Services 
January 1965 



4 

(a) Regularly scheduled flights between authorized origin and A 
destination points provide only first-class accommodations. W 

(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: 

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: 

{b} Date the Traveler's Copy was sent to him. 

(a) Room number or other address of the person to whom the 
Traveler's Copy (original signed copy) was sent. 

(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: 

(c) Date of entry. 

(b) Name of traveler. 

(a) Travel order number. 

(1) The Travel Section keeps a record of all travel orders issued by type 
(special, general, or amendment) showing: 

h , Log Book Record of the Travel Order 

(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. 

HHFA-OA 
Division of General Se. rvices •... 

January 1965 
Internal Operating Procedure 
Travel Section 
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(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 1 as amended, 
and Department of State Regulations (Government Civilians, Foreign 
Areas). 

{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. 

(a) Normally, except in instances of recurrent travel (see 
Volume V, Manual Series, 4-4L 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 exceed $12 a day. 

(2) Per Diem Allowance 

The use of special 'convevance.mav.aleo be authorized under certain 
circumstances. Ordinarily, however; .the 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. 

(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 prov-tl'.ie adequate standards of sanitation, health or 
comfort. 

(o) An authorizing officer authorizes or approves the use of 
first-class accommodations as necessary for the conduct 

.of the mission or forreasons of the traveler's health. 

(b) Space is not available in Ieaa-then-nrsr-ctass accom­ 
modations in time to carry out the purpose of the travel. 

Internal Operating Procedure 
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(1) Travel order number. 

(2) Date of the travel order. 

(3) The rate of per diem . 

(4) Mileage rate, if applicable. 

(5) Appropriation symbol . • (6) Mode of travel authorized. 

6 

d , Completing and Distributing the Travel Order. To complete the travel 
order, the Travel Section fills in the following information: 

(3) 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, 
Hawaii, 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. • 

(4) 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. 

(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. 

(d) For travel wholly within a calendar day, no per diem will be 
allowed when departure is after 7 :3 0 a. m , and return is before 
7:00 p.m. 

HHFA-OA 
Division of General Services. 

January 1965 
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d. Ticket Service. To the extent that fad.littes will permit, the Travel 
Section shall cooperate in arranging for. the piekup and d.eliverY of tickets 
to the traveler. 

c. Advisory Service. The Travel Section renders technical and general 
advisory service to improve the traveler's understanding of $tat1dca.rc:lized 
Government Travel Regulations and HEPA policies and procedures and compli­ 
ance with them . 

b , Contacts . The Travel Section establishes and maintains good working 
relationships with travel representatives of common carriers to as sure 
that reservations may be 'obtained promptly tn emergencies and to obtern 
adequate attention to requests for official travel. 

6. ITINERARIES AND RESERVATIONS.. The Travel SecUon assists in planning 
and scheduling. itineraries, if requested, to find the most practicable and 
economlcai routing. Reservation service is also provided for travelers. 
Requests for reservation service may he written or verbal. 

a •.. Planning Itineraries . . The Travel Section plans itineraries of any 
nature through the use of the Official Railway Guide# the Official A.trltpe 
Guide, and through knowledge of the geographicaJ location of variQus 
cities and the mode of travel into each location. 

5. CANCELLATIONS. 'J.'he Travel Secti.on is responsible tor 1nitJattnw ni.emo­ 
randum requests to the Division of Finance and Aecounts to liq'l:liclate funds 
obligated for travel authorized under special or general ~uthoriz(ltions 
which are cancelled. . The memorandum request tnay be b(lseq 011 wtitten or 
verbal notification to the Travel Section by the requesting offic1.al. 

When the travel order has been completed, including . signature by. the author ... 
izing official, the Accounts Gopy and Audit Copy of the order are sent to 
the Division of Finance and Accounts . The Travel Section keeps. the Issuing 
Office Copy for itsfile and sends the odgl.nal (Traveler'$ OopyJ to:the 
traveler. Final action by the Tra.velSectioJt is the clearance of th¢ c>tder 
in the log book record and filing of the !ssu.tng Office Copy in a £older 
labeled with the traveler's name. These folclers are filed alphabeticaUy. 

(8) Title of the authorizing officer. 

(7) Estimatedcost of travel expenses .. including. special provisions for 
travel of dependents and shipznent'of household goocls and personal 
effects, when applicable. 
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8. ISSUANCE OF TRANSPORTATION REQUESTS. Travelers are held strictly account­ 
able for all transportation requests issued to them. 

k , Checked by. To be initialed by the person responsible for c~ecJdng the 
tickets to be delivered to the traveler. 

J. Remarks. This column is reserved for special instructions, reference 
notations, or remarks for the record or to the traveler. 

i. T/L. Enter in this column the time limit for securing the tickets. 

h , Carrier. Abbreviation of the carrier for each portion of the itinerary and 
the telephone number of the originating carrier. 

g. Air or Rail. Train or flight number; pullman car number end pullman 
accommodation (using the following initials: L-Lowerherth; U .... Upper 
berth; s .... seat; ORM-Duplex roomette; RM-Roomette: BR-Bedroom; CP-.Gomp&rt­ 
ment; DR-Drawing room}. To distinguish between the typ.e of accommodations 
requested and those obtained, the original symbol shall be deleted bY a 
diagonal line and the new symbol entered thereunder. 

• f. Date, Departure and Arrival. Complete itinerary, including the date, 
city, and time of departure; and city and time of arrival. 

e. Service. Office, Di vision, or Branch where the traveler is employed. 

d. Date and Time. Date and time the Travel $.e.ction received the request . 

c-, Requested by, Room and Phone. Name of person making the request with 
his office room number and office telephone number. 

b. Room and Phone. Traveler's room number and telephone number. (Also 
traveler's home telephone number if air reservations are recuested.J 

a • Traveler. Name of traveler or travelers. 

7. INSTRUCTIONS FOR PREPARING FORM H-59, TRAVEL RF.sERVATION 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 : · 

HHFA•OA · 
Division of General S.ervices ·• 

January 1965 
Internal Operating Procedure 
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If mixed classes of transportation or accommodations are required, 
indicate the word "mixed 11 and clearly identify the spectftc accom­ 
modations required. 

Coach, specg11, or charter. Bus: 

First, 'second, cabin, or tourist. Steamship: 

Jet first, first prop, jet coach, prop .tcurrst , 
or thrift. 

Air travel: 

First, second, or coach. Rall travel: 

(4) Enter the officially identified name of the class of service 
desired, as follows: 

(3) Enter the name of the carrier which is to honor the request. If 
transportation involves more than one carrier line, enterthe 
name of the initiating carrier only. 

(2) This space must show "Housing and Home Pinance}\gency, 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. 

(1) Enter the date on which the request is exchanged for a ticket. 

9. GUIDE FOR THE PREPARATION OF U.S.A. T1*\NS1?0RTATioN REQUESTS. 
In preparing Standard Form No. 1169, Unite¢ States of America Transpor­ 
tation Request, careful attention should be given to all tnstructiona. 
(See Title 5, Section 2020, GAO Policy and Procedures Manual.) The 
information to be inserted in the spaces provided on the transpor;t:at~on. 
request (see Exhibit 4) is as follows: 

b , Books of transportation requests are issued by the Division of 
Finance and Accounts to employees whose duties require frequent 
travel. 

a. Individual transportation requests are issued upon the request of 
travelers for the performance of official trav$l. 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 'travalers to be signed by them as Issuing Officer. 

Internal Operating .. ]?rod$dUre. 
Travel Section 
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(11) 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 horizontal- line should be inserted in this space as 
well as the space following "to. " 

(1 O) Enter "no 11 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.) 

(9) Enter the name of the person for whom service is to be furnished. 

(8} Enter the initials 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.) 

(7} Enter the name of the city and state or polrtt 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." 

(6) Enter the name of the city and state or potnt from which transpor­ 
tation is to be furnished. 

Rail, air, steamship, or bus. 

(5) Enter the name of the type of transportation to be used, as follows: 

HHFA-OA 
Division of General Services 

January 1965 
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b , Entries on the Travel Voucher shall be made by typewriter with carbon 
duplicates and shall be in chronoloqical sequence. Signature shall be 
in ink or indelible pencil and shall conform tothe traveler's name as 
it appears on his Travel Authorization. 

a. Preparation of the Voucher. Travel Vouchers must he preparedIn an 
original and two memorandum copies of Standard Form No. l 012, Revised 
(original) and Standard Form No. 1012a, Revised (memorandµm). (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. 

10. TRAVEL EXPENSE VOUCHER. Regulations require that each p.erson who per­ 
forms official travel at Government expense shall account for such travel 
through the submission of a Travel Voucher. 

(17) and (18) The authorized. traveler shall enter his signature and 
official title in these spaces. 

(15) and (16) The authorizing issuing officer (or issuing officer.;. 
traveler) shall enter his signature and official title in tl1ese 
spaces. 

(14) Enter the name of the city and state where the transportation. 
request is issued and the date of issuance. 

. (13) If there is no authorization to trans Port excess baggage, a hori­ 
zontal line should be entered in the spaces on this line. If 
there is an authorization to transport sxcesa baggage, enterthe 
exact weight of the excess baggage or, ifthe exact weight is not 
known, the maximum authorized excess Weight,1 and ShOW the 
names of the cities and states between which. the bagg.age is to 
be transported. 

(12} Enter the names of the cities. and states between which the accom­ 
modattons are to be furnished, even though such cities a.re 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 orie type of accommodation ts being re­ 
quested, indicate the points between which each type will be 
used, using the space an the back of the request • 
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0 Fl(E (Qp)' 

Auoii 'oP>' 

ISSUING OfFICE CoPY -. 

·-,.-------'~_AND DATI ON IHIS ORDE• ~rns1 ~·~ .. H~ltRfD TO ON VOltR VOUCHFI 

TRAVELER'S COl'Y. 

J'1 ) ) f lllLlahuolL 
f910HATURI:) 

You are hereby authorized to travel at Government expense, to be paid trom available approprlatlone, In accordance with 
Standardized Government Travel RegulatJon.1 as amended1 Regulations of the Administrator, and the eondiUotrn noted o 

la· i>rder. 

NOUeaHOLD al"P-.CT9 I 

UTlllATID Coe'f 

- llllf LINI - FOi 

... II. •ll'P'&GTIV• ON Oft, A•OUT1 

Oatolle.r l l Ii 

B-6T oa .tile 1• Dinaion ot Genere.l eern.o .. 

II A. CODllllOD earrler ucept Qin fan. 
0 B. Prlntel;r-owned automobQe on a mileage hula at a rate of per miles 

0 1. Limited to net uceed the coat of travel b;r conamon earrler b14!iudlns per .... 

0 11. ProYided It bu been adJalnlatratlnlr determined In ad••- that beeau• of tbe na\Qn of ;rour dutl• tranl 
br private eonveranee le neceaeal'J llDd more adrantapooa to tbe Govemm!ll!t. "'"" tbe -.·of common earrler. 

0 I. Travel wholl;r wttlaln l1mlq of official lltatlon. 
D c. Other (Spm/p) 

&Oi, MODm. OP.1'W.:¥&1 

'le attelld •etina ot the Animal Coatel'UCe ot Auociat1°*1 ~ Coll.op 
and Uniftrait7 Boaaina Ottic•ra in 41111 Arbor. 

. _ .. •• llOOll• ..... a. Ol'PK:IAL llTATION I. NAii& 

BOUSDiG AND HOME FINANCE AGlllNOY 
IWnOll OJr 'i'illl ADllDOITB4'IOJI 

1RAVB. OIDER - IEQUIST AND AuntOlllZATIOH 
(S11bmU to 2'n•el BHUoa at loalt /Cw worMat/ dap• "' ..,_ of Pl"OflOH4 
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1·11Ulll·W••~'"fl""· n 1·. 

October lt 1964 
O·.A Tl I 

UOUUTIU O,,ICllL 

Relation11hip of Work to be Accomplished A,t,, 1'!Htd.f\g to· the Immedbte Authorized 
l'rogrMI of tho A~~ncy1 since. the Commuoitli r:acl,tHie!I Arlll!inietratfon progralll 
Is naCionw"Ideanct reprMentatives of 11111111. oiMl!JI. throughout. the· Q.lltion will 
be attending, thh i11 an opportunity to explain the rol11<.of the U1 S, Oovem11ent 
in proYidlng assiat1111ce to oi ties through CFA progr11J11s, 

Purpose of Attendance 1 To acquadnt, the Ho111e Building and, Manufacturing 
lndustry wl th the programs of the Gommuoi;ty Facilities A\llninistration, 

Statua of Staff llepree.anta.t.?i~.e,1. To repre.sent HHF,A·. 

Annual H11e.t;ing of. National, Aeeooiation of Ho111e Builder11, Nature of Meetings 

San l".~1111oi~~!il.fornia ----·-------- ~tob!l.!;...?.1...JJ.fill 
~· ruql'ou o·, MtHiNo o• o_,. AJHNo.aNCE. AY 11.(,1:1THt:G • lrtd.-tl• ,_ .. ,,_.,,., f•,f•h1,,.,. ;.,. ••-''•I•~• Otftt• •I tfll• A4· 

''"'Ureter rtfulru IH l,,.t/iu fr••,.•!•·-~'"''"~.•: •""·!Irr~•!'"' fUl1trt •/ ,11.,fitl,•Hu •/ 1.e,h111(tJ, 

c , 

8. 

I. NAM! lND 'OHllON 

-------·--------------------.1.....---------'-----...L....----- 
A•thrfutCu •• ,.tfutt•.fl fer tA.t /•U1t·•t~f~"••t4 t•,)f'J .. u(tJ i•. tftU\~ •.•.1,1.U.rt..., re.fl~·.11.·.,., O·t Ae11u1 .. •r 01'1•"•· 
uttu , .... ,, etul. f•r tlu ,,,,..,,,, •. h'ir«frf/ hi••. 

IO TH[ fOLlOWING IN OPO(R INDICATlO: 

REQUEST FOR AUTHORIZATION TO ATTEND MEETING 

IH1 
(4-601 

llOUl!ING AND HOME FUIANCI!! AGFJICT 
orrttl "' ,, .. AHlUITl&TGI 
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Was bi llgton, I>. C • San J'rlmcbco, Calif. 
and ret1tl'll 

loTet Coach 11.0/12 
Air . 

~7li.50 

TO- 
TRAN~l'ORTATION 
REQllE~T NUMRUl 

AGENn \'Al.UATION 
Of: HCKF.T 

MOO[. Cl.AS.Iii 
.OfSl'R\'l(T, 
ANO A(CO,\f. 
MODATIONS• 

I Nill A Le; or 
CARRlfR. 
IS5l!ING 
TICKl'T 

l'OINTS OF TRAVEL ,~tVo.._...,-.....,..---...,---~-,-r--------,..-~ 
FROM.:.. 

----------~---T'""'R.:.:A.;:N.:.cSc.:.P<..::>c:.R:rATION RE< UESTS ISSUED 
(SIGNATIJRE or PAYEE) 

FOR TRAVEL AND OTHER EXPENSES TRAVEL ADVANCE .CHECK N(). 

lo. :1·"1'.'~f6(.°ATF) 1· 10· '1T9?. '6(·0LATF) .. 1-'-"'-"_u_nJ~··"-~ ----+-1-"-l--'o""n"'e __ -'t- __ -,-,,-..,..,.,,_.,....,==------- u "'I' " //. 1/1 " . CASH PAYMENT RECf1Vto1 
APPl.ICABLE TRAVEL AUHIORIZATION(S) Amount 10 i.. •rrl~,1 --1""I>"°AT~E~l-- 

No .. 218 . I DA~o/l/6li .: 8'~"~~;.~~,;~;"'" 1 lone 

Washington, D. c. 
RESIDlN(.F. OFFICIAi. OllTY STATION 

Washington, D. c. 

MAii.iN(; ADfJRtSS 

l.626 X St:reet, I. V. BOOll 519 
Washington, D. C. 20410 

PAID DY PAYFJS NAMf. 

Pa'ltl. Morris 

VOUCHER.NO. l.1[J)).RtMl:NT.·1H:_RrAu. OR f.ST_ARLi~HMF.NT 

H0119ing and lome J'inance ~enc,- - OA 

TRAVEL VOUCHER STANllAP.0 FORM NO. 10.U 
1 COAO BOO 

IO!Z-\Ofi 
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---+-!'ia·(l: 9o 11.1z:~l611tl:~~ to _!~'1"-------+-----+---+---+--+---+-+-.1•-t.:oo~ 
l'.::.l,!J Q!!!11t!L~11.!l!t1!! __ ~!!.~-!~l!!!~L~1.f:C>~=-+---~-__,1--__,f--.+--+--+---+-- 
- Oftiee 
_Jj_ :!°"U: 9o l!~~-~io~t1~lr.!~!~!aj~1 ·l----+---l-----iC--t--t--t-....,1.-t.oo:;;-- 
--:::: ~~!il!!l--=...•irli!!.!1 __ ~'!1.~!1.ll!..!C!__!!_~l)~---~---l--~-4--+--~-1--1=-+"2'1,_ 
_ Lett San l'ranehco, Calif. 9115 •·•.PST tJl 
__ __,_~rrtye4_1'!Ls.~i!J&1;~1!L]J_,_(~:Y,11~.~!m~l_1--- _ _,_ __ _,__-+---1-----+---+- 
~ !)105 P••• t:B'f I! l50 
---~~Li,,.._ ~!!i!lt1_::__1!il'JlQ.!'.:Lto_ 11,~~1!1.1e_tt1.~i1111.L ...... i._ __ .__ _ _,_ __ .__4--+-~...._ 

Taxi - airll11e tenitul to nlid.e11ce == --<•1 .. _r5_~ __ .20 tip)_ ------- 

NATURE OP EXl'ENSE 
AMOUNT CLAIMED 

AlJTllORIZED 
MILEAGE MTf. __ l 

PRF.VJOUS TEMPORARY DUTY (C,,,,,tfr1r llrru 61ocl1 1mly if in ,,,,,.,/ ""'"' ;,.,,,,J1t1ttlJ /rior 11 p,,j,J .,.,.,,,J_ .,. thi1 - f'tl1Kbtr ,,,,,/if t1J1t1i•· 
,.,,,.,lll'flJ "tf'""'") 

fiEr-A·-R=ru~R-E~fR~o-. M-o-F'F-·1e=1-At-s=1-·A=T,~ON I TEMPORARY DUTY STATION LAST DAY OF PRECEDING VOUCHER PERIOD 
(DAfil !°IOU~) (l.OCATION) (DA11'0F AR!lVAL) 

SCHEDULE OF EXPENSES AND AMOUNTS CLAIMED 

I 
II 
'II 

I 
I 
I 

----~--~=f~~~o:~:J~~~;~,:;:;~~~·~-. -- [_~_1_!_~--L--+---<---'--_c8_11c__OO _ _!' ~ ······:·:·:····::·····:·:··::• "' • •o.d•••·' .. ,.,, ... .,,.u IHI •-•uu• 
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