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INTRODUCTION

SCOPE

Volume III of the IVIanuaI series is the medium by which administra-
tive policies, standards, and procedures applicable to the Central Office
are promulgated.

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

Unless otherwise specified., the material in this Volume is applicable
to the Office of the Administrator, the Community Facilities Admin-
istration, and the Urban Renewal Administration.

The term Diaision is used. in this Volume to designate any organiza-
tional unit in the Offfce of the Administrator the head of which reports
direct to the Administrator. The terms Branch, Section, ar.d. anit
refer to successively lower organizational elements, whether or not they
may be so designatetl officially.

The term Constituent Unit is used to designate the Community Fa-
eilities Administration, and the Urban Renewal Administration.

The term Central Office is used to refer collectively to the Office of
the Administrator and the constituent units.

ORGANIZAIION AND NUIIABERING

This Volume is divided into seven major Parts:

Part l-General Administrative Praetice
Part 2-Personnel Administration
Part 3-Budget and Fiscal Controls
Part 4-Travel and Transportation
Part 5-Communications
Part 6-General Administrative Services
Part ?-Autlit Policies and Procedures

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

Sections are numbered in relationship to the rest of the Vo1ume.
Where a three digit number is used (e. g., 2-6-2), the ffrst ttigit indi-
eates the Part, the second the Chapter, and. the third the Seetion.'Where 

a two digit number is used (e. g., 2-6), there is no Chapter break-
down, the first digit indieating the Part and the seeond indicating the
Section.

Pages are numbered eonseeutively within Sections. The date through
which the material has been revised before publication is shown at the
bottom of the page.
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lnlroduction

MAINIENANCE

When changes have been made in accordance with the Transmittal
Letter instructions, the check list at the back of the Volume should be
initialletl. This serves automatically to call attention to missing
releases.

Notices of rescissions of other instructions will be published in the
Transmittal Letters for this Yolume.
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Section I

MANAGEMENT IMPROVEMENT PROGRAM

While management improvement has been a continuing effort of
the Housing and Home Finance Agency, it was formalized as a pro-
grain by Congress in Title X of the Classifieation Act of 1949 and
the President in Executive Order 10072. Subsequently, the Bureau
of the Budget, by various directives, defined certain steps to be taken
to achieve a Government-wide program of management improvement.

PROGRAIA OBJECTIVES

The objectives of the reviews required under the Management Im-
provement Program are:

(1) To d.etermine effectiveness, that is :

(a) The extent to which long- and short-range objectives and
program goals of the organization are clearly defined for
the guidance of operations, are consistent with the intent
of the Congress and the program of the President, and are
suited to current circumstances.

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

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

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

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

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

staff to take necessary action in areas selected for priority
attention.

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

MANAGEMENT REVIEW COMMIITEE

Each constituent unit and major OA division shall formally establish
a top-level committee to undertake a continuing review of its operations
and. procedures. The Deputy Administrator shall be notiffed of the
establishment and composition of such committees and changes thereto.

The objective of each such committee should be to have under inten-
sive study at all times ore or more major areas of operations with a

5/20/58 Poge I
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view to determining possibilities of further tlecentralization, short-cuts,
simplifications, and consolidations which will lead to economies in the
utilization of existing personnel, reduction of costs, and more efiicient
management.

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

A copy of each report evolving from such surveys shall be furnished
the Deputy Administrator.

REGIONAI OfFICE MANAGEMENI NEVIEW COMMITTEES

Management Review Committees have been established in each
Regional Office for the same purposes and und.er the same guidelines
as those for Central Office organizations.l

Regional Administrators have been instructed to refer proposals
requiring Central Office action to the constituent unit or division having
primary responsibility. Each proposal shall be reviewed promptly
and the initiating Region advised of the action taken on it. Within
30 days the constituent unit or division shall prepare a reply advising
the Region of the final action on the proposal. The reply shall be
routed prior to signature to the Assistant Administrator (Administra-
tion) for review and comment and to the Deputy Administrator for
substantive approval.

The Assistant Administrator (Administration) shall report period-
ically to the Deputy Administrator on the status of proposals submitted
to the Central Office pursuant to this Section.

RESPONSIBITIIY OF 9UPERVISORS

Ofticers and employees having supervisory responsibility are respon-
sible for manag'ement improvement activities affecting their respective
functions and operations and are charged with the responsibility of
(1) continuously reviewing the activities under their supervision for
the purpose of achieving the above program objectives, and (2) cooper-
ating with the Budget and Organization Staff in the development and
execution of management improvement studies affecting the operations
for which they are responsible.

1 fn addition, the Regionai Management Revierv Conmittees have certain responsibilities
under the Incentive Awards Program ( see Sectiou 2-5-2 ot Yolume Y) .

Pose 2 G/2O/so
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Section 2

HHFA ADMINISIRATIVE RELEASES

The Manual series shall be used by the Office of the Administrator,
Community Facilities Administration, and Urban Renewal Adminis-
tration for issuing general instructions covering program and admin-
istrative acti'r,ities. The scope of each Volume in the series is indicated
in the Introdnction to that Yolume.

Regional Circulars and Staff Memorarrdums shall be used to issue
only:

(1) Information or instructions of ephemeral or one-time interest.

(2) Instructions of such urgency that immediate distribution is es-
seutial. In such cases, the instructions should be written in
Manual style aud printed in the Manual without further clear-
ances as soor) as possible after the initial release has been
distributed.

(3) Instructions which would require the reprinting of other Manual
material, when the other material is curreutly undergoing re-
vision and rvill be released within 30 days.

The Management Analysis and Procedures Branch shall designate
the series to be used for each release and shall be responsible for as-
suring that any permanent instructious issued outside the l\[anual
series are incorporated into that series as soon as possible.

tt /9 /59 Poge I
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Section 3

CTEARANCE OF REPORIING FORMS AND PROGRAMS

The Fed.eral Reports Act of 1942 requires that "No Federal Agency
shall conduct or sponsor the colleetion of information on identical
terms, from ten or more persons (other than Federal employees con-
sidered as such) unless, in advance of adoption or revision of any plans
or forms to be used. in such collection, (a) the agency shall have sub-
mitted to the Director [of the Bureau of the Budget] such plans or
forms, together with copies of such pertinent regulations and other
related materials as the Director shall specify; and (b) the Director
shall have stated that he does not disapprove the proposed collection
of information. "
I,IAISON WITH THE BUREAU OF IHE BUDGEI

The Statistical Reports autl Development Braneh, Division.of Plans
and Programs, is responsible for liaison with the Bureau of the Budget
for the clearance of reporting forms and programs under the Fcderal
Reports Act. All contacts with the Rureau of the Budget with respect
to reporting programs or forms shall be mad-e by or through the
Direetor, Statistical Reports and. Development Branch, who is author-
ized to sign the Requ.est f or Clearance, Standard Form 83.

CTEARANCE PROCEDURE

A division or constituent unit proposir:rg to undertake a reporting
program which requires Bureau of the Budget elearance under the
Federal Reports Act shall submit the plans and forms to the Budget
and Organization Staff for review as to administrative and procedural
practicability and clearance within the HHFA. The Budget and
Organization Staff will then fonvard the proposed plans and forms to
the Statistical Reports and Development Branch.

The Statistical Reports and l)evel.opmetrt Bratrch shall revierv such
materials for the purpose of maintaining conformance to establishetl
statistical standards and avoitling dupiication of reporting operations,
arrange lvith the initiating organization for the preparation of the
Request for Clearance and supporting justifications, and make the
necessary contacts with the Bureau of the Budget.

To expedite the clearanee of forms and reporting programs, initiat-
ing units should. cousult with the Budget and Organizalion Staff and
the Statistical Reports and Development Branch early in the develon'
mental stages of proposetl reporting projects.

4/12/s7 Poge I
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Section 4

ORGANIZAIIONAL CONTROL

Statements describing the approved organization and functions of
the Office of the Administrator and the constituent units will be pub-
lished iu Volume II. These statements normally will cover only division
and branch levels.

Approved organizational and functional breakdowns below the level
covered in Volume II, will be documented in charts maintained in the
Budget and Organization Staff. Copies of these will be furnished the
organizations concerned. and to the administrative staff units which
need them for use in carrying out their assigned responsibilities.

ORGANIZAIION CI{ANGES

Changes from the approved organization, as described in the Manual
or the charts maintained in the Budget and Organization Staff, are not
effective until they are approved in the manner prescribed in this
Section.

Changes at or above the branch level must be approved by the Atl-
ministrator or Deputy Administrator, and shall be submitted through
the Assistant Administrator (Administration).

Changes below the branch level must be approved by the constituent
unit or division head. As a prerequisite to such approval, changes
should be discussed with the Assistant Administrator (Administration)
for uniformity of agency organization.

Proposed changes shall be submitted, by memorandum or in chart
form, over the signature of the constituent unit or division head, to the
Budget and Organization Staff, Management Analysis and Proeedures
Section, for review and processing. It is suggested that proposals be
discussed informally with that Seetion before formal submission.

ORGANIZAIIONAI, CONIROT

Primary responsibility for conforming to approved organizational
and. functional statements and charts, and for proposing necessary
changes therein rests with division and constituent unit heads.

The Budget and Organization Staff shall review approved organiza-
tional and functional statements and charts periodically to ascertain
whether unauthorized. deviations exist.

The Personnel Braneh shall refer proposed personnel actions which
are not in eonformity with an approved organizational and functional
statement or chart to the Buclget and Organization Staff, Management
Analysis and Procedures Section, for review and clearanee.

ORGANIZAIION REVIEVII

The Budget and Organization Staff will assist organization heads, at
their request, in reviewing organization structure and the assignment
of functions, and may on its own initiative eonduct sueh reviews and
studies as it tleems neeessary in carrying out the responsibilities as-
signed to it in Section 2-1-9 of Yolume If.
s/14/57 Pcge I
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Section 5

DETEGAIIONS OF AUTHORITY

Certain functions and powers prescribd by statute to be performed
or exercisd by the Housing and Home Finance Administrator, &nd.
certain powers prescribed by statute or regulation to be exercised by
the head of the department or agency or his designated representative,
are exereised by other officers or employees pursuant to written delega-
tions (including redelegations) deriving from the Administrator.

Section 502(a) of the Housing Act of 1948, as amended (12 U.S.C.
1701c), provides that "[T]he Administrator, without in any way
relieving himself from ffnal responsibilitX, m&X delegate any of his
functions and powers to such officers, agents, or employees as he ma,y
designatel, may authorize such successive redelegations of such func-
tions and powers, as he may deem desirable. . . r"

Section 3(a) of theAdministrative ProcedureAct (5 U.S.C. 1002(a) )
requires that delegations (including redelegations) of final authority,
except among other things those involving matters relating solely to
internal management2, shall be separately stated and currently pub-
lishetl in the Federal Register.

INIIIATION AND DRAFIING OF PROPOSED DETEGATIONS OF AUIHORIIY

When the delegation of a particular authority by the Admiirighslel
appears'desirable, a proposal for the delegation of such authority may
be initiated by either the'constituent unit or division responsible for
administration of the program or activity concerned or the Management
Analysis and Procedures Section, Budget and Organization Staff,
Division of Administration.

Proposals for delegations of authority, except those involving matters
relating solely to internal managementz, shall be submitted to the
Division of l-,laly for review and final drafting of the delegation docu-
ment. Sueh submissions to the Division of Law shall contain the infor-
mation indicatecl belorv and, whenever feasible, a draft of the proposed
tlelegation.

Proposals for d.elegations of authority involving matters relating
solely to internal management2 shall be submitted to the Management
Analysis and Procedures Section, Budget and Organization Staff, Divi-
sion of Administration.

Every proposal for a delegation of authority shall contain a state-
ment as to the need. for the clelegation; the title of the position, together
with the name of the incumbent, to which it is recommended that the
delegation be macle; and a statement as to whether the delegation

lNotwithstanaling tho lang:uago of section 502(a), there may be a limitetion upon the
Atlministrator's power to delegate in a particular instance; for example, see the second
proviso under section 101(c) of tle Eousing Act of 1949, as amentleil (42 U.S.O. 1451(c)).

, Matters which ore solely the concern of tle agoncy proper and therefore do not afect the
members of the public to any extent, Both inter-agency ond intra-agency ectivities are in.
cluded. For example, tlelegations of authority to tske flnel sction with rospect to tranBsctionr
between tho agency snd the Treaeuqy Department or the Gensral Accounting Oftco aro Eot
requirod to be published in the Federal R€gister.

4/t2/57 Pogo t
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should supersede and revoke an existing delegation of the same
authority.
CTEARANCE AND PROCESSING OF DEIEGAIIONS OF AUTHORIIY

Proposed delegations of authority, except those involving matters re-
lating solely to internal management,l shall be cleared for legality and
appropriateness of form by the Division of L.,a.rv. After approval of the
document, the Division of Law shall secure the following clearances and
transmit the documeut for signature by the Administrator or other
offieer authorized to make the delegation:

(1) Heatl of the constituent unit or division responsible for admin-
istration of the program or activity concerned,

(2) Management Analysis and Procedures Section, Buclget and Or-
ganization Staff, Division of Administration,

(3) Assistant Administrator (Administration), and
(4) Deputy Administrator.

The Division of Law shall transmit the signed original, rvith appropri-
ate copies, to the Federal Register Division, National Archives antl
Reeords Service, General Services Administration, for publication in
the Federal Register.

Proposed delegations of authority involving matters relating solely
to internal management I shall be cleared for conformance with govern-
ing regulations and for appropriateness of form by the Management
Analysis and Procedures Section, Budget and Organization Staff, Divi-
sion of Administration, whieh shall secure the approval of the head of
the constituent unit or division responsible for administration of the
program or activity concerned and the Assistant Administrator (Atl-
ministration) and transmit the document for signature by the Atlminie-
trator or other officer authorized to make the delegation. The Division
of Administration shall maintain custody of the sigued originals of
such delegations.

OFFICIAI. FIIE, AND ADI,IINISTRANVE REPRODUCTION, OF DELEGA?]ONS OF AUIHORITY

An official ffle of all delegations of authority, redelegations made
within the Central Office, and redelegations affecting the public made
within the Regional Offices shall be maintained by the Management
Analysis and Proeedures Seetion, Budget and Organization Staff,
Division of Administration. (A register of all redelegations of author-
ity made within the particular Region is maintained in each Regional
Office, pursuant to Section 1-2, Volume V.)

Delegations of authority r,vhich affect the public to any extent will be
reproduced in Part 60 of Volume I. Those delegations of authority
which relate solely to internal management and which affect all organ-
ization units will be reprod.ueed in the Manual. A copy of each delega-
tion of authority relating solely to internal management which is not
-1ilil"", rvhich are solely the concern of the ag€ncy ptoper antl therefore ilo not affect
tho membors of the public to any extent. Both inter-agency end intre-agency activities aro
includetl. For oxample, delegations of authority to tsko ff.nel action with respect to trans-
actions between the agency and tlte Treasury Department or {he General Accounting Ofice
are not required to be publishetl in the tr'eileral Register,

Poge 2 4/12/57
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reproduced in the Manual will be furnished by the Division of Admin-
istration to the organization units affected.

PREREQUISITES TO EXERCISE OF CERTAIN POWERS DEIEGATED
'Where the exercise of a delegated power is subject to formal require-

ments such as the filing of a bond or of a signature card, the incumbent
of the position or the named individual to whom such power has been
delegated shall not exercise the power until he has complied with such
requirements.

REVOCAIIONS OF DEIEGATIONS OF AUTHORITY

The constituent unit or division responsible for administration of
the program or activity concerned shall initiate a request for revoca-
tion of any delegation of authority no longer required or appropriate,
in accordance with the procedure prescribed herein with respeet to
delegations of authority.

4/r2/57 Poge 3
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Seclion 6

INTERAGENCY AGREEMENTS

These procedures apply to agreements between the Central Offiae
end I corrstituent agency of the Housing and Home Finanee Agency
or another Federal agency for the furnishing of services, supplies,
equipment, or other personal property. This Section does not apply to
routine transactions between the Central Office and the General
Accounting Office, Bureau of the Budget, Treasury Department, Civil
Service Commission, and the General Serviees Administration, which
are processed under the regulations of those agencies by Central Office
divisions in accordance with their assignments of administrative re-
sponsibility.

An interagency egreement may be authorized under the general
authority in Section 601 of the Act of June 30, 1932, as amended, 31
U.S.C. 686, or und.er similar authority. Each interagency agreemeut
shall cite the authority therefor. Section 1311(a) of the Supplemental
Appropriation Act; 1955 (31 U.S.C. 200), prohibits the recording of
an obligation under an interagency egreemeut unless the obligation is
supported by an agreement in writing between the ageneies.

Generally, the Central Office will not furnish substantial serviees,
supplies, equipment, or other personal property to another agency
without reimbursement ualess the administrator is expressly so author-
izetl by statute or regulation. Similarly, the Central Office usually will
not request another ageney to furnish services, supplies, equipment, or
other personal property without reimbursement.

AGREEXIEMS FON DETAI OF EilPIOYEES
'Whenever it is considered desirable for the Ageney to enter into an

agreement with another agency to furnish or to obtain purely personal
services by means of the detail of an individual employee or employees,
with or without reimbursement, the head of the division primarily con-
cerned shall submit to the OA Director of Personnel a memorandum
describing the proposed agreement. If the proposal is to detail an
employee to another agency, or if the serviees of a speeific employee
of another agency are desired, a Standard Form 52. Eequest f or Person-
mel Action, shall be completetl for each such employee antl attached
to the memorandum.

Proposed details will be reviewed by the Personnel Branch for ad-
ministrative feasibility antl desirability antl clearances obtained from
the Budget and Organization Staff, the Finance and Accounts Branch,
any other division coneerned, ancl a responsible officer of the other
ageney. Thereafter the Personnel Branch shall prepare and process a
stantlard letter of agreement or arrange for its preparation by the other
ageney and shall distribute copies of the sigrrecl agreement to the initiat-
ing division, Budget and Organization Staf, Finanee and Accounts
Braneh, Audit Braneh, and any other division eoneerned. If the tletail
of an ageney employee is involved, the Personnel Branch shall formally
notify the employee of the tletail.

3/t3/il Posr t
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OIHER ACREEXIENIS FON SERVICES OR PNOPERIY

Nonroirnbunobb Agroomcntr

Any request by another agency for, or proposal by a division to
obtain, without reimbursement, the furnishing of services (other than
by the detail of au employee) or the furnishing of supplies, equipment,
or other personal property shall be presented. to the Assistant Admin
istrator (Administration), Attention : Director, Budget and Organiza-
tion Staff, in a memorandum prepared by the divisiou coneerned.
Pending receipt of specific exemption from the policy with respect to
reimbursement prescribed above, no aetion shall be taken to negotiate
an agreement with the other agency, aud no informal commitment made.

Rcimburroblc Agrrornrnlr

Whenever it is considered desirable for the Agency to enter into an
agreement with another agency to obtain or to furnish, on a reim-
bursable basis, services (other than by the detail of an employee), sup-
plies, equipment or other personal property the head of the division
primarily concerned shall submit a memorandum in duplicate, fully
describing the proposal and including a firm estimate of costs to this
Agencg to the Assistant Administrator (Administration), Attention:
Director, Budget and Organization Staff, before taking action to nego-
tiate an agreement. The Budget and Organization Staff shall review the
proposal with reference to workload aud budgetary consid.erations and
indicate its approval or disapproval on the original of the memorandum;
the Finanee and Accounts Branch shall review the proposal with
reference to considerations of availability of funds or reimbursement
and likewise indieate its approval or disapproval.

Upon receipt of an approved memorand.um, the initiating division
shall prepare a draft of a proposed agreement and submit it, with the
approved memorandum, for preliminary approval by the Division of
Administration, the Division of l-,taw, and any other division eoncerned..

If a substantial change in the arrangements for which preliminary
approval has beeu obtained is contemplated, or there is a material
chauge in cost estimate, the initiating division shall submit a supple-
mentary memorandum, in duplicate, describing the proposed ehange,
for approval in the same marDler as the original proposal.

Formol Approvol ond Signlng

'When negotiations have been completed., the initiating division shall,
indepentlently or in collaboration with the other agency, prepare an
agreement in final form for signature on behalf of tho two agencies.
Before an interagency agreement is siguetl by the Administrator or on
behalf of the other ageney, a copy shall be approved in writing on
behalf of the initiating division, the Division of Atlministration, the
Division of I-.iaw, and any other division eoncer:red.

An interagency agreement shall be signetl by the Administrator,
unless he speeiffeally delegates authority to another official to sign for
him.
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The initiating divisiou shall transmit the signed originsl or duplicate
original of each sgreement to the OA Fiscal Officer, who shaU maintain
the official file of such agreements. The initiating division sheU furnish
copies of sueh agreements to the Budget antl Organization Stafr, the
Autlit Branch, the Division of Law, and any other division concemed.
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Section 7

PROGRAM CONTRACTS

Standard forms of contract for assistance under programs assigned
to the OA or a constituent unit for administration shall be transmitted
to the Assistant Administrator (Administration) for review prior to
their use. The purpose of the Division of Administration review will be
to assure that contract provisions bearing on the fiscal and administra-
tive management aspects of program administration are consistent with
established policy. To expedite final clearance of flscal and administra-
tive provisions, these forms of contract should be referred to the
Division of Administration during an early stage in their drafting.

Revisions of standard forms of contract and individual contracts
which d.eviate from the standard forms of contract with regard to fiscal
or administrative provisions shoulcl be similarly transmitted" for Divi-
sion of Administration review.

Determinations of new or revised formulae for computing amounts
to be compensated the Government under such contracts, as fixed fees
for site inspections and audits, shall be approved by the appropriate
program heacl and the Assistant Administrator (Administration).
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Seciion 8

NOTARIES PUBIIC

The Notaries Public Expense Act of 1955 (Public Law 681, approved.
July 11, 1956) provides that civilian officers and employees of the de-
partments and establishments of the Federal Government who are re-
quired to serve as notaries public in connection with the performance of
official business shall be paid an allowance to be established by the
department or establishment concemed not to exceed the expense re-
quired to be incurred by them in order to obtain their commission.

The legislative history of this statute reveals that it was the intention
of the Congress that the allowance authorized. therein be granted only
in the case of a eommission obtained for the purpose of facilitating the
operations of the Government.

CENTRAT OFFICE AI1OWANCE FOR COMiAISSIONS

The laws of the Government of the District of Columbia provide that
the usual servicing fee charged for commissioning an individual to serve
as a notary public in the District of Columbia shall be waived in the
case of a Federal Government employee who agi'ees that he will not
charge a fee for any notarial service which he may perform outside of
his hours of employment by the Federal Government. However, such an
employee is required to pay for the irotarial seal and rubber stamp, and
to furnish a five year surety bond..

Accordingly, when the services of an employee are required as a
notary public in connection with official busiuess transactions of the
Central Office and such employee is commissioned to serve as a notary
public pursuant to the procedures prescribed herein, he shall be reim-
bursccl for the actual expenses required to be incurrd by him to obtain
his eommission to the extent that such expenses clo not exceed $15.

RECOMAIENDATION FOR NOIARY PUBI.IC COi,IMISSION
'Whenever it is determinecl by a constituent unit Commissioner, or by

a program or division director, that the services of a notary public will
be required on a recurring basis in connection rvith official Central
Office business transactions under his jurisdiction, and that such serv-
iees are not readily available from an ernployee alrcady commissioned
to serve the Central Office as a notary public, such Commissioner or
program or division director may recommend that a particular em-
ployee under his supervision be commissioned as a notary public.

The recommendation shall be in the form of a letter to the Secretary,
Board of Commissioners, District of Columbia Government, prepared
for the signature of the Director, General Services Branch, whieh shall
contain a statement of the need for a not'ary public at the particular
location involved, shall set forth the name and office address of the
particular employec who has been asked to apply for a notary public
commission to meet the need, indicate the employee's agreement to
charge no fee for any notarial service which he may perform outside
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of his hours of employment by the Federal Government, and request
that he be furnished the required forms for filing his application to-
gether with information pertaining to the qualifieation requirements of
the District of Columbia Government. There shall be prepared, in addi-
tion to the usual carbon copies of the letter, a copy for the Director of
Personnel and a copy for the Finance anil Accounts Branch.

If the Director, General Services Branch, approves the recommend.a-
tion that the ernployee be conrrnissioned as a notary public, he will sign
and transmit the lettcr to the Secretary, Board of Commissioners, Dis-
tlict of Columbia Government, and so notify the official who made the
recornmendation. If, on the other hand, the Director, General Services
Branch, determines that adequate notarial services can be provided to
meet the need without requesting an additional commission, he will
arrange for the provision of such services and so notify the official who
recommended the additional commission.

NOTIFICATION OF COMMISSION OR FAITURE IO QUATIFY

When an employee has been granted a notary public commission pur-
suant to the provisions of this instruction, or has been notified that he
clicl not qualify for a commission, the official who recommended that the
r:mployee be commissionecl shall notify the Director, General Services
Branch, of the fact by memorandum. If the employee was granted a
comrnission, the memoranclum shall state the effective date of the com-
mission and the date such commission expires. A eopy of the memo-
randum shall be furnished to each the I)irector of Personnel and the
Finance and Accounts Branch.

REIMBURSEMENT OF EXPENSES INCURRED IN OBTAINING COT\AMISSION

An employee who receives a notary public commission for the purpose
of facilitating the operations of the Government, pursuant to the pro-
cedure preseribed herein, shall file an itemized claim for the aetual
expcnses rvhich he 'n as recluired to incur to obtain his commission. The
clainr shall be filed on a Public Vou,cher for Pu,rchases anil Seruices
Otlter Than Personal, which shall be preparecl in an original (Standard
Form 1034, Rev.) and tlo memorandum copies (Standard Form 1034a,
Rev.) aucl shall be supported by receipts acknowletlging the employee's
payment of each item of expense claimed.

The voucher shall be certified by the employee as payee. The original
arrd one memoranclum copy of the voucher, accompanied by the sup-
porting receipts, shall be transmitted to the Finance and Aecounts
Branch for payment. The memorandum copy shall be retained by the
employee for recorcl purposes.

The Finance and Accounts Branch will process the voucher for pay-
rnent by check in the approved amount.
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Section 9

CORRESPONDENCE WITH THE GENERAT ACCOUNTING OFFICE

This Section provides procedures for processing correspondence with
the Comptroller General and the General Accounting Office in accord-
ance with governing legal, GAO and HHFA requirements. ft covers
the handling of claims by or against the Office of the Administrator or
the constituent units; requests for decisions from the Comptroller Gen-
eral; requests for relief of aecountable officers; requests for the remis-
sion of liquidated damages; replies to exceptions taken by the General
Accounting Office in the audit of OA aecounts; requests for GAO ap-
proval of certain forms, procedures, and accounting systems; and other
types of correspondence rvith the General Aecounting Office.

CTAIMS BY THE OA OR THE CONSTITUENT UNITs, SUBMITIED TO GAO FOR SETITEMENT

Except as otherwise provided herein, upon administrative determina-
tion of uncollectibility, elaims by the Office of the Administrator or a
constituent unit 1 shall be forward.ed to the General Accounting Offfce
for settlement or eollection under the provisions of section 236, Revised
Statutes, as amended by section 305 of the Buclget and Accounting Act
of June 70,1927 (31 II.S.C.71).2 The appropriate eonstituent unit or
OA program organization is responsible for the administrative deter-
mination of uncollectibility and for prepalation of such claims with
respect to program matters under its jurisdiction, and the Assistant
Administrator (Adrninistration) is responsible for the administrative
determination of uncollectibility and for pleparation of claims arising
out of administrative matters.

Letters transmitting such elaims, exclusive of debts arising out of
freight and passengel transportation services furnished for the account
of the United States, shall be adtlresseil to the Claims Division, General
Accounting Office, and shall be accompaniecl b.v a detaileil atlministra-
tive report prepared in accordance rvith 4 GAO 5000. Title 4 GAO 5000
requires among other things that the administrative report shall set
forth the debtor's full name and last knor,r'n address ancl a complete
statement of the facts and eornputations v'hich are pertinent undet' the
laws and regulations on the basis of rvhich the clebt rvas administratively
determined. When the claim is $75 or more, the report shall also con-
tain citations to the applicable laws, regulations, contracts, vouchers
and checks, and be accompanied by available credit information; eopies
of any available correspondence between the debtor and the Office of
the Administratot or a constituent unit when the debtor has admitted
liability or requestecl an e-xplanation or questioned the amount of the
debt or his liability; copicrs of documents necessary to establish the
Government's position; and, rvhen the debtor can not be located, a
statement of the sources of information contacted ancl the results of
the contacts.

Clqims for Domoge by Private Vohicles

Claims against individuals arising out of damage to Government
property by reason of the negligent operation of privately owned
vehicles may be reported to the General Accounting Of6ce in accordancc
-l-E" \tt,r.," V, Itook II of the HIIFA l\Ianuul rvith respet:t to tlre transfer of uncollectibles
lo the Central Office and also see l'o,umes \:I atrd VIf for related CFA and UIiA progratrr
l,rocedures.

2 See 4 GAO 5050.30 of the General Accounting Oflice Policy and Procedures Manual for
ilebts excepted from this general reportirg requirement.
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with the general procedures set forth in 4 GAO 5000, describett in the
preceeding paragiaph, or may be referred to the Department oJ^Justice
in accordance with the special procedures set forth in 4 GAO 6500,
described below. Title 4 GAO 6500 authorizes agencies to refer directly
to the Department of Justiee vehicle damage debt claims when: (1)
the amount of the debt is $?5 or more; (2) there is an uneolleetible
balance of $75 or more; or (3) an offer in eompromise is involved,
regardless of the amount of the debt. Vehicle damage debt elaims
involving an offer in compromise, regardless of the amount of the debt,
shall be referrecl directly to the Department of Justice. Claims re-
quired or recommended to be referred to the Department of Justiee
shall be transmitted, with accompanying file, to the Office of General
Counsel for consideration and preparation of the referral report. Cases
referred to the Department of Justiee shall be supported by all perti-
nent and available evidence; the names and the locations of the parties
in interest and of any parties rvho may have knowletlge of the facts;
antl the name and address of the insuranee company involved, if any,
or, if the party or parties against whom the claim is being asserted were
not insured, evid.enee of financial ability to pay if jutlgment is obtained.

Cloims Reloring to Tronsporlolion Services

Upon administrative determination of uncollectibility, claims arising
out of freight ancl passenger transportation services furnished for the
account of the Unitetl States shall be forwardetl to the General Account-
ing Office for settlement or collection in aecortlance with the provisions
of 5 GAO 5000. Letters transmitting such claims shall be addressed to
the Transportation Division, General Accounting Office, and shall be
initiated by the Division of Finance antl Aecounts.

Submission of Uncolleoible Cloims to GAO

Claims by the Office of the Atlministrator shall not be reported to the
General Accounting Of6ce for settlement or collection until after all
reasonable efforts to collect them have been exhausted.

Letters transmitting to the General Accounting Offiee elaims involv-
ing new program questions or policy matters shall be prepared for the
signature of the Administrator and shall be surnametl by the constituent
Chief Counsel and Commissioner, or by the head of the OA program
organization, and the General Counsel or his designee. Otherwise,
Ietters submitting to the General Accounting Office claims involving
program matters shall be prepared for the signature of the constitueut
Commissioner and shall be surnamed by the Chief Counsel.

Letters transmitting to the General Aeeounting Offiee claims arising
out of administrative matters, sueh as claims for transportation services
and tort claims, shall be prepared for the signature of the Assistant
Administrator (Administration) and shall be surnamed by the General
Counsel.

fn eaeh case, the transmittal letter shall state eoncurrence in the fintl-
ings, determinations, and recommendations stated in the administra-
tive report.
OTHER CI.AIMS

Other claims by the Ilnited States, which arise out of irregularities
ancl discrepancies, including doubtful debt claims, false claims against
the United States, and property aceountability debts, shall be handled,
as applicable, in accordance with the procedures set forth in 4 GAO
7000.
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ClAlrrt! AGAIilSI IHE OA OR IHE CONSIITUENT UNIIS, SuBi,llTTED TO OAO FOR
SEIILE'$ENT

The following classes of elairns against the Office of the Atlministrator
or the constituent uuits may not be paid or denied administratively but
rnust be forwarded to the General Aceounting Offiee for adjudication,
unless otherwise speciffcally provided by law:

(1) ()laims whieh involve doubtful questions of larv or fact, except
those which have been the subjet:t of an advance decision of the
Comptroller General,

(2) Claims lequiretl by statute or by regulatiou or decisiou of the
Comptroller General to be settled iu the General Accounting
Office,

(3) Reclaims of items previously denied by the Agency uuless it is
determined admiuistratively that the action taken was elearly
iu error and properly ean be corrected by the Ageney,

(4) Clairns which appear to be barred by an applicable statute of
limitation at the time of reeeipt by the Agency,

(5) Claims arising out of freight and passenger trausportation serv-
ices as defined in 5 GAO 6000.

Such claims shall be subrnitted by a brief trausmittal letter addressed
to the Claims Division, General Accounting Offiee, or to the Transporta-
tion Division in the ease of claims arising out of transportation services,
aceompanied b.v all the relevant material and an administrative report.
The latter shall eontain the information specified in 4 GAO 2000 or
5 GAO 6000.

The approprirte constituent unit or OA program organization shall
be responsible for the pleparation of letters transmitting claims with
respect to program matters under its jurisdiction, and the Assistant
Administrator (Administration) shall be responsible for the prepara-
tion of letters whicrh transmit elaims arising out of administrative
matters.

Letters transrnitting such elainrs against the Office of the Administra-
tor or a constituent unit involvirrg nerv program questions or policy
matters, shall be prepared for the signature of the Administrator antl
shall be surnamed b.v the eoustituent Chief Counsel and Commissioner,
or by the OA division head., and the General Counsel or his designee.
Otherwise, transmittals of sueh elaims involving program matters shall
be prepared for the signature of the constitueut Commissioner and shall
be surnamed by thc Chief Counsel.

I-,letters transmitting such claims irrvolving administrative matters,
-"uch as those arising out of purehases of supplies and transportation
serviees, shall be signed by the Assistant Administrator (Administra-
tion) and shall be surna-rrred by the General Counsel or his designee.

REOUESIs K'R DECISIONS

Slotulory Provirionr

Seetion 8 of the Docliery Act, approved Jull' 31, 1894, as amended
(31 U.S.C.74), authorizes the head of any exeeutive d.epartment or
other establishment not under anv of the execntive departments, or dis-

l/7lsl Posr 3



l-9 Corrcrpondcncc wirh thc Goncrol Accounting Oftcc

bursing officers, to apply to the Comptroller General for a decision upon
any question involving a payment to be made by them or under them.

Section 3 of the act of Deeember 29, 1941 (31U.S.C. 82d), authorizes
certifying officers to apply to the Comptroller General for a decision
on ary question of law involved in a payment on any voucher presented
to them for certification.

Submission of Requarb for Deci:ions

Any request for a decision by the Comptroller General with respect
to any matter not before a certifyiug officer for payment shall be initi-
ated by the eonstituent turit ot OA J)rogram organization having juris-
diction with respect to the matter involvecl. Such requests shall be
made to the General Counsel, who l ith the assistance of interested pro-
graln or administrative staff members shall prepare the request therefor
for signature by the Admiuistrator. An'l' c,orresllondence with the
Comptroller General in connectiorr u,ith such reqnests shall also be pre-
pared for the Administrator's signature, excrept as he otherwise may
authorize or direct; and such eorrespondence shall be surnamed by the
General Corursel or his designee.

Requests by certifying officers for decisious of the Comptroller Gen-
eral on vouchers properll' before them for certification, involving as
they do the interpretation or construction of law, should be prepared
in consultation with the General Counsel. The General Counsel shall
be furnishecl'with a copy of the request as subrnitted and a copy of the
Comptroller General's decision rendered in reply to sueh request.

CENTRAI. SOURCE OF INFORT,IAIION ON COIIAPIROI.TER GENERAI. UNPUBTISHED T}ECI.
SIONS AND REPTIES

The General Counsel shall maintain a complete fiIe of all unpublished
clecisions renclered. to the Housing and Home Finance Administrator
or to disbursing and certif.ving officers within the Housing and Home
Finance Agencl'. and of all replies by the Comptroller General to re-
quests macle by tlre Administrator for the relief of aceountable offcers,
and for the remission, under the authorit.v of sectiou 10(a) of the act
of September 5, 1940 (41 If.S.C. 256a), of liquidated d.amages; and,
upon request, shall furnish to mernbers of thc staff of the Office of the
Administrator and the eonstituent units full information with respeet
to any sueh uupublished decisions or to such replies bearing on matters
before sueh staff members.

Deeisions rendered by the Cornptroller General to the Housing and
Home Finanee Adrninistrator and replies by the Comptroller General
to requests by the Administrator for the relief of accountable officers
and for the remission of liquidated darnages shall be routed by the OA
Mail Room to the General Counsel. The General Counsel shall promptly
furnish a eopy of such deeision or reply to the initiating organization.
Copies of deeisions whieh may have applieation to more than one organ-
ization shall be furnished by the General Counsel to the eonstituent
urrits and OA program organizations.

REQUEsIS FOR RE1IEF OF ACCOUNTABTE OFFICERS

Requests for the relief of aceountable offieers made under the act of
Angnst 1,1947, as arnended (31 II.S.C. 82a-1), shall be prepared for
Pogc 4 ailta
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the Administrator's siguature. Eaeh request shall be prepared in ac-
cordance with 3 GAO 4570.10 and shall be addressed to the Civil Autlit
Braueh, Civil Accounting and Autliting Division, General Aecounting
Office. A rnore detailed statement of the facts of the matter shall be
set forth iu a separate mernorandum from the Assistant Administrator
(Administration) to the Administrator. The memorandup and pro-
posed request shall be forwarded to the Adm,inistrator through the
General Counsel, rvitlr eopies provided for the Administrator, the Gen-
eraL Counsel, and any other interested officials, Correspond.ence with
the General Accouuting Office in connection with such requests shall be
submitted in the same manner, exeept as the Administrator may other-
wise authorize or direct.

Requests for the relief of certifying officers made under the act of
Deeember 29, 1941 (31 ILS.C. 8!c), ordinarily shall be prepared for
the signature of the Assistant Administrator (Atlministration), and.
shall be surnarnetl by the General Cbunsel or his designee. Sueh re-
quests shall bc prepared in accordanee with 3 GAO 4560.10 and shall
he acld.ressed to the audit activity of the General Accounting Offiee
rvhich issued the notice(s) of exception.

In addition, $heirever sueh requests for relief involve program
expenditure.s, the appropriate constituent Commissioner or head of the
OA program organizatiou shall surname the request.

REOUESIS FOR REIIAISSIONS OF I.IQUIDAIED DAMAGES

Any rcquest to the Comptroller General nnder the authority of sec-
tion 10(a) of the act of Septembei 5, 1950 (41U.S.C.256a), for the re-
rnission of litluidated damages assessable under a contract entered into
by the Administrator or under authority delegated by him, shall be
preparetl for the Administrator's bignature by the constituent unit or
OA prograur organization having jurisdiction with respect to the
eontraet.

Sueh request shall be uceornpanied b.y an administrative report from
the responsible official justifjing the requestetl equitable relief, setting
forth the pertinent ff1diqgs, determinations, and recommendations.
Sueh fiudings, determinatiorrS, and reeommendations shall be incor-
porated, ordinarily by reference, into the letter requesting remission
of damages. The report and request shall be forwarded to the Admin-
istrator through the General Counsel, and any other interested officials.
Correspond.enee with the Comptroller General iu eonnection with sueh
requesLs shall be submitted in the same marlner, except as the Admin-
istrator may otherrvise authorize or direct.

REPTIES TO EXCEPIIONS

Replies to exceptiorrs talren by the General Aecounting Office in the
audit of OA accounts shall be addressed to the Civil Autlit Branch,
(--ivil Aecouutiug and Aucliting Division, General Accounting Office,
a,nd will oldinaril.-v be signed by the responsible aecountable officer
to whom the notice of exception has been sent by the General Account-
ing Offiee. Replies to exceptions are governed by 3 GAO 5000. Such
rcplies shoul<l be prepared only after eonsultation by the accountablo
offieer with his supervisor and such other OA and constituent unit st4ff
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members as may be directly interested, including, if a program is
involved, program personnel and, if a legal question is involved, the
General Counsel. A copy of the draft of the proposed reply to any
cxception lvhieh raises a policy question shall be forwarded to the
Assistant Administrator (Administration) for review, and to the appro-
priate constitueut commissioner or head of the OA program organiza-
tion if a program matter is involved. Copies of replies to exceptions
shall be furnished all interested OA staff members, including the ac-
countable officer's immediate supervisor, the Assistant Administrator
(Administration), and, if a program is involved, the constituent
commisisoner or head of the OA program organization.

REOUESTS FOR APPROVAT OF KIRXIS, PROCEDURES AND ACCOU}MI{O SYSIEIIS

Communications requesting approval by the General Accounting
Offiee (or Comptroller Gerreral) of forms, procedures, and aecounting
systems, pursuant to the provisions of section 309 of the Budget and
Accounting Act of 1921 (31 U.S.C.49),r shall be prepared by the
Finanee and Aceounts Branch for the signature of the Assistant Ad-
ministrator (Administration) or his designee, and shall be addressed to
the Director, Civil Accounting and Auditirrg Division, General Aecount-
ing Offiee. ff program matters are involved, the request shall be sur-
named by the appropriate eonstituent Commissioner or his designee
or the head of the OA program organization.

OTHER CONRESPONDENCE WITI{ GAO 2

Communieations to the General Accountiug Office on other matters,
such as routine replies to requests for information pertaining to the
settlement of aeeounts, eontracts, and similar subjects, should be ad-
dressed to the officials of the General Accounting Office making suclr
requests, and should be signed by the administrative officer having
responsibility for the matter involved. However, when such eommuni-
eations involve policy questions or matters rvhieh affeet the programs
or aetivities of more than one principal organizational unit of the
Agene.v, the draft of any such proposed communication shall be cleared
b-r, the Assistant Administrator (Administration) or his d.esignee.

r See 9 GAO 1000 snd 80 Comp. Gon. 489 tor the typos of accouuting forms and pro-
cedures which requlre such rppmval.

2 See Soction 3-3-2, Volume II lor special instructions rolating to commonts on GAO audit
reports and replies to inquiriee rocolved during a GAO audit,
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Section l0

GRAPHICS AND VISUAT AIDS

The Graphics and Visual Aitls Staff is responsible for creating,
developing, and producing visual program assistance materials, training
aids, audio-visual materials, and general graphic art products. Consulta-
tion with the Graphics and Visual Aitls Staff should preeede formal
planning or requisitioning of any but very simple or routine requests
for ad.vice regarding media, size, shape, makeup, estimated cost, and
type of material. This Section explains how to submit requisitions
following development for actual production of materials or for service
assistance. (See Section 6-1 for information on how to request printing
and reprod.uction serviees.)

Graphics and Visual Aids as used in this Section includ.e:
Format design and layout of publications.
Design and preparation of slides, slide films, and motion pictures.
Illustration.
Photography, ineluding diazo and photo eopy preparation.
Sound recording.
Chart (exeept organization chart) and map preparation.
Lecture illustrations and flip chart presentation.
Preparation of exhibits, displays, and. posters.
Preparation of Conference materials such as agenda kits, signs,
badges, plaeard.s, ete.
Flannel board, magnetic board, and Vu-Graph presentation.
Arrangement for showing audio-visual materials.

REQUISIIIONING GRAPHIC AND VISUAL AID SERVICES

Cleoronce of ft/lotariol
Offiees requesting services are responsible for the accuracy of the

material antl for obtaining required clearance approvals.
To obtain graphics or visual aid.s needed, prepare Form H-20,

Requtsition for Graphics and, Reproduation Seruices, in original and
three eopies. (See Exhibit A.) Offiees should serially number their
requisitions, prefixing the number with the abbreviation of the name
of the requisitioning organization unit. The Requisitioning Officer's
name and title shall be typed in the space provided for his sigaature.

Requests for graphics and visual aids should be specific in describing
the purposes and use of the material. Ilowever, the description of the
graphics or visuaL aicls needed should be flexible to allow the Graphics
and Visual Aicls Staff to seleet the media and to use the most effieient
and eeonomical production methods available. The Graphics and Visual
Aids Staff designers will, as a ffnal step in preparing materials for
printing, complete the portion of the requisition defining type speciffca-
tions, paper and ink selections, binding, format, sizes, etc. to assure
accurate reproduction of the design, photographs, illustrations, anrl
typographic format as approved before forwarding jobs for repro-
duction.
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The head of the requesting constituent unit or division, or a staff
member authorized by him to request graphic and visual aid services,
should sign the original of Form H-20 and route it with two copies of
Form II-20 and any materials to the Budget and Organization Staff.
When printing, reproduction, and distribution services are also re-
quired, indicate on the same Form H-20 as provided in Section 6-1.
Returning proofs will be checked. by the Graphics and Visual Aids
Staff for faithful adherence to specifications established during design
prior to release for proofreading.

Publicotion of o Phologrcph

When requesting the publication of a photograph of a person, his
activities, or property, the initiating office shall make sure that use of
the photograph does not require the consent of the person, or of the
owner or tenant of the property. If it does, a consent similar to Exhibit
B shall be completed and signed. The original signed consent form
should be attached to the original Form H-20.

Reprint of Copyrighred Mctcriol

When requesting the reprint of copyrighted material, the initiating
office should send a letter to the copyright proprietor asking permission
to use the material. The name of the copyright proprietor appears in
the notice of copyright on each copy published or offered for sale. The
letter must incorporate the following statements:

"We should like to have your consent to the free reprinting by us
of not more than-copies for (state use, such as 'internal d.is-
tribution to our Regional Offiees for staff information'). Publieation
or republication by the Government of copyrighted material does not
abridge or annul the eopyright, nor does it authorize any further
reproduction of the copyrighted material without your consent. "
The letter of consent from the copy,right proprietor should be attached

to the original Form H-20 sent to the Graphics Section.
It is generally permissible to reprint noncopyrighted material in a

nongovernmental publication, but if there is any question, the initiating
ofdce should obtain written permission to reprint.

Budget ond Organirotion SloF Cleoronce

The Budget and Organization Staff will review material for adequaey
of elearances, administrative practieability, quantity, and distribution.
When additional clearances are required, the Budget and Organization
Stafi will ask the initiating offiee to obtain them.

The Budget and Organization Staff wiII forward. approved requisi-
tions and their attachments to the Graphics and Visual Aids Staff.
Requisitions involving action by both the Printing and Reproduetion
Section and the Graphics and Visual Aitls Staff will show Budget and
Organization Staff approval on the original and one copy of the Form
H-20.

Action by the Grophics and Visusl Aids Srofi

Requisitions will not be processed by the Graphics and Visual Aids
Staff without approval by the Budget and Organization Staff unless
clearance has been specifieally waived by the latter or unless preliminary
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eonsultation and art work is required prior to Budget and Organization
Staff clearance. Requests involving a negligible amonnt of time and
materials and not subject to subsequent reproduction may be accepted
for service at the discretion and authorization of the Director, Graphics
and Visual Aids Staff.

The Graphics and \risual Aitls Staff will determiue the most effective
and economical media and production methods available in consultation
with the originating office. Non-routine work d.eveloped by the Graphics
and Visual Aids Staff will be submitted to the originating office for
approval prior to final processing. After completion of work by the
Staff, the material will be sent to the appropriate point for further
action, if required, or returned to the requesting office. When a project
is completett (i.e. a publication is printed or visual materials are
released) the original artwork, plans, sketches, etc. shall be returned.
to the Graphics and Visual Aids Staff for filing and storage so they
will be available for additional or future use.
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EXHIBIT A
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EXHIBIT B
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Section I I

CONNPTIANCE DIVISION INVESTIGATIONS AND INSPECTIONS

The Compliance Division is responsible for, among other functions,
(1) the eonduct of inspections as to facilities within the Agency de-
signed to assure integrity and effeetiveness of operations and aetivities
in accordance with established policy and procedure and (2) the con-
duct of investigations with respect to possible violations of laws or reg-
ulations and other imegularities in eonnection with Agency programs
or activities, including such investigation of eertai:r possible eriminal
violations as may be neeessary for referral to the Department of Jus-
tiee. Reports are prepared as to inspections and investigations made.

The Compliance Division conducts investigations or speeial inspec-
tions upon request of the Administrator, Deputy Administrator, or
constitutent heatl. The head of a constituent unit may authorize, in
writing, one or more members of his prineipal staff to request special
inspections or investigations pursuant to this Section. A eopy of each
such authorization shall be sent to the Administrator and to the Diree-
tor of the Compliance Division.

REFERRA!.s TO COIAPI.IANCE DIVISION

fn determining whether information, allegations, or complaints shall
be referred for investigation, heads of constituent units shall be guidetl
by the following criteria governing types of cases which shall be re-
ferred immediately upon their reeeipt to the Director of the Com-
pliance Division:

(1) Information indieating possible criminal violation, regardless
of the source.

(2) Matters requiring investigation and which are of sufrcient
seriousness and complexity to require the services of a trained
investigative staff.

(3) Other matters of such a nature or of such importance as to
justify an objective investigation for the purposes of ailminis-
trative action.

The requirement that the types of matters set forth above must be
referred immediately on their receipt to the Compliance Division is
not intended to exclude the referral of any other cases which a con-
stituent unit head may wish investigated by the Compliance Division;
nor is it intended to preclude the taking of such concurrent adminis-
trative or supervisory action as may be required in the judgment of
the constituent unit head, provided such eoncurrent action wiII not
prejudiee criminal investigation or prosecution.
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RESPONSIBII.ITIES OF CONSIIIUENTS

Aclion on lnvestigotion Reporls

Ifeads of constituent units shall be responsible for taking appropriate
action based on the flndings contained. in reports of investigation. Con-
stituent heads shall send a copy of each report of investigation to the
Regional Administrator concerned for evaluation and recommendation,
unless clearly inappropriate or unnecessary to do so.

'When the constituent head determines that final disposition of an
investigation ease has been effected, he shall forward to the Director of
the Compliance Division a Disposition Report, Form H-1416, (Exhibit
A) indicating the action taken. The constituent head shall notify the
Regional Administrator concerned of the submission of a Disposition
B,eport and may, as appropriate, advise him of the action taken.

Action on lnspeclion Reporls

Heads of constituent units shall be responsible for taking appropriate
action based on the findings, recommendations, or other information
contained in reports of inspection. The constituent head may send a
eopy of the inspection report, or of excerpts thereof, to one or more
Regional Administrators for evaluation and recommendation, as appro-
priate under the circumstances.

Within 45 days after reeeipt of an inspection report, the constituent
head shall transmit to the Deputy Administrator written comments
indicating coneurrences and/or disagreements with the findings, recom-
mendations, or suggestions contained in the inspection report. The
comments shall specify all planned implementation of the inspection
report and the anticipated date thereof, as well as the basis for any
nonconcurrences.

Copies of all directives, instructions, procedures or other issuances
effecting implementation of an inspection report shall be furnished the
Deputy Administrator promptly. The Deputy Administrator shall be
advised when all action on the inspection report has been eompleted so
that his ffle may be closed.

Dasignotion of Constiluenl liqison Oftcers

Each constituent unit heatl shall designate a member of his staff to
be responsible for receiving and taking appropriate aetion on all in-
formation or allegations of fraud, irregularity, or violation of larv or
regulation, including the transmittal of cases to the Complianee Di-
vision and preparation of reports as required herein.

Employee Cooperolion

Constituent unit heads should instruct their employees to cooperate
with members of the Compliance Division staff in making available
such information and records as may be requested in the conduct of
inspection reviervs or investigations. In addition, constituent unit
Poge 2 7/15/64
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heads should direct their employees to report immediately any allega-
tions or information concerning possible violations of laws or regula-
tions, or irregularities or fraud which come to their attention.

Procetsing Regionol Ofiice Referrols

Upon receipt of a referral memorandum the Commissioner shall
promptly determine whether the information, allegations or com-
plaints contained in the referral memorandum shall be referred to
the OA Compliance Division for investigation.

If the Commissioner determines that the information, allegations
or complaints in the referral memorandum d.o not warrant investiga-
tion by the Compliance Division, he shall address a meuorandum to
the Regional Administrator so informing him and giving an explana-
tion of such determination. The Commissioner shall also return all
material, in the nature of exhibits, forwarded by the Regional Admin-
istrator with the referral memorandum. A copy of the Commissioner's
memorandum to the Regional Administrator shall be sent to the Deputy
Administrator.

If, on the other hand., the Commissioner determines that the infor-
mation, allegations or complaints in the referral memorandum war-
rant i-nvestigation by the Compliance Division, he shall promptly refer
the matter to the Compliance Division and request appropriate in-
vestigation. This referral shall be in the form of a memorandum from
the Commissioner to the Director of the Compliance Division speci-
fying the relevant data in connection with the case, and stating the
scope and nature of the investigation which the Commissioner deems
appropriate. Usually, there shall be attached to this memorandum
a copy of the referral memorand.um from the Regional Administrator
aud copies of any material, in the nature of exhibits, which were sub-
mitted in connection with the referral memorandum. A copy of the
Commissioner's memorandum to the Director of the Compliance Divi-
sion shall be forrvarded to the Regional Administrator.

REFERRATS IO DEPARTiJIENI OF JUSTICE

All referrals to the Department of Justice for prosecution or for
investigation shall be made over the signature of the designee of the
Administrator, the Director of the Compliance Division, who shall
notify constituent unit heads of such referrals. Oral reports and
referrals to the Department of Justice shall be confirmed by written
memorandums, with copies to the constituent unit head. The Com-
pliance Division shall be the sole liaison office with the Department of
Justice concerning criminal matters referred to that Department.
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Section I I

COMPTIANCE DIVISION INVESTIGATIONS AND INSPECTIONS

The Compliance Division is responsible for, among other functions,
(1) the eonduct of inspeetions as to facilities within the Agency de-
signed to assure integrity and effectiveness of operations and activities
in accordance with established policy and procedure and (2) the con-
duct of investigations with respect to possible violations of laws or reg-
ulations and other irregularities in connection with Agency programs
or activitics, including sueh investigation of certain possible eriminal
violations as may be necessary for referral to the Department of Jus-
tiee. Reports are prepared as to inspections antl investigations made.

The Compliance Division conducts investigations or special iuspec-
tions upon request of the Administrator, Deputy Administrator, or
constitutent head.. The head of a constituent unit may authorize, in
writing, one or more members of his principal staff to request special
inspections or investigations pursuant to this Section. A copy of each
such authorization shall be sent to the Administrator and to the Direc-
tor of the Compliance Division.

REFERRAI.S IO COrrlPl.lANCE DIVISION

fn determiningwhether information, allegations, or complaints shall
be referred for investigation, heads of constituent units shall be guidetl
by the following eriteria governing types of cases which shall be re-
ferred immediateiy upon their receipt to the Director of the Com-
pliance Division:

(1) Information indicating possible criminal violation, regardless
of the source. '

(2) Matters requiring investigation and which are of sufficient
seriousness and complexity to lequire the serrriees of a trained
investigative staff.

(3) Other matters of sucir a nature or of such. importance as to
justify an objective investigation for the purposes of adminis-
trative astion.

The requirement that the types of matters set forth above must be
referred immediately on their receipt to the Compliance Division is
not irrtended to exclude the referral of auy other cases which a con-
stituent unit head may wish investigated by the Compliance Division;
nor is it iutended to preclude the taking of such concurrent adminis-
trative or supervisory action as may be required in the judgment of
the coustituent unit head, provided such concurrent action will not
prejudice criminal investigation or prosecution.

RESPONSIB!1IIIE5 OF CONSIIIUENTS

Action on Reporlr

Heads of constituertt units shall be respousible for taking appropriate
action based on the findings contained in reports of inspection or
investigation and shall advise the Director of the Compliance Divisiou
as to the action taken on such reports.
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The constituent unit head shall send a copy of the report of inspec-
tion or investigation to the Regional Administrator concerned for his
evaluation and recommendation, prior to the submission of the Dis-
position Report. Regional Office refemal, however, should not be made
in any case where such action is clearly inappropriate.

Constituent unit heads shall also notify the Regional Admiuistrator
concerned as to the final disposition of an investigative case.

Derignotion of Conrtiluant liqi:on Of,lccrs

Each constituent unit head shall designate a member of his staff to
be responsible for receiving and tating appropriate action on all in-
formation or allegations of fraud, irregularity, or violation of law or
regulation, including the transmittal of cases to the Compliance Di-
vision and preparation of reports as required herein.

Repo*ing Rcquircmentr

Constituent units shall report monthly to the Director of the Com-
pliance Division with respect to the activities of their respective organ-
izational units responsible for inspections within the constituent and
with respect to the current status of all cases involving information,
allegations and complaints of irregularity, fraud, or violation of law or
regulation received during the month or which are in active status
during the month, including those on which no investigative or other
action is proposed by the constituent. In preparing these reports, con-
stituent unit heads are encouraged to exchange comments with Regional
Administrators.

Employce Coopcrolion

Constituent unit heads should instruct their employees to cooperate
with members of the Coinpliance Division staff in making aviilable
such information and reeords as may be requested in the conduct of
inspection reviews or investigations. In addition, eonstituent unit
heads should direct their employees to report immediately any allega-
tions or information concerning possible violations of laws or regula-
tions, or irregularities or fraud which eome to their attention.

Procerring Rcgionol Oftcc Referoh

Upon receipt of a refemal memorandum the Commissioner shall
promptly d.etermine whether the information, allegations or com-
plaints contained in the referral memorandum shall be refered to
the OA Compliance Division for investigation.

If the Commissioner determines that the information, allegations
or complaints in the referral memorandum do not warrant investiga-
tion by the Compliance Division, he shall address a memorandum to
tho Regional Administrator so informing him and giving an explana-
tion of sueh determination. The Commissioner shall also return all
material, in the nature of exhibits, forrvarded by the Regional Atlmin-
istrator with the refemal memorandum. A copy of the Commissioner's
memorandum to the Regional Administrator shall be sent to the Deputy
Administrator.
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If, on the other hand, the Commissioner determines that the infor-
mation, allegations or complaints in the referral memorandum war-
rant investigation by the Compliance Division, he shall promptly refer
the matter to the Compliance Division and. request appropriate in-
vestigation. This referral shall be in the form of a memorandum from
the Commissioner to the Director of the Compliance Division speci-
fying the relevant data in connection with the case, and stating the
scope and nature of the investigation which the Commissioner deems
appropriate. Usually, there shall be attached to this memorandum
a copy of the referral memorandum from the Regional Administrator
and copies of any material, in the nature of exhibits, which were sub-
mitted in connection with the referral memorand.um. A copy of the
Commissioner's memorandum to the Director of the Compliance Divi-
sion shall be forwarded to the Regional Administrator.

REFERRAI.S TO DEPARTilENT OF JUSIICE

All referrals to the Department of Justice for prosecution or for
investigation shall be made over the siguature of the designee of the
Administrator, the Director of the Compliance Division, who shall
notify constituent unit heads of such referrals. OraI reports and
referrals to the Department of Justice shall be confirmed by written
memorandums, with copies to the constituent unit head. The Com-
pliance Division shall be the sole liaison offiee with the Department of
Justice concerniug criminal matters referred to that Department.
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Section 12

PUBTICAIIONS . CTEARANCE

CTEARANCE REOUIREMENTS

All publications 1 prepared or initiated by organizational units of
the Office of the Administrator or by the Urban Renewal Administra-
tion or the Community Facilities Administration shall be cleared with
the Office of Public Affairs. It is suggested that plans for major publi-
cations be discussed informally with the Office of Public Affairs before
submission of the eompleted publication for approval.

Form H-20, Requisition for Graphics anil Reprod,uction Seraices,
shall, for requisitions for publications, bear the clearance signature of
the constituent unit commissioner or deputy commissioner, or the head
of the OA office concerned.

PERIODICAlS

Publications which are periodicals require approval of the Bureau of
the Budget. Periodicals are deffned as publications issued. semiannually
or more often for the purpose of disseminating information with con-
tinuing policy as to format, specifications, content, and purpose. The
term is trot construed as applying to strictly atlministrative reports,
memorancla, aud similar materials, or to statistical materials, ancl infor-
mation required exclusively for the official use of the issuing office in
the transaction of its routine business.

Prior to publication of a periodical, the issuing of6ce will prepare,
for the signature of the Administrator, a letter to the Director of the
Bureau of the Budget, requesting approval of the periodical in accord-
anee with the requirements of the Bureau of the Budget Circular No.
A-3. The certificate of necessity will be includetl as the last paragraph
of the letter. The letter and, if available, a copy of the proposed
periodical, will be transmitted to the Office of Public Affairs for further
processrng.

1 A publication, es the term is used in this Section, is any printed or duplicatetl document
or periodical prepared or ffnanced by the Office of the Administr&tor or & constituent unit
which is ofiered for public sale or distribution. T'he telm includes pamphlets, booklets, graphic
presentations, newsletters, technical and advisory bulletins or reports, compilations of data
ielating to Agency programs or housing generally, and similar material. The term "publication"
does not inelutle procedureg or Marual materials or technical information and data dssigned
primarily for operationsl or admitristrative Agency use.

a
5
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Section l3

I{EETINGS INVOTVING REGIONAT STAFF

All Central Office officials planrrirg staff meetings invoh,ing participa-
tion by Regional Office pemonnel shall subrnit an annual plan to the
Administrator through the Assistant Administrator (Administration)
at least 30 days prior to Juiy 1 of each fiscal year.1 The annual plan
shall provide the follorving inforrnation for each meeting anticipated
during the year: (a) purpose; (b) clates; (c) location; (d) Iist of all
participants by name or title; anil (e) an estimate of travel require.
ments (days, cost, and program chargeable).

The Assistarrt Admiuistrator (Adrninistration) rvill review the plans
for availability of travel funds and timing of meetings in relation to
each other, and present a consolidated. plan to the Administrator for
approval. Copies of the consolidated plan, as approved by the Ad-
ministrator, rvill be distributed to initiating officials, the Director of the
OA Division of Budget and Management, the Director of the OA
Division of Personnel, and Regional Administrators.

Funds will be reserved by the Division of Budget and Management to
support those meetings included in the approved consolidated plan.

Meetings not included in the approved eonsolidated plan, or changes
in purpose, dates, location, or participants of meetings approved in the
annual plan ra,i[ require special approval of the Administrator. Re-
quests for such approval shall be by memoranclum, submitted through
the Assistant Administrator (Administration).

1Training meetings, nhich are approved ancl have {uuals provided. through special proccilures,
need not be included in the atrnual plans.

?
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Section l4

VACANCY REVIEWS

Section 1007 of the Postal Service aud Federal Employee Salary Act
of 1962 provides that'{the heads of the executive branch activities con-
cernecl are directed to review r'vith meticulous care each vacancy re-
sulting from voluntary resignations, retirement, or death, and to de-
termine whether the duties of the position can be abolished 'rvithout
seriously affecting the execution of essential functions."

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

Purpose

'Ihe purpose of this Section is to establish, as a part of the Agency's
prograrn for implernenting the Act aud the directives cited above, a
procedure for making a detailed review of the essentiality and grad.e
levc.l of eaeh position in rvhieh a vaeaney oec:ul's.

De{inition

ln this procc,dure, "vacancy" means a buclgeted position u'hich is
vacant for an-v reasolr, including promotion, transfer or reassignment,
lesignation, retirement, or death.

Review ond Recommendolions of Supervisors

Whenever a vacancy occurs, the immediate supervisor of the position
shall revierv the duties and functions of the position and its relationship
to the rest of the organization unit, lvith a vierv to abolishing the posi-
tion or filling it at a lower grade.

If the supervisor determines that the position can be abolished, he
sha,ll immecliateiy initiate a memorandum to that effeet. For positions
in CFA or URA the memorandum shall be ad.dressed to the Commis-
sioner; in the OA, the memorandum shall be addressed to the Assistant
Administrator (Administration). The memorandum shall be routed
llor rer.iew ancl coneurrence through supervisory channels, and copies
shall be provided for the OA Budget Rranch ancl the Classification
Section.

If the supervisor has any cloubt rvhether it is necessary to fill a vacant
position at the sarnc grade, he should recommend. that action to filI the
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position not be initiated for a period of 60 days, during which he wiII
conduct a detailed review of other alternatives for performance of the
required funetions.

If the supervisor determines that it is neeessary to fill the vacant posi-
tion, he shall initiate a Stanclard Form 52 requesting that the vacant
position be filletl. He shall execute a certification on the reverse side of
Form 52, item F, "Remarks by Requesting Office," if his recommenda-
tion is to ffIl the position at a reduced graale, as follows:

" f have reviewed the duties of this position during a review period
of-days, and determinecl that the position cannot be abolishetl
without seriously affecting the execution of essential functions, as
follows:

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

If his recommend.ation is to fiIl the position at the same grade, his
certiffcation shall read " . . . eannot be abolished nor tlte grade red,uced,
without seriously affecting . " and his statement shall include the
basis for this recommendation.

The supervisor shall then sign the certifieation on the SF 52 and
route the form through supervisory channels for review and approval.

Responsibility for Review ond Finol Delarmination

Reeommendations of immetliate supervisors for the abolition of posi-
tions or for the filling of vacaneies, and the grade at whieh they neecl to
be fflled, shall be routed. through supervisorychannels to the appropriate
OA office head or constituent unit commissioner for approval.

Surnames of recommending and approving officials shall appear on
the memorandum or the Form SF-52 following the certification of the
immediate supervisor.

Approving officials shall require a 60-day waiting period for further
study of the neeessity for fiIling the positiou in any case where such
study might prove the feasibility of eliminating the position or red.is-
tributing the functions presently assignerl to it in order to reduee the
present grade of the position.

Reports

The CFA antl URA Directors of Administrative Management shall
report quarterly to the OA Division of Budget and Management with
respect to the disposition of each vaeaney arising, and each vacancy on
which final disposition was made, during the quarter.
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Section I5

MAITING IISTS

PURPOSE

'Ihis issuance sets forth policie,s arr(l procc(lureri for establishment,
maintenanee, and usc of rnailing lists in tlie Office of the Aclministrator
and constituent units.

DEFINIIIONS

Mailing lists inclurlc both intemal and cxt,crr al groupirrgs of ten or
more addressees used for the regular or intermittent distribution of
Agency printed material and are defined as:

a) Informational rnailing lists, which are used to distribute releases,
reports, information pamphlcts, publications, invitations to bid,
or other similar material, ancl

b) Directive or Directory mailing lists, which arc used primarily to
distribute manuals, directives, directories, or other similar mate-
rial to indivicluals or Fcderal, State, and local agencies cngaged in
carrying out programs of the I{HFA.

Sponsoring office means the organization unit rvhich initiates a re-
quest for establishment of a particular mailing list.

GENERAT POIICY

Authority rvith rcgard to cstablishment, use, maintenancc, and con-
trol of mailing lists shall be in the Deputy Adrninistrator.

Mailing lists shall be used to distribute only that rnaterial rvhich is
directly related to and nccessary for achicvcment of program goals.
Unless othenvise authorizcd by law such matcrial shall be sent only in
response to a specific and reasonably currcnt request, as indicatecl by
polling requirements sct forth belo'lv.

The Agency will avoid duplication in maintcnance of records of cur-
rent, approved mailing lists, and will use mechanized equipment as
far as possible, to reduce costs. Tlre sponsoring office, subject to
requirements spelled out in this issuance, shall be responsible for
determining changes, additiorrs ancl deletions to be made to its lists. It
.rvill not maintain lists or card files. The Division of General Serviees
(referred to hereafter as the Divisiorr) shall be responsible for the
maintenance of all mailing lists, and for providing current listings to
the sponsoring office on request.
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Whenever feasible, mailing lists shall use titles rather than names,
and shall follow a uniform address format established by the Division.
An individual list shall not combine Agency and non-Agency ad-
dressees,

ESTABtISHMENT

The sponsoring office shall submit a memorandum request for each
proposed mailing list through the Assistant Administrator (Public
Affairs) to the Deputy Administrator for approval. The memorandum
request shall be in duplicate and contain the following information:

a. Purpose of list, as related to one or more specific Agency pro-
grams,

b. Specifie categories of persorls or organizations intended to be
included,

c. Number of addressees initially proposed, and number anticipated
to be added during first year,

d. Anticipated items to be mailed to list,
e. Anticipated frequency of mailings, and

f. An approval line.

The sponsoring office shall also have available on call by the Deputy
Administrator or the Assistant Administrator (Public Affairs) a list of
each of the initial addressees, following the uniform address format.

After approval by the Deputy Administrator, the original shall be
forwarded to the Division for assignment of an identification code, prep-
aration of mailing plates, and return of a proof listing of the nerv list
to the sponsoring office for confirmation.

MAINTENANCE

The sponsoring office shall notify the Division of nerv entries, changes,
and deletions on a standard format prescribed by the Division. The
Division shall have plates altered, added, or deleted, aeeordingly, and
promptly return a proof to the sponsoring office.

The Division shall poll each informational mailing list annually. Poll
cards shall provide for indication of (a) whether the addressee wishes
to remain on the list ; (b) identification of the organization or activ-
ity represented by the addressee; and (c) nature of addressee's need
for the material. The Division shall prepare a roster of proposed dele-
tions consisting of those ad.dressees from whorn a positive response has
not been received within 30 days after the date of polling and promptly
forward the roster to the sponsoring office.

The sponsoring ofifice may request that selected addressees remain on
the mailing list pending further consideration; and may also request
repolling of selected addressees rvho failed once to reply. The Division
shall delete those addressees concerning rvhich the sponsoring ageney
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makes no such request, or concerning which the sponsoring agency
makes no response within two weeks after receiving the roster from
the Division.

The Division may at any time make proposals to the sponsoring
office for improvements such as consolidation of separate lists or dele-
tions from a list, such deletions to include but not be limited to
addressees which appear to be outside the categories defined for the
Iist, and any evident duplications of addressees, such as may occur for
example through dual listing by proper name as well as by official
title. The sponsoring office shall review such information promptly,
ancl authorize all possible changes to reduce the volume of address
plates required, lessen the burden <lf polling, and minimize storage
and handling costs.

The Division shall poll each Directive or Directory mailing list as
requested by the sponsoring office in the manner provided in the second
paragraph above, and 'without removing names from the list shall
forward to the sponsoring office the results of the poll. The sponsoring
office shall review each Directive or Directory list with the polling
results and within 30 days shall return a revised Iist to the Division,
eliminating all unnecessary entries.

REQUESI PROCEDURE

Requests for use of mailing lists should be made by means of Form
ll-20, Bequisition for Graphics ancl Reproclu,ction Seruices, filletl in
and submitted as prescribed in Section 6-1 of Volume III, HHFA
Manual Series, aud specifying tlre rnailing list(s) to be used. A copy
of the material to be distributed should be attached to the requisition.

USE OF 1!STS BY OTHER THAN SPONSORING OFFICE

Mailing lists may be used by any office with a legitirnate need, pro-
vided that (a) the list is well suited to the intended use, (b) the
intended use is directly related to and necessary for the achievement
of the functions or program goals of the using of6ce, and (c) mailings
made from a list by other than the sponsoring office shall be approved
after such consultation as he deems appropriate by the Assistant
Adrninistrator (Public Affairs) on revielv of the tr'orm H-20.

CANCETIATION

Authority to cancel lists is vested in the Deputy Administrator.
Whenever a mailing list has not been used for twelve months, the
Assistant Arlministrator (Administration), after consultation with
the sponsoring office, shall recommencl to the Deputy Administrator
either that it be canceled, or corrtinued for a period not to exceed. six
months, anrl shall send a copy of the recornmendation to the sponsoring
office.
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REPORTS

Annually on or before July 30, the Assistant Administrator (Admin-
istration) shall rcpolt to the Deputy Administrator on all mailing lists
in existence on June 30 of that year, giving the follolving information
antl proposals for each list:

a. Statecl purpose of list,
b. Date of last polling,

c. Categories of persons or organizations includecl,

cI. Number of mailings during period July 1-Juue 30

e. Number of entries added, net, duling year; and total as of June
30, and

f. Number of errtries recornrnended for deletion, or otlter recorn-
mendations for improvcment, rnarle to the sponsoring office by
the Division during tlie year; anrl the number of such recom-
mendations on *'hich action has not been authorized by the
sponsoring office.

The report shall also include recornmended consolidations of lists to
reduce costs, and any other rccommendations to improve the operation
and ecorromy of mailing list activities.
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Section 2

SECURITY PROORAftT

2-t.2

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

POUCY

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

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

The term national securitA, as used herein, relates to the protection
and. preservation of the military, economic, and productive strength
of the United States, including the security of the Government in
domestie and foreign affairs, against or from espionage, sabotage, and
subversion, and any and all other illegal acts desigued to weaken or
destroy the United States.

The policies and procedures contained in this Section are designed to
insure that all persons seeking employment or employed. in the Office
of the Administrator and the constituent units receive fair, impartial,
and equitable treatment and that they be atljutlged by mutually eon-
sistent and no less than minimum standards and proced.ures, both
within the Office of the Administrator and the eonstituent units and.
in relationship to the other departments and agencies of the Govern-
ment.

The use of proced.ures pertaining to the suspension and removal of
employees as authorizetl by saitl act of August 26, 1950, will be limitetl
to cases in which the interests of national security are involved. These
procedures are supplementary onlE and. are not to be substituted for
the usual civil service removal proced.ures. Normal civil-service pro-
cedures will be used to the maximum extent where national seeurity is
not involved. and when said procedures are adequate and appropriate.

SECURIIY STANDARD'

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

(1) Depentling on the relation of the Government employment to
the national security-
(a) Any behavior, aetivities, or associations which tend to show

that the individual is not reliable or trustworthy.
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(b) Any deliberate misrepresentations, falsifications, or omis-
sions of material facts.

(c) Any criminal, infamous, dishonest, immoral, or notoriously
d.isgraceful conduct, habitual use of intoxicants to excess,
drug addiction, or sexual perversion.

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

(e) Any facts rvhich furnish reason to believe that the indi-
vidual may be subjected to coercion, influence, or pressure
whieh may cause him to act contrary to the best interests
of the national security.

Commission of any act of sabotage, espionage, treason, or sedi-
tion, or attempts thereat or preparation therefor, or conspiring
with, or aiding or abetting, another to commit or attempt to
commit any act of sabotage, espionage, treason, or seilition.
Establishing or continuing a sympathetie association with a
saboteur, spy, traitor, seditionist, anarchist, or revolutionist, or
with an espionage or other secret agent or representative of a
foreign nation, or any representative of a foreign nation whose
interests may be inimical to the interests of the United States,
or with any person who ad.vocates the use of force or violence to
overthrow the government of the United States or the alter-
ation of the form of government of the United States by uncon-
stitutional means.
Advocacy of use of force or violence to overthrow the govern-
ment of the United States, or of the alteration of the form of
government of the United States by unconstitutional mealls.
Membership in, or afflliation or sympathetic association with, any
foreign or domestic organization, association, movement, group,
or combination of persons which is totalitarian, Fascist, Com-
munist, or subversive, or which has adopted, or shows, a poliey
of advocating or approving the commission of acts of force or
violenee to deny other persons their rights under the Constitu-
tion of the United States, or which seeks to alter the form of
government of the United States by unconstitutional means.
fntentional, unauthorized disclosure to any person of security
information, or of other information disclosure of which is
prohibited by law, or wilful violation or tlisregard of security
regulations.
Performing or attempting to perform his duties, or otherwise
acting, so as to serve the interests of another government in
preference to the interests of the United States.
Refusal by the individual, upon the ground of constitutional
privilege against self incrimination, to testify before a con-
gressional committee regarding eharges of his alleged disloyalty
or other miseonduct.
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sEilStflVE POSIflONS

The term. sens,ttit)e position, as rrced. in this Section, means any posi-
tion the occupant of which could bring about because of the uature
of the position, a material adverse effect on the national security. Sueh
positions ,shall include, but shall not be limited to, any position the
occupant of which. (1) may have access to security information or
material classified as canfid,ent,inl,, secret, or topt secret, or any other
information or material having a direct bearing on the national se-
curity, or (2) may have opportunity to commit acts directly or in-
tlirectly adversely affecting the national seeurity.

It is.the policy of the Administrator to restrict to the greatest pos-
sible extent the number of positions to which duties requiring the desig-
nation of a position as sensitive are assignetl. The Security Officer
shall consult with constituent unit and division heads to the encl that,
whenever possible, duty assignments requiring the designation of a
position as sensitive shall be made only to a minimum number of
positions.

Designotion of Senritivc Positionr

The Security Officer, in consultation with constituent unit antl di-
vision heads, is responsible for desigaating sensitive positions.

'When the Security Officer designates a position as sensitive, he
shall notify, by memorandum, the head of the organization in which
the position is located., the Director of Personnel, antl the ineumbent
of the position, if any. trruture incumbents of the position shall simi-
larly be notified of the designation.

Revocolion of Derignotions

The Security Officer shall make a semi-aunual review of the list of
positions designated as sensitive to determine whether any such clesig-
nation should be revoked. 'When the Security Officer finds, as a
result of his review or upon the advice of the eonstituent unit or di-
vision head, that the duties assigned a sensitive position no longer
require that it be designated as sensitive, he shall revoke the designa-
tion of that position.

When the Security Officer revokes the designation of a position as
sensitive, he shall notify, by memorandum, the head of the organiza-
tion in which the position is located, the Director of Personnel, antl
the incumbent of the positiou, if any.

2-t-2

SECURIIY INVESTIGATIONS

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

3/tl/'58 pogr 3
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New Appoinhenrr

Every appointment made to a position shall be made subiect to in-
vestigation, and the notification of personnel aetion given the appointee
shall so state. The seope of the investigation required is determined by
the degree of adverse effect the appointee could bring about, by vir-
tue of the nature of the position, on the national seeurity. fn no event
will the investigation inelude less than a national ageney cheek (in-
cluding a eheck of the finger print files of the Federal Bureau of In-
vestigation) and written inquiries to appropriate local law-enforcement
ageneies, former employers and supervisors, referenees, and sehools anil
eolleges attended by the person uncler investigation. With the ap-
proval of the Civil Serviee Commission, however, the minimum investi-
gation requirement may be waived with respeet to per diem, intermit-
tent, temporary, or seasonal employees and aliens employetl outsitle
the Unitecl States.

Shoultl information develop at any stage of investigation indieating
that the employrnent of an appointee may not be elearly eonsistent
rvith the interests of the national security, a full fieltl investieation, or
such less investigation as shall be suffieient to enable the Administra-
tor to determine whether retention of such person is clearly eonsistent
with the interests of the national security, will be eonducted by the
investigating agency.

Occuponts of Senritive Poritions

No sensitive position shall be fiIIed or occupietl by any person with
respect to whom a full fleltl investigation has not been conducted. IIow-
ever, a person oecupying a sensitive position at the time it is designatetl
as sueh may eontinue to occupy the position pencling the eompletion
of a full field investigation and, in case of emergency, a sensitive posi-
tion may be filled by a person with respect to whom a full fieltl inves-
tigation has not been completed, pending completion of the investigation,
if the Atlministrator finds that sueh action is necessary in the national
interest.

Responribiliry for lnvesligotion

Under Bxecutive Order No. 10450, security investigations covering
employees will be conducted by the Civil Service Commission. 'When-

ever a security investigation being conducted with respect to an em-
ployee of the Office of the Atlministrator or a constituent unit develops
information relating to any of the matters deseribetl in subdivisions
2 through 8 of the subsection entitletl "Security Standards," above,
or indicates that an employee has been subject to coereion, influenee,
or pressure to aet eontrary to the interest of the national seeurity,
the Civil Service Commission will refer the matter to the Federal
Bureau of Investigation for a full field investigation.

Proccdurc

Contacts with the security investigation agencies of the Civil Service
Commission and the Federal Bureau of Investigation shall be hantlletl
by or with the knowletlge of the Security Officer.
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The Director of Personnel is responsible for obtaining from appli-
cants and employees the forms necessary to initiate the appropriate
security investigation and for submitting such forms to the investiga-
tive agency. The Security Officer shall be shown as the person to
whom all investigation reports are to be sent.

If, during the course of necessary record and reference checks, any
d.erogatory information is developed, or it is disclosed that reports of
investigation are in existenee, the Director of Personnel shall advise
the Seeurity Officer and shall furnish him with all available informa-
tion coneerning the proposed personnel action. The Director of Per-
sonnel shall also advise the Security Officer whenever any employee
is separated or the reassignment of a present employee from a non-
sensitive to a sensitive position is proposed.

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

In the case of a sensitive position, the Security Officer may, if he
finds after consultation with the Director of Personnel and the heatl
of the eonstituent unit or division in which the position is located
that it is essential to fiII the position prior to the completion of a fuII
field investigation, so recommend to the Administrator. No such
recommendation shall be made however, until a national agency cheek
in which no derogatory information is revealed has been made. The
reeommendation shall clearly state the emergency conditions making
sueh action essential and that the national agency check reveals no
derogatory information. The Atlministrator's approval and fintling
that sueh action is necessary in the national interest shall be made a
part of the employee's official personnel folder.

EVATUAITON OF INTORi,IAIION

Security investigation reports received from the Civil Service Com-
mission and the Federal Bureau of Investigation, or information re-
ceived from any other source which (1) in the case of the occupant
of a sensitive position, relates to any of the matters set forth under
the subsection headed. "Security Standardsr" above, or (2) in the case
of the occupant of a non-sensitive position, relates to any of the mat-
ters set forth in item 1(e) or items (2) through (8) of the subsection
cited, shall be referred immediately to the Seeurity Officer for evalua-
tion. Information, other than reports of investigation, which in the
case of the occupant of a nou-sensitive position relates to any of the
matters set forth in items 1(a) through 1(tl) of the subsection cited,
shall be refeued initially to the Director of Personuel, who shall im-
3/ll/58 pose 5
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mediately consult with the Security Officer to insure that the material
is not one which should be handled und.er the provisions of this Section.

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

If the Security Officer finds, upon his review of the case, that there
is no derogatory information relating to any of the matters described
iu the subsection headed "Security Standards," above, or that sueh
derogatory information as there may be has no relationship to the na-
tional security, he shall make a positive determination that the em-
ployment or retention in employment of that person is clearly consis-
tent with the interests of the national security. Written evidence of
the determination shall be made a part of the employee's official per-
sonnel folder. Action under this paragraph closes the case as a se-
curity matter unless newly-discovered information is disclosed. It does
not, however, preclud.e action by the Director of Personnel to recom-
mend disciplining or dismissing the employee when d.erogatory informa-
tion relates to an offense which, although the interests of the national
security are not involved, is nevertheless grounds for action und.er
other laws and regulations relating to Federal employment; nor does
any action iuitiated by the Director of Personnel preclutle action
under the security regulations when such action is appropriate. The
Security Officer shall refer derogatory informatiou initially received by
him and which has no relationship to the national security to the
Director of Personnel.

If the Security Officer finds, upon his review of the case, that
there is derogatory information relating to any of the matters de-
scribed in the subsection headed "Security Stand.ards," above, and
that there is a relationship to the national security, he shall evaluate
$uch information from the standpoint of the security of the Agency
and shall forward the ffle, with his evaluation, to the Administrator
or his designee. The Security Officer's evaluation shall show the
specifc relationship that the case under consideration has to the
national security and his recommended action.

ACIION ON DEROGATORY INFORIVTATION

Upon receipt of the file and evaluation from the Security Officer,
the Administrator or his designee shall make an immediate positive
determination:

(1) That the employment or retention in employment of the per-
son is clearly eonsistent with the interests of the national
secuiity. A memorandum outlining the basis for such d.etermi-
nation and closing the case shall be made a part of the investi-
giation file and written evidence of the determination shall be' made a part of the employee's official personnel folder.
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(2) That, in the interests of the national security, the employee
shall be suspendetl immediately. A memorandum outlining the
basis for such determination shall be made a part of the in-
vestigation file and written notice to effect the suspension
shall be sent to the Director of Personnel. An employee sus-
pended under Executive Order No. 10450 may, in the discre-
tion of the Administrator or his designee and at the employee's
request, be paitl bi-weekly during the suspension period at the
rate of pay in effect on the date of suspension, tentatively
on the basis, and to the extent that such payments in the ag-
gregate do not exceed the money equivalent, of the accrued
annual leave to his credit on the date of suspension, with the
understanding that, if he is subsequently restored to duty,
the annual leave account so charged will be recretlited in
lieu of payment of an equivalent amount of the compensation
allowable under Public l-aw 733, 81st Congress. However, no
such payments can be made where there is being considered
a suspected violation either of Section 9A of the Hatch Act
or of an Appropriation Act provision similar to that in Sec-
tion 301 of the First Independent Offices Appropriation Act,
approved July 31, 1953.1

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

Action und.er subparagraph (1) closes the case as a seeurity mat-
ter u:rless newly-discovered information is disclosed. It does not,
however, preclude further action by the Director of Personnel to
recommend disciplining or dismissing the employee when the deroga-
tory information relates to an offense which, although the employ-
ment or retention in employment of the person is consistent with the
interests of the national security, is nevertheless grounds for action
under other laws and. regulations relating to F ederal employment.
The Seeurity Offieer shall refer derogatory information in such cases
to the Director of Personnel.

When action under subparagraph (3) is taken, the Atlministrator
or his designee shall, upon completion of the inquiry and the receipt
of further investigative data and the reevaluation of the Security
Officer, make one or the other of the determinations outlined above
in the subparagraphs numberetl (1) antt (2).

f,'actors which the Administrator or his designee shall take into
eonsideration in making the determination required of him shall in-
clud.e, but are not limited to, (1) the seriousness of the derogatory
--IS". OCO B-1r?999, April 21, 1954.
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information developed, (2) the possible access, authorized oi uu-
authorized, of the employee to security information or material, and
(3) opportunity, for reason of the nature of the position, for com-
mitting acts adversely affecting the national security

PROCEDURE WHEN ETAPTOYEE IS SUSPENDED
'Whenever an employee is suspended uuder the provisions of this

section, the Administrator or his designee shall furnish the employee,
within 30 days after his suspension, a written statement of charges.
Such statement shall be as specific and detailed as security considera-
tions, inclutling the need for protection of confidential sourees of
information, permit, and shall be subject to amend.ment within 30
days of issuance.

The suspended employee shall have the right to submit to the
Office of General Counsel within 30 tlays after issuance or amencl-
ment of the statement of charges, statements and affidavits refuting
or explaining the reasons stated for the suspeusion. Such statements
and affidavits shall be eonsideretl by the Office of General .Counsel
for sufficieney and, after consultation with the Security Officer, a
joint recommendation for the disposition of the case shall be made
to the Administrator. If the Office of Geueral Counsel anfl Security
Officer are in disagreement, individual reeommendation shall be
made by them.

On the basis of the recommendation or recommendations of the
Office of General Counsel and the Security Offieer and of his own
review of the case, includ.ing the opinion of the Security Ilearing
Board when a hearing is conducted uncler the provisions of the sub-
seetion entitled "Additional Proced.ure-Permanent and Indefinite
Employees, " the Administrator shall make his determiuation of the
case:

(1) If he finds that reinstatement of the suspended employee in
the position from which he has been suspentled is clearly con-
sistent with the interests of the national security, he shall re-
store the employee to duty in such position and the employee
shall be compensated for the period of suspension in aeeord.ance
with Section 1 of the Act of August 26, 1950.

(2) If he does not ffntl that reinstatement in the position from
which he has been suspentletl will be clearly consistent with

. the interests of the national security, but that employment of
the suspended employee in another position is clearly eonsist-
ent with the interests of the national security, he may restore
the employee to duty in such other position, and the employee
shall be compensated for the period of suspension in accordanee
with Section 1 of the Act of Augtst 26, 1950.

(3) If he does not find that reinstatement of the suspendetl em-
ployee to another position is elearly consistent with the inter-
ests of the uational security, he shall terminate the employment
of the suspended. employee.

A memorandum outlining the basis for the Atlministrator's'deter-
mination shall be made a part of the investigation fiIe and written
Posc 8 3/tt/s8
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evidence of the determination shall be made a part of the employee's
official personal folder. The Director of Personnel shall take immedi-
ate action formally to effeet the determination of the Administrator.

ADDITIONAI PROCEDURE-PERIIAANENI AND INDEF!NITE EMPI.OYEES

In addition to the foregoing provisions, which are applieable to
all employees any employee who is a citizen of the United States,
has a permanent or indefinite appointment, and has completetl his
probationary or trial period shall be entitled to a hearing before a
Security Hearing Board. These procedures shall become effective,
at the request of the employee, before the Administrator makes the
determination required by the preceding subsection.

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

(2) The entire case shall be revierved by the Administrator before
a ffnal determination is made by him. The review shall be
based. on a study of all the documents in the case, including
the record of the hearing before the Board.

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

SECURITY HEARING BOARDS

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

No offrcer or employee of the Offrce of the Administrator or of
any constituent of the Housing and Home Finance Agency, shall
serye as a member of a Security Hearing Board. hearing the case of
an Agency employee.

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

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

Officers and employees nominated to the Security Hearing Board
roster maintained by the Civil Service Commission shall be persons
of responsibility, unquestioned integrity, and sound judgment. Each
nominee shall have been the subject of a full ffe1d investigation, and
his nomination shall be determined to be clearly consistent lvith the
interest of the national security.

7/3/57 Pose 9
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.iJ,].;iiI.IG PROCEDURE

Securily Progrom

'r l:r SL.rru'ity Officer shall be responsible for arranging for the desig'
l'..'r of rr Security Hearing Board. to hear a particular case, making

i,L-r necussary arrangements for the hearing, presenting a com-
, :. r'. coltl of the case to the Board, including a summary of the

. ;lirx fol suspension, and obtaining any additional information
,r;rr,:itt'11 b.v the Board.
, r: ,\rlrlrinistrator shall be represented at the hearing by a person
r..t;:ri,t'rl- by him. Such representative shal} aid the Board in its
,,,i iirirrali()rr as to procedure, and. may upon request of the Board.,

',t, iir- tlrestioiring 'rvitnesses. Upon request of the employee, the
'i,,r,irisii'ator's representative shall advise the employee of his rights
, i,,i'c ihc lloard.
iii'ii;'in.qs beJiorc the Board. shall be conducted in an orderly, digni-
'. rrrLtL cl.r.corolls rnalurer, and shall be expedited as much as possible.' ;r,rlri)ll| shall be given under oath or affirmation.

,. l,iir,{s s}rall be private. There shall be present at the hearing
..- '1lic nreinbers of the Board, the reporter or reporters, the em-
r ,,, lr:',l counscl, Agency employees concerned, and the witnesses.
, i ,,r i sllall be present at the hearing only when actually giving
r ,i)iri-. The Sccurity Ofiicer may be present at the hearing if
, :':rii'ri ll1' 11ru Boarcl, but he shall take no active part in the pro-
.ii,igs.
'.,' r)lai'd ,.ihail take 'n,hatever action is necessary to insure the

, i Lr ir fuli and fair consid.eration of his case. The employee
; r,, ilformerl by the Board of his right (1) to participate in

'',.rllirigs, (2) to be represented by counsel of his choice, (3) to
r iii u,ilrresses aud offer other evid.ence in his own behalf and in

:;iirlion o-[ the charges brought against him, and (4) to cross-ex-
, -,I. ilir-,. rvitness offered in support of the charges.

'lio llcaring shall be opened by the reading of the letter setting
'lr tirc rhai'ges against the employee, and the statements and. affi.-

''",r r 1r.,, the ernployee in ansr,ver to such charges.
',1\ lhe Office of the Administrator and the employee may intro-

' , r-'iit.h cvidence as the Board may deem proper in the particular

, .r c;iilrloyee or his counsel shall have the right to control the
:', .o of s'itnesses called by him. Reasonable cross-examination

i,'rcss by the employee or his counsel shall be permitted.
' ,, ilorrlcl nay, in its discretion, invite any person to appear at
'rr,:ilirrg aud tcstify. Ifo'lvever, the Board shall not be bouncl by. :;i illlriry of a lvitness by reason of having called him, and shall

,, :'iril ligirt to cross-examine him.
,.,,:r r:1'cviclc-,nce shall not be bintling on the Board, but reasonable

"L'ioirs; shall be irnposed as to the relevancy, competency, antl
,iriil.r, of rnatters considered, so that the hearings shall not be

',ri-,' prolongcd.
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The Board shall conduct the proceedings in such a manner as to
protect from disclosure information affecting the national security
or tending to disclose or compromise investigative sources or methods.
If the employee is, or may be, handicapped by the non-disclosure to
him of confidential information or by lack of opportunity to eross-
examine coufidential informants, the Board shall take that fact into
consideration. If a person who has made charges against the em-
ployee and who is not a confidential informant is called as a witness
but does not appear, his failure to appear shall be consid.ered. by the
Board in evaluating such charges, as well as the fact that there can be
no payment for travel of witnesses.

The Board shall give due consideration to documentary evid.ence
developed by investigation, including party membership cards, peti-
tions bearing the employee's signature, books, treatises or articles
written by the employee, and. testimony by the employee before duly
constituted authorities. The fact that such evid.ence has been con-
sidered shall be made a part of the transcript of the hearing.

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

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

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

READJUDICAIION OF CERIAIN CASES

The Security Officer shall review the cases of employees of the
Office of the Administrator and the constituent units with respect
to whom there has been condusted a full field investigation under
Exeeutive Order No. 9835. After such further investigation as may
be appropriate, such of those cases as have not been adjudicated
under a security standartl commensurate with that established by
Executive Order No. 10450 shall be readjudicated.

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

NOilCE rO Ctvrt SERVICE Coiili lSSlON

The Director of Personnel shall furnish copies of all notifications
of personnel aetion taken in security cases to the Civil Service Com-
mission.

7/3/s7 Pose ll



2-l-Z Security Progrom

REEIIAPlOYMENT

No person whose employment has been terminated by any depart-
ment or agency pursuant to the provisions of the Act of August 26,
1950, Executive Order No. 9835, or any other security or loyalty pro-
gram, shall be employed in the Office of the Administrator or the
constituent units unless the Administrator finds that such employment
is clearly consistent with the interests of the national security. In
cases where the employee lvas terminated by a department or agency
other than the Office of the Administrator or a constituent unit,
the Civil Service Commission must also determine that such person
is eligible for such employment. The finding of the Administrator
and the determination of the Civil Service Commission, if any, shall
be mad.e a part of the official personnel folder of the person eoncerned.

When the employment of any person whose employment has pre-
viously been so terminated is proposed, the Director of Personnel
shall immediately advise the Security Officer.

The Security Of6cer shall, after such investigation and inquiry
as he deems necessary, including the securing of an eligibility
determination from the Civil Service Commission when this is re-
quired, reeommended to the Administrator that (1) the person not
be reemployed or (2) the finding required. above be made.

EMP1OYEES ON POINI IV ASSIGN'IAENTS

Security investigations in connection with overseas assignments
under the Point IV program are arrangetl by the Foreign Operations
Administration and the reports of investigation are evaluated by that
ageney. OA employees on domestic Point IV assignments are subject
to these security regulations.
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Appendix l-Orgonizotions within lhe Purview of EO tO45O

In promulgating EO 10450, the President has reiterated the prineiple
that all persons seeking the privilege of employment or privileged to be
employed in the departments and agencies of the Government shall be
adjudged by minimum standards and by procedures which are mutually
eonsistent among the departments and agencies of the Federal Govern-
ment. Membership in, af;filiation with or sympathetic association with,
auy organization designated pursuant to this Executive Order is but
one of the factors by which a department or agency shall reach its deter-
mination as to whether the employment or retention in employment
in the tr'ederal service of the person being investigated is clearly con-
sistent with the interests of the national security.

The Executive Order provides that the Department of Justiee shall
furnish to the heads of departments and agencies current information
as to those organizations which are within the purview of EO 10450.

These organizations are listed below:

Communist Party, f'r.S.4., its subdivisions, subsidiaries and affiliates
Communist Political Association, its subdivisions, subsidiaries aud

affiliates, including:
Alabama People's Edueational Assoeiation
Florida Press and Educational League
Oklahoma L.leagrle for Political Education
People's Edueational and Press Association of Texas
Yirginia I-,league for People's Education

Young Communist League

Designotion of Orgonizotions in Connection
wirh the Federsl Employee Security Progrom

Abraham Lineoln Brigade
Abraham Lincoln School, Chieago,
Action Committee to Free Spain
American Association for Reconstruction in Yugoslavia, Inc.
American Branch of the Federation of Greek Maritime llnions
American Christian Nationalist Party
Ameriean Committee for European'Workers' Relief
American Committee for Protection of Foreign Born
Ameriean Comrnittee for Settlement of Jews in Birobitljan, Inc.
American Committee for Spanish Freedom
American Committee to Survey Labor Conditions in Europe
Americarr Committee for Yugoslrrv Relief, fnc.
American Corurcil fot a f)emocratic Greeee, formerly known as the

Greek Ameriean Council; Greek Americau Committee for National
Unity

American Council on Soviet Relations
American Croatian Congress
American Jewish I-rabor Couneil
Amelican League Against War and. Fascism

to/14/57 Pogo t3
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American Lreague for Peace and Democraey
American National I-,abor Party
American National Socialist l-,teague
American National Socialist Party
American Nationalist Party
American Patriots, fnc.
American Peace Crusade
American Peace Mobilization
American Poles for Peace
American Polish Labor Council
American Polish League
American Rescue Ship Mission (a project of the United American

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

Russian Institute for Cultural Relations with the Soviet Union
American Russian fnstitute, Philatlelphia
American Russian Institute of San Franciseo
American Russian Institute of Southern California, Ios Angeles
American Slav Congress
American'Women for Peace
American Youth Congress
American Youth for Democracy
Armenian Progressive League of America
Assoeiated Klans of America
Association of Georgia Klans
Assoeiation of German Nationals (Reichsdeutsehe Vereinigung)
Ausland-Organization tler NSDAP, Overseas Branch of Nazi Party
Baltimore Forum
Benjamin Davis Freedom Committee
Black Dragon Society
Boston School for Marxist Studies, Boston, Massachusetts
Bridges-Robertson-Schmidt Defense Committee
Bulgarian-American Peoples League of the Unitetl States of Ameriea
California Emergency Defense Committee
California Labor School, Ine., 321 Divisadero Street, San Francisco,

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

as Central Couneil of American Croatian 'Women, National Coun-
cil of Croatian Women

Central Japanese Assoeiation (Biekoku Chuo Nipponjin Kai)
Central Japanese Association of Southern Califoinia
Central Organization of the German-American National Alliance

(Deutsche-Amerikanische Einheitsfront)
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Cervantes Fraternal Society
China Welfare Appeal, Inc.
Chopin Cultural Center
Citizens Committee to Free EarI Browder
Citizens Emergency Defense Conference
Citizens Committee for Harry Bridges
Citizens Committee of the Upper West Side (New York City)
Citizens Protective League
Civil I-:iberties Sponsoring Committee of Pittsburgh
Civil Rights Congress and its affiliated organizations, including:

Civil Rights Congress for Texas
Yeterans Against Discrimination of Civil Rights Congress of New
York

Columbians
Cornite Coordinator Pro Republica Espanola
Comite Pro Derechos Civiles

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

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

Committee to Aid the Fighting South
Committee for Constitutional and Political Freedom
Committee to Defend the Rights anrl Freedom of Pittsburgh's

Political Prisoners
Committee for the Defense of the Pittsburgh Six
Committee for a Democratic Far Eastern Policy
Committee for Nationalist Action
Committee for Peace and Brotherhood Festival in Philadelphia
Committee for the Protection of the BilI of Rights
Committee to Uphold the Bill of Rights
Committee for World Youth Friendship and Cultural Exchange
Committee to Defend Marie Richardson
Committee for the Negro in the Arts
Commonwealth College, Mena, Arkansas
Communist Party, U.S.A., its subdivisions, subsidiaries, and affiliates
Communist Political Association, its subdivisions, subsidiaries and

affiliates, including:
Alabama People's Educational Association
Florida Press and. Ed.ucational League
Oklahoma League for Political Education
People's Educational and Press Association of Texas
Yirginia League for People's Education

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

(See Committee to Abolish Discrimination in Maryland)
Congress of American Revolutionary 'Writers

Congress of American Women
Congress of the Ilnemployed
Council on Afriean Affairs
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Council of Greek Amerieans
Council for Jobs, Relief and Housing
Council for Pan-American Demoeracy
Croatian Benevolent Fraternity
Dai Nippon Butoku Kai (Military Virtue Society of Japan or

Military Art Society of Japan)
Daniels Defense Committee
Daily Worker Press Club
Dante Alighieri Society (between 1935 antl 1940)
Dennis Defense Committee
Detroit Youth Assembly
East Bay Peaee Committee
Elsinore Progressive l-,league
Emergency Conference to Save Spanish Refugees (founding body

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

Families of the Baltimore Smith Act Victims
Families of the Smith Act Victims
Federation of ltalian War Veterans in the U.S.A. Ine. (Associaziote

Nazionale Combattenti Italiani, Federazione degli Stati Uniti
d'America)

tr'innish-American Mutual Aid Society
Florida Press and Educational League (See Communist Political

Ass,ociation)
Freedom Stage, fnc.
Frederick Douglass Educational Center
tr'riends of the New Germany (Freunde des Neuen Deutschlands)
tr'riends of the Soviet Union
Garibaldi American Fraternal Society
George W'ashington Carver School, New York City
German-American Bund (Ameril<adeutscher Volksbund)
German-American Republican League
German-American Vocational League

(Deutsche-Amerikanische Berufsgemeinschaft)
Guardian Club
Harlem Trade Union Council
Hawaii Civil Liberties Committee
Heimusha Kai, also known as Nokubei Heieki Gimusha Kai, Zaibel

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

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

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

ciation)
Holly'r,vood'Writers Mobilization for Defense- 
Hungarian-American Council for Democracy
Hungarian Brotherhoorl
Idaho Pension Union
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Independ.ent Party
(Seattle, Washingtorr)
(See Independent People's Party)

fndependent People's Party
(See Independent Party)

Industrial Workers of the World
International l-:abor Defense
fnternational 'Workers Order, its subdivisions, subsidiaries aud

affiliates
Japanese Association of America
Japanese Overseas Central Society (Kaigai Dobo Chuo Kai)
Japanese Overseas Convention, Tokyo, Japan, 1940
Japanese Protective Association (Recruiting Organization)
Jefferson Sehool of Social Science, New York City
Jewish Culture Society
Jewish People's Committee
Jelyish People's Fraternal Order
Jihyoku Iinkai (The Committee for the Crisis)
Johnson-Forest Group

(See Johnsonites)
Johnsonites

(See Johnson-Forest Group)
Joint Anti-Fascist Refugee Committee
Joint Council of Progressive Italian-Americans, Inc.
Joseph Weyderneyer School of Social Seience, St. Louis, Missouri
Kibei Seinen Kai (Association of U.S. Citizens of Japanese Ancestry

who have returned to Ameriea after studying in Japan)
Knights of the White Camellia
Ku Klux Klan
Kyffhaeuser, also knorvn as Kyffhaeuser League (Kyffhaeuser Bund)

Kyffhaeuser Fellorvship (Kyffhaeuser Kameradschaft)
Kyffhaeuser War Relief (Kyffhaeuser Kriegshilfswerk)
Labor Couneil for Negro Rights
I-rabor Research Association, Inc.
Labor Youth League
League for Common Sense
League of American Writers
Lictor Society (Italian Black Shirts)
Macedonian-American People's League
Mario Morgantini Circle
Maritirne I-.labor Committee to Defend Al l.,annon
Maryland Congress Against Discrimination

(See Committee to Abolish Diserimiuation in Marylancl)
Massachusetts Committee for the Bill of Rights
Lassachusetts Minute Women for Peace (not connected with the

Minute \\romeu of the U.S.A., Inc.)
Maurice Braverman Defense Committee
i\{ichigan Civil Rights Federation
Michigan Council for Peace
Michigan School of Social Science
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Nanka Teikoku Gunyudan (Imperial Military Friends Group or
Southern California War Veterans)

National Association of Mexican Americans (also known as Associa-
cion Nacional Mexico Americana)

National Blue Star Mothers of America (not to be confused with the
Blue Star Mothers of America organized in February 1942)

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

(a Conference called by the Committee for a Democratic Far
Eastern Policy)

National Council of Americans of Croatian Descent
Natioual Clouncil of Arnerican-Soviet Friendship
National I'ederation for Constitutional Liberties
National Labor Conference for Peace
National Negro Congress
National Negro l-labor Council
Nationalist Action League
Nationalist Party of Puerto Rico
Nature Friends of Ameriea (since 193ir)
Negro Labor Victory Committee
New Committee for Publications
Nichibei I(ogyo I{aisha (The Great Fujii Theatre)
North Americau Llornmittee to Aitl Spanish Democracy
North Americarr Spanish Aid Committee
Northwest Japanese Association
North Philadelphia Forum
Ohio School of Social Sciences
Oklahoma Committee to Defend Political Prisoners
Oklahoma League for I'olitical Edueation (See Communist Political

Association)
Original Southern I(lans, Incorporated
Paeific Northwest Labor School, Seattle, Washington
Palto Alto Peace Club
Partido del Pueblo of Panama (operating in the Canal Zone)
Peace Information Center
Peace Movement of Ethiopia
People's Drama, Inc.
People's Educational Association (Incorporated under name I-los

Angeles Ed.ucational Association, Incl.), also known as People's
Educational Cerrter, People's University, People's School

People's Educational and Press Association of Texas (See Comrnunist
Political Association)

People's Institute of Applied Religion
People's Programs

(Seattle, Washington)
People's Radio I'oundation, Inc.
People's Rights Party
Philadelphia l-,labor Committee for Negro Rights
Philadelphia School of Social Scicnce and Art
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Photo League (New York City)
Pittsburgh Arts CIub
Political Prisoners' Welfare Committee
Polonia Society of the IWO
Provisional Committee on I-,latin American Affairs
Provisional Committee of Citizens for Peace, Southwest Area
Provisional Committee to Abolish Discrimination in the State of

I\{aryland
(See Committee to Abolish Discrimination in Maryland)

Progressive Gernran-Americans, also known as Progressive Gorman-
Amerieans of Chicago

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

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

veterans of Russo-Japanese War)
Samuel Adams School, Boston, Massachusetts
Santa Barbara Peace Forum
Schappes Defense Committee
Schneiderman-Darcy Defense Committee
School of Jewish Studies, New York City
Seattle Trabor School, Seattle, 'Washington

Serbian-American Fraternal Society
Serbian Vidovdan Council
Shinto Temples (limited to State Shinto abolished in 1945)
Silver Shirt Legion of Ameriea
Slavic Couneil of Southern California
Slovak \\rorkers Society
Slovenian-American National Council
Socialist Workers Partr,, ineluding American Comrnittee for Euro-

pean Workers'Relief
Sokoku Kai (Fatherland Society)
Southern Negro Youth Congress
Suiko Sha (Reserve Officers Association, Los Angeles)
Syracuse Women for Peace
Tom Paine School of Social Science, Philadelphia, Pennsylvania
Tom Paine School of Westchester, New York
'Irade Union Committee for Peace

(See Trade Unionists for Peace)
Trade I]nionists for Peace

(See Trade Union Committee for Peace)
Tri-State Negro Trade Union Council
IJkrainian-American Fraternal Union
Union of American Croatians
United American Spanish Aid Committee
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United Committee of Jewish Societies and Landsmanschaft Federa-
tions, also known as Coordination Committee of Jewish Lands-
manschaften and Fraternal Organizations

I]nited Committee of South Slavic Americans
United Defense Council of Southern California
United Harlem Tenants and Consumers Organization
United May Day Committee
United Negro and Allied \reterans of America
Union of Nerv York Veterans
Veterans of the Abraham Lincoln Brigade
Veterans Against Disicrimination of Civil Rights Congress of Nerv

York (See Civil Rights Congress)
Voice of Freedom Committce
Walt Whitman School of Social Science, Newark, New Jersey
Washington Bookshop Association
Washington Committee to Defend the BilI of Rights
Wa,shington Committee for Democratic Action
Washington Commorrwealth F ederation
Washington Pensiorr Union
Wisconsin Conference on Social Liegislation
Workers Alliance (since April 1936)
Yiddisher Kultur Farband.
Young Commuuist League
Yugoslar American Cooperative Home, Inc.
Yugoslav Seamen's Club, fnc.
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Section 3

EQUAT EMPTOYITAENT OPPORTUNITY

This section is abstracted from the HHFA Policies and Proceclnres
for Equal, Employment Opportunitg irr government employment, as
established under the authority of Executive Order 10925 of March 6,
1961, and the regulations of the President's Committee on Equal Em-
ployment Opportunity. It promulgates the policies and procedures
lvhich are to govern employment activities in the Central Office.

POUCY

It is the policy of the Housing and Home Finance Agency to assure
that equal opportunity in employment, consistent with applieable law
and Federal employment regulations, shall be afforded to all qualiffed
persons. No agency ofiicial shall discriminate against any employee or
applieant for employment because of race, color, ereed or national
origin. In addition, a positive program shall be pursued to broaden
employment opportunities for members of minority groups and to
utilize fully the skills and talents of all citizens.

CONTINUING REVIEW OF EMPIOYMENT POTICY

The head of each constituent unit and the General Counsel, shall
review employment policies and. practices within their respective areas
to insure eonsistency with the spirit and the letter of the Executive
Order and shall take positive measures to eliminate any discrimination,
direct or indirect, disclosed through sueh review. Such measures shall
include a requirement that in active recruiting programs for positions
at all levels of employment positive efforts shall be mad.e to recruit
minority group candidates.

TNFORMAL D]SCUSS]ON AND SEITI.EMENT

The presentation of grievances alleging discriminatory employment
practices, for the purpose of informal settlement, shall be actively en-
couraged to the end that the spirit of the Executive Order shall be
preserved by voluntary Agency aetion. Nothing in this regulation shall
be construed to prohibit a supervisor, or a Deputy Employrnent Policy
Offfcer, before the filing of a complaint pursuant to the provisions
herein, from discussing grievances of this nature with an employee or
an applicant for employment. However, all such employees or appli-
cants for employment shall be advised of the existenee of these formal
complaint proeedures and in no instances shall sueh an employee or
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applicant for employment be discouraged from pursuing such formal
procedures.

DESIGNAIION AND DUTIES OF IHE EIIAPTOYAIENT PO1ICY OFFICER

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

(2) The Employment Policy Officer advises the Administrator with
respect to the preparation of policies, proeedures, rules, regulations,
reports and other matters dealing with the exclusion and prohibition
of discrimiuation under the Executive Order. He also appraises the
personnel operations of IIHFA at regular intervals to assure continuing
conformity to the policy expressed in the Executive Order and recom-
mends to the Administrator such action as may be required.

(3) The Employment Policy Officer is responsible for the processing
of aII complaints of alleged discrimination in personnel matters within
IIHFA and. makes recommendations to appropriate atlministrative offi-
cials for such correetive measures as he may deem necessary.

(a) The Employment Poliey Officer consults with the Presid.ent's
Committee or its staff concerning methods, techniques, policies, pro-
eedures and regulations for making effective the nondiseriminatory em-
ployment policy and in seeking guidance and advice with respect to
proposed disposition or resolution of eomplaints.

(5) The Employment Policy Offieer keeps a complete ffle on eaeh
complaint processed in HHFA.

OESIGNAIION OF DEPUIY EIUTPIOYilENT POUCY OFFICERS

The Deputy Commissioners of the Community Facilities Administra-
tion and the Urban Renewal Administration have been designated as
Deputy .Employment Policy Officers in their respective areas. The
General Counsel has been designated as Deputy Employment Policy
Officer for all units of the OA in the Central Office.

wl{o ,t^AY HtE A COrlrlPtAlNr

Any aggrieved employee or applicant for employment who believes
he has been discriminated against because of raee, color, creed or na-
tional origin, may ffle a written signed complaint. The complaint must
be fiIed in quadruplicate within 90 days from the date of the alleged
discrimination unless such time is extended by the Employment Policy
Officer, a Deputy Ernployment Policy Officer, or the Executive Vice
Chairman of the President's Committee, for good cause shown. The
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complaint may be submitted by an authorized. representative of the
aggrieved individual. Each eomplaint shall:

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

(2) Disclose the specific aetion or personnel matter about which
complaint is made.

(3) Itlentify the position involved, its grade, and the unit or office
in which located.

(4) Itlentify the offieial responsible for the action, if known.
(5) Give the date of the action.
(6) Contain all factual information which the complainant may

have to support the allegation of discrimination.
(7) Set forth the relief to which the complainant feels he is entitled.

CO}IPLAINI PROCEDURES

(1) It is preferred that Form EEO-F-2, Complaint Form, be used
to file a complaint. IIowever, a written complaint which is not on Form
EEO-F-2 is aceeptable if it contains the appropriate information.

(2) Complaints may be filed with a Deputy Employment Policy
Officer, the Employment Policy Officer, or the President's Committee.

(3) Complaints filed with the Employment Policy Officer, or re-
ferred to him by the Executive Vice Chairman, may be processed by
him but ordinarily will be referred to the appropriate constituent unit
in which the complainant is employed or seeks employment, for ap-
propriate action. If the complainant is employed or seeks employment
in the immediate Office of the Administrator, the complaint may be
referred to the General Counsel for appropriate action.

(4) Complaints referued to the General Counsel by the Employment
Policy Officer or filed with the General Counsel, shall be processed
by him.

(5) Complaints filed with or referred to the Deputy Commissioners,
Community Facilities Administration or lJrban Renewal Administra-
tion, may be processed by them or referred to any other Deputy Em.
ployment Policy Officer in the constituent agency or unit in which the
complainant is employed or seeks employment, for appropriate action.

(6) Complaints filed with the President's Committee may, pursuarrt
to its regulation, be refened to the Employment Policy Officer for
eonsideration, or may be processed by the Executive Vice Chairman.
The latter may also assume jurisdiction of any case pending before
HHFA where he considers it necessary or appropriate in order to
achieve the purposes set forth in the Executive Order.

(7) A copy of all complaints filed with HIIFA shall forthwith be
transmitted to the Executive Vice Chairman by the officer with whom
it is filed. Where complaints are filed with a Deputy Employment
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Policy Officer, he shall also forthwith transmit a copy of the complaint
to the EmploSrment Policy Ofticer.

(8) Ate incomplete complaint shall be returned to the complainant
for completion with a written notice of the specific reasons for re-
turning it.

ACIION BY THE HHFA

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

(2) Whenever necessary or appropriate for a full development of
the case, the investigation shall inelude an appraisal of employment
practices in the organizational segment or unit in which the alleged
discrimination occuued.

NEGOTIATION AND SEIITEIIAENT

(1) After completion of the investigation, the Officer processing the
complaint shall make an effort to dispose of the matter informally.
All information developed by Agency investigation and pertinent to
the complaint shall be made available to the complainant iu the form
of a written statement except to the extent that the Executive Vice
Chairman determines that any investigative report or portions thereof
shall not be disclosed for reasons of national security.

(2) It a settlement of the complaint is negotiated by a Deputy Em-
ployment Policy Officer he shall within 10 days file a report with the
Employment Policy Officer containing the information required in
Report to the Pres,id,ent's Committee (this Section, page 7). The report
of a successful negotiation shall also eontain the signed concurrence of
the complainant.

(3) If the informal negotiations do not result in a settlement, the
complainant shall be inforrned in writing of his right to a hearing. In
connection with this notice he shall be supplied with a statement of
the reason for the Agency action in denying his complaint. If the com-
plainant desires a hearing, he must submit a written request for same
within 10 days after reeeipt of the written notification of his right to
a hearing.

I{EARING

(1) A hearing shall be held at the written request of the complainant
in any case not disposed of by informal means. Hearings shall also be
held. where the Offfcer proeessing the complaint believes that additional
proceedings are necessary in order to clarify the issues. The hearing
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shall be held by the Officer processing the complaiut or someone desig-
nated by him, at a convenient time and. place. The notification of a
hearing date must be received by the complainant at least 15 days in
advance of the date selected.

(2) At such hearing, the HHFA shall produce any witnesses under
its jurisdiction, upon a showing satisfactory to the hearing officer of
reasonable necessity therefor, and. the rights of confrontation and
of cross-examination (insofar as may be necessary for a development of
the facts) shall be preserved. The Agency shall develop all facts to
resolve the issues. Any requests for the attendance of necessary wit-
nesses shall be made in writing by the complainant at least 10 tlays
prior to the date of the hearing. The hearing shall be informal and the
hearing officer shall make his proposed finclings and recommended.
conclusions upon the basis of the record before him.

Dls'r,tlgsAt OF COT PIA|NTS

Where a complainant fails to appear at a hearing without gooal cause
shown, or fails within 60 days to furnish requested information or to
otherwise pursue his complaint, or I,vhere the eomplainant requests a
withdrawal of his complaint in writing, the case may be closed, with
appropriate written notice to the complainant. A case may be proc-
essed to eompletion even though a complainant has requestetl with-
drawal. If a eomplaint is dismissed by a Deputy Employment Poliey
Officer, or withtlrawn by rvritten request of the complainant, the
Deputy Employment Policy Offrcer shall within 10 tlays file a report
with the Employment Policy Officer containing the information re-
quired in Report to th,e President's Committee (this Section, page 7).

FINDINGS AND RECO'\AMENDATIONS

(1) In aII cases exeept where a eomplaiut has been settleil by negotia-
tion, findings and recommendations shall be prepared by the Officer
processing the eomplaint. Copies of such findings and recommendations
shall be immediately forwarded to the Employment Policy Ofricer.

(2) The Administrator or the Employment Policy Offieer may refer
a ease to the Executive Viee Chairman for study and recommendations
prior to any decision. The findings and recommendations of the Em-
ployment Policy Officer will accompany such referral.

FINAT DEC]SION AND NOTIFICATION

(1) The Employment Policy Offrcer will make the final d.ecision in
the disposition of all cases where a settlement has not been negotiated
pursuant to provisions hereinbefore set forth, exeept in those instances
in which he has conducted the investigation and matle the findings and
recommendations, in which case the Administrator will make the final
decision. Where the Administrator or the Employment Policy Officer
has refened the case to the Exeeutive Viee Chairman for review and
atlvisory opinion, such final decision may be made only after receipt
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of the recommendations of the Executive Vice Chairman. Further,
such final decisions will be reconsidered whenever reconsideration is
recommended or ordered by the Executive Vice Chairman.

(2) The complainant will receive written notice of the final decision
on his complaint and will also be advised. in such written notification
of his right to secure a review by the Executive Vice Chairman if the
decision is adverse in whole or in part.

(3) Within 5 days after receipt of a written request from the com-
plainant for a review of his case by the President's Committee, the
Administrator or the Employment Policy Officer will transmit a copy
of the complete file on the case to the President's Committee.

(4) Where the complainant is an employee or an applicant for em-
ployment in the Urban Renewal Administration or the Community
Facilities Administration, a copy of the final deeision will be furnished
to the Deputy Commissioner of the appropriate constituent unit.

PROCESS]NG OF COiAPI.AINIS AND II'$E I.IMITATION

Within 30 days from the receipt by HHFA of a complaint, which
meets the standards of this procedure, or within such additional time
as may be allowed by the Executive Viee Chairman for good. eause
shown, the HHFA will process the complaint and the Employment
Policy Offfcer will submit to the Executive Vice Chairman a report on
disposition of the complaint. Where a hearing is held the report on
disposition of the complaint will be submitted to the Executive Vice
Chairman within 60 days after the receipt thereof.

nEvlEw

Pursuant to the Regulations of the President's Committee on Equal
Employment Opportunity :

(1) The Executive Vice Chairman will aecept for review any case
coming within the purview of Part II of Executive Order 10925, Non-
discrimination in Government Employment, upon the written request
of the eomplainant made to the Employment Policy Officer. Such
request must be made by the complainant within 30 days of the date
of the final decision by the Administrator or the Employment Policy
Of,fieer, unless the Executive Yice Chairman shall waive sueh time
limitation upon good cause shown.

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

(3) In connection with his review, the Executive Vice Chairman
may secure such additional information, hold such hearings, make such
findings and issue such recommendations and orders, as may be ueees-
sary or appropriate.
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PROCESSING OF COI\ilPIAINIS BY EXECUTIVE VICE CHAIR'IiAN

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

RIGHT TO COUNSEL

Parties to any of the aforementioned proceedings shall have the right
to be accompanied, represented, and advised by counsel, or by any other
qualifi ed representative.

REPORI IO THE PRESIDENI'S COMiiIIIEE

The Employment Policy Officer will submit to the Executive Vice
Chairman a report of the final disposition of each complaint processed
by HHFA. The report wiII eontain the following:

(1) A copy of the complete case record, if requestett by the Executive
Vice Chairman.

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

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

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

(d) A summary of the results of any appraisal of employment
practices and the signiffcant facts disclosed by the investiga-
tion and any hearings.

(e) A statement describing disposition of the complaint. If the
complaint was withdrawn, the reason for rvithdrawal should
be ineluded.

(f) The date of disposition of the complaint.

DISSEMINAI]ON OF INFORMAIION

On all employee bulletin boards, inclutling those used to announce
Federal examinations and job opportunities, shall be posted: (a) a
copy of the EEFA Policies and, Proceilu.res on Equal Employnrent
Opportu,nity, antl (b) a copy of the poster announcing the HHFA
Policies anil, Procedures on Equal Em,ployment Opportunifgl, including
the names and. addresses of the Executive Vice Chairman of the Presi-
dent's Committee, the Employment Policy Officer, and the Deputy
Employment Policy Officer.

PENDING CASES

These procedures shall also apply to cases
Order 10590, as amended, and the regulations
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Section 4

E'IAPIOYEE GR]EVANCES

The following policies and proeedures for the consideration and atl-
justment of dissatisfactions antl difrerences arising in the working rela-
tionships between an employee and his superyisor, or between employees,
or from other eauses of employee dissatisfaetion, reflect the provisions
of Exeeutive Order 10988 and the Civil Serviee Commission's Stand-
ards; they shall be used in consideration and adjustment of grievanees
of covered employees (see COVERAGE, below) of the Office of the
Aclministrator and constituent units (hereafter referretl to as Agency).

DEFINITIONS

Informal Gr,i,eaance-The point at whieh a matter becomes an informal
grievanee oecurs when an employee's feelings of dissatisfaction with
working conditions or relationships beyond his eontrol are expressed,
on the employee's own initiative, to his supervisor, personally and./or
by a representative of the employee's own ehoosing, orally and/or iu
writing.
Formal Grieaance-The point at whieh a matter becomes a formal griev-
ance oceurs when it:

1. Cannot be resolved. informally at the level of the supervisor, and
2. Is not covered by other HHFA programs for reconsideration, and
3. fs presented in writing on the employee's own initiative, by him

or by a representative of the employee's own choosing, to a higher
atlmiuistrative level for reconsideration.

COVERAGE

Employccs and Grievonccr Covcred

The provisions of this Section apply to all employees and to all types
of grievances except in the circumstanees described under Erclusinns.

Exclurions

The procedures in this Section are not to be used to review:
1. Questions of policy.

2. Allegations of discrimination prohibitetl by the Agency poliey on
Equal Employment Opportunity, (which shall be processed in
accordanee with the procedures described in Section 2-1-3);
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3. Adverse actions-Discharge, separation for more than 30 days,
furlough without pay, and retluctions in rank or compensation
(see Section 2-7-5) ; for those aetions which are taken at the elec-
tion of the Agency after a elassification decision by the Ageney or
the Civil Serviee Commission, see Section 2-2-3;

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

5. Position elassification appeals (see Section 2-2-3) ;

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

7. Aetions taken under Agency security procedures and Executive
Order 10450. (See Section 2-l-2) ;

8. Reduction-in-force actions ;

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

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

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

POUCY

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

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

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

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

Genrrcl

lnitiotlon by Employoer

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

fiming

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

Frcedom of Porticipontr

Aggrieved employeees, their representatives and witnesses, and the
Agency's representatives and witnesses, will be free from restraint,
interference, coercion, discrimination, and reprisal, in connection with
the presentation of grievances.

Employecs' Reprcsenloliver; Witnesrer

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

Oftcio! fimc

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

Gcncral Rerponribilirics of Supcrvisorr ond Highcr Authoriry

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

1. Fully and impartially consider all the facts of the grievance;
l Throughout the remainder of this Section, relerence to "employee" in the singular form

is iuteuded to include more th8n one employee in cases where a grievance is initi&ted joiatly
by a group ol employees; reference to "represent&tive" or "rvitness" in the singular Iom is
int€nd€d to permit th€ u8e of more than one repre8entative or more than one witnees by the
employm and/or the Agency.
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2. Take into consideration the employee's viewpoint, the viewpoints
of others concerned, aud the interest of the Agency. (Such con-
sideration may include, as necessary, pertinent communication
with any or all persons concerned, as well as with appropriate
higher authority or any other appropriate Agency officers) ;

3. Adjust the grievance or render a decision otherwise as soon as
practicable. In case of an unavoidably extended delay in effecting
an adjustment or reaching a decision otherwise, he is expected. to
periodically furnish information as to the estimated date of com-
pletion of his responsibilities in the matter to the employee and
to others concerned.

Concultotion with Dircctor of Personnel

At any point in the procedure prior to the final decision on an em-
ployee's grievance, the employee or others concerned may discuss the
grievance informally with the Direetor of Personnel in an efrort to
arrive at a satisfactory adjustment.

lnitiol Aclion (lnformol Grievsnce Level)

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

The supervisor shall observe the instructions outlined under Generol
Responsibilities of Superuisors and, Higher Authority, and shall make
every efrort to settle the matter informally.

Subrequent Action (Formol Gricvonco lcvel)

Gricvoncc Review Ofi cer Derignotionr

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

Grievance Review
Employee Category: Officer:

Employees reporting d,irectly to the
Administrator or the Deputy Administrator
Employees reporting d,irectlg to a Com-
missioner, Office head, or equivalent
Other Central Office employees, including
field employees assigned to the Audit
Division, Compliance Division, Community
Disposition Progrom, or Relocation Site

Administrator

Administrator

Appropriate Com-is-
siouer, Office head, or
equivalent
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Employrc'r Wrilt.n Prescntotion

The grievance must be submitted in writing, with a copy to the Di-
rector of Personnel. Each written request for review of a grievance
must contain:

1. The employee's name, grade, title, and duty station ;

2. The name and address of the employee's representative, if any;
3. A clear, speeific, detailed statement of the issue or cause of action

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

4. Any evidenee available in support of the grievance;

5. A clear statement of the remedial action or relief sought;
6. A statement of reasons why the employee believes that the remedial

action or relief sought should be granted:
7. A summary of the disposition of the grievance at the informal

level; and

8. A statement as to ,lvhether the employee wishes to take advantage
of the opportunity to make a personal presentation to a hearing
officer to be selectetl by the employee from a panel of at least 3
employees designated by the grievanee review officer on an ail hoc
basis. Failure to requ,est a personal presentation bef ore a hearing
oficer wil,l, be considereil a waiuer of such personal presentation.
Personal presentations will be afforded exeept when impractical
by reason of unusual loeation or other extraordinary circum-
stances.

Exclusivc Employcc Orgonization Porlicipotion

fn a unit in which an employee organization has been granted exelu-
sive recognition, that organization shall be promptly notified in writing
by the Director of Personnel of its right to have someone present at
discussions between employees and management in the course of griev-
ance proceedings that have passed the stage of informal discussion,
making clear that this right to be present will not be permitted to impair
the right of the employee to hand.le his own grievance, in his own way,
if he wishes, and to choose his own representative.

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

Sclcction of Heoring Oftccr

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

The grievance review officer shall notify the employee in writing of
the designation of the ad, hoc panel and of the employee's respousibility
to intlicate his seleetion in a written reply to the grievance review
officer.

Copies of the notification of the designation of the ad, hoc panel, and
of the employee's selection, shall be furnished by the grievance review
officer to the employee's and Agency's representatives, the Director of
Persounel, the selected hearing officer, and-in the cireumstances de-
scribed under Erclusiue Employee Organization Participatiom-to the
employee organization coneerned.

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

Heoring OfEcer Rerponribilitier

Gencrol

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

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

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

3. Recording the proceedings of the personal presentation; and

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

The foregoing responsibilities are amplified as follows:

Arrongemcnts for the Perronol Prcrentalion

The hearing officer shall keep in toueh with the employee, and the
employee's and Agency's representatives, and-in the circumstances de-
scribed under Erclusiue Employee Orgaruization Participatioro-with
the employee organization concerned, regarding all phases of the presen-
tation, and assure that aII parties are informed of arrangements and
developments with respect to the presentation.

Prior to, and during the course of the conduct of the presentation,
the hearing officer may request, and as a result be furnished, appropriate
guidanco and assistauce by the employee and the employee's and
Agency's representatives in order to insure an effective presentation.
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The hearing offieer should set a reasonable period of time for the
selection of witnesses, conduct of the presentation, and eompletion and
submission of the record of the presentation and the report of the hear-
ing officer.

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

A eonference preceding the presentation should take place, during
which the employee, the employee's and Ageney's representatives, and
the hearing officer should strive to reaeh agreement on the issues to be
raised during the presentation, and the role of each prospective par-
tieipant should be elarified for the benefit of all concerned.

The employee, and the employee's and Agency's representatives, will
inform the hearing offieer and each other of the number and identify of
representatives expeeted to be present during the presentation.

Sclcction of Witnersas

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

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

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

Conduct of thc Prercntotion

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

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

In the event of the unexpected absenee of persons seheduled to be
present at the presentation, or whenever in the opinion of the hearing
officer it appears appropriate, the hearing officer may reeess, reconvene,
or terminate the presentation. Requests for stays in the presentation
will be granted by the hearing offieer only on presentation of good and
sufficient reasons for postponement of the presentation, or for reeess
tluring the eourse of the presentation. Whenever a presentation is re-
eonvened, it will be eonsidered as part of the same presentation, unless
in the opinion of the hearing offieer the presentation should be ean-
eelled and a new presentation initiated.

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

The presentation shall be eondueted so as to bring out pertinent faets,
including the production of pertinent reeords.

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

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

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

While diseussion "off-the-record" will be permitted at the diseretion
of the hearing officer, the official summary or transeript will indieate,
for clarification purposes, the nature of any "off-the-recorcl" discussion.

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

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

Record of lhe Presenlolion

The hearing officer shall provide a written summary or transcript of
the presentation, including all pertinent documents submitted to him
for his consideration.
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The summary or transeript shall be signed by the parties concerned,
with such exceptions as they submit in writing.

The hearing officer shall furnish copies of the summary or transcript,
including any exceptions, to the employee, the employee's and Agency's
represeutatives, the grievance review officer, and-in the circumstances
described under E r clu,siu e E mpl oy e e O r g ani a at i o n P ar t icip at io n-to the
employee organization concerned.

Report of thc Heoring Ofiicer

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

-in the circumstances described under Erclusiae Employee Organiaa-
tion P articipation-the employee organization concerned.

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

Grisvonce Review Ofiicer Action

The grievanee review officer shall observe the instruetions outlined
under General Responsibilities of Su,peruisors and, Htgher Au,thoritg,
and shall consider the entire record, and secure such additional informa-
tion as he feels necessary, including, at his initiative, or in response to
requests, diseussions with any or all parties concerned, in arriving at
his decision.

The decision of the grievance review officer shall be in writing and
addressed to the employee. Copies of the deeision shall be furnished the
employee's and Agency's representatives, the Director of Personnel,
and-in the circumstances described under Erclusiue Employae Organi-
zation P ort icipation -the employee organization concerned.

Employee Grievonce File

When action on an employee's formal grievance has been completed,
the grievance review officer shall forward all pertinent grievance docu-
ments to the Director of Personnel.

The Director of Personnel shall establish and maintain custody of a
fiIe which shall include copies of :

1. The written complaint of the employee;

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

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

4. Written summary or transcript of the presentation;
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5. Report of the hearing omcer;

6. Documentary evidence considered in resolving the grievance;

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

8. The grievanee review officer's decision.

sUB'EQUENT RESORI IO ADV]SORY AREIINATION

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

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

EMPTOYEE APPEALS OF ADVERSE DECISTONS

PURPOSE

The following policies and procedures for use in employee appeals of
adverse actions reflect the provisions of Executive Order 10987 antl the
Civil Service Commission's regulations ; they shall be used in appeals
by covered employees (see COVERAGE, below) of Office of the Admin-
istrator and constituent units (hereafter referred to as Agency).

COVERAGE

Employccr Covcrcd

The provisions of this Section apply to any career, career-conditional,
overseas limited, indefinite, or term employee in a position in the com-
petitive service who is not serving a probationary or trial period; and
any employee having competitive status and occupying a position in
Schedule B under a non-temporary appointment.

Ernployccr Nol Covcrcd

The provisions of this Section do not apply to a reemployed annuitant,
an employee occupying a position in the competitive service under a
temporary appointment, an employee whose appointment is required
by the Congress to be eonfirmed by or made with the advice and eonsent
of the U.S. Senate, an employee currently serving a probationary or trial
period, an employee in a position outside the competitive service other
than provided under Em,ployees Couereil, or an employee serving under
a term appointment upon expiration of his term appointment.

Advcrc Actions Covcred

The adverse actions covered are discharge, suspension for more than
30 days, furlough without pay, and reduetion in rank or compensation
(including such a reduction taken at the election of the Agency after a
classiffcation decision by the Agency or the Civil Service Commission.)

Resignations, optional retirements, and requested reductions in rank
or compensation are also considered adverse actions when employees
charge that such actions were secured by duress, intimidation, or decep-
tion.

Advcrro Action: Not Covcrcd

The provisions of this Section shall not apply to decisions of the
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Civil Service Commission, actions taken pursuant to specific instructions
from the Commission, reduction-in-force actions, or actions taken under
Public I-"raw 733 (81st Congress), and any other similar statute which
authorizes an Ageney to take suspension or separation action without
regard to Section 6 of the Act of August 24, 7912, as ameniled, or the
provisions of any other law.

Allegotionr of Dircriminotion

If, during the course of an appeal, an employee alleges that the ad-
verse decision was based in whole or in part on discrimination because of
raee, ereed, color, or national origin, the review of that allegation shall be
made under the provisions of Seetion 2-1-3.

Other issues raised by the appeal will be adjudicatetl under the pro-
visions of this Section, and a deeision against the employee shall not be
made until a determination has been made on the issue of diserimination.
However, a decision in favor of the employee may be made without
waiting for settlement of the issue of diserimination.

HEARING

Notice of Propored Adverse Action; Contents

When a notiee of proposed adverse action is issued to an employee
covered by this Seetion, zueh notiee, in ad,ilition to information requireil
by pert'inent Ciuil Seraice regulations, shall inform him that:

1. The proeedures in this Seetion will be made available to him;
2. In atldition to his right to reply personally and in writing to the

notiee of proposed. ativerse action, he has a right to and may re-
quest a full and fair hearing on the proposed adverse aetion, per-
sonally, or through or accompanietl by any employee or nonem-
ployee selected by him as his representative;l (An opportunity
for a hearing, or a request for a hearing, may be denied only when
the Administrator determines d, hearing to be impracticable by
reason of unusual location or other extraordinary circumstanees.)

3. This will be his only opportunity for a hearing in the Agency in
connection with the proposed adverse action or action pursuant
thereto;

4. The employee's request for a hearing must be in writing addressed.
to and received by the offieer issuing the notice of proposed adverse
action within 10 ealendar days following the employee's receipt of
the notice; and should specify the name and address of the em-
ployee's representative, if any;

5. A requested hearing will take plaee before a hearing offieer and, in
order to insure fairness, impartiality, and objeetivity, the hearing

l Throughout the rem&inder of this Section, referenee to "representstive" or "witness" in
the singular form is intended to permit the use of rnore thsn oue representativg or more thaa
ono witness by the employee etrd,/or the Agency.
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Levels of Adverse Action Initiation/Decision, and Appeal Reviewr/Decision

The following table identifies the offieers responsible for: (1) adverse action initiation/decision, and (2) appeal re-
view/decision for the various groups of employees:

Employee
Notice of Proposed Ad.verse Action
from, Employee Reply (if any) to,
and Notice of Ad.verse Decision from:

Employees reporting tlirectly
to the Atlmiuistrator or the
Deputy Administrator

All other Central Office
Employees

Field Employees assigned to:
Autlit Division
Complianee Division
Community Disposition Staff
Reloeation Site

Administrator

Director of Personnel

Administrator

Assistant Administrator
(Atlministration)

Assistant Administrator
(Administration)

!c
to
a
a,

lt
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Direetor of Personnel
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offfeer will be seleetetl by the employee from a panel of at least 3
employees designated by the Administrator on an ail, hoc basis;

6. 'Witnessesl who have direct knowledge of circumstances and fac-
tors [earing on the case may be called by him and the Ageucy to
testify at the hearing;

7. One or more Agency offieials will represent the Agency at the
hearing;

8. The hearing record and findings will be

(a) made available to the employee and his representative, and

(b) given full and fair consideration prior to an Ageney decision,
and in the event that such decision cannot be made prior to
any specific effective data stipulated in the notice of proposed
adverse action, the employee will receive a written amendment
to the notice, extending the effective date beyond the date a
decision is rendered; and

9. In a case where the adverse aetion against him consists of his re-
duction in rank or eompensation stemming from a classification
decision of the Agency or of the Civil Service Commission, he has
a separate right of appeal, under Title V of the Classification Aet
of 1949, as amended, either to the Agency first and then to the
Commission, or directly to the Commission. fn order to preserve
any retroactive benefits in the event of a favorable decision on a
elassifieation appeal: (a) the initial appeal must be filed with the
Commission or the Agency within 30 calendar days of the em-
ployee's reeeipt of downgrading or loss of compensation, and (b)
any further appeal from the Agency's decision must be ffled with
the Commission within 30 calendar days after the appeal decision
is reeeivetl or within 30 calendar days after the effective date of
adverse action, whichever is later.

Adminictrotor't Dcrignotion of Ad Hoc Pqnel

IJpon timely receipt of an employee's request for a hearing, the offieer
issuing the notice of proposed adverse aetion will request (with a copy
to the employee and. the employee's and Agency's representative) the
Administrator to design&te, on an ail, hoc basis, a panel of at least 3
employees, each of whom would be qualified and available to serve as
hearing offieer if selected as such by the employee requesting the hearing.
Therefore, the ad, hoc panel must not include anyone responsible for
reviewing or acting on the pertinent proposal or decision to take adverse
action, or for reviewing or acting on the report of the hearing officer.

Employcc's Selcction of Heoring Ofiicer from Ad Hoc Panel

The offieer issuing the notice of proposed adverse action will promptly
1 llhroughout tho remeind€r of this Section, reference to "representetive" or "witnesa" ia

the Bingul8r form is intended to permit the use of more than one representative or more th&n
one witne88 by th€ employee and/or the Agency.
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forward the names of the panel to the employee (with a copy to the em-
ployee's and Agency's representatives) notifying the employee that:

1. The requested hearing will take place;
2. The employee should select the hearing officer of his ehoiee from

the panel designated by the Administrator;
3. The employee's selection must be made known to the officer issuing

the notiee of proposed adverse action within 3 work-days following
receipt by the employee; of the notice listing the panel;

4. The selected hearing offieer will be in touch with the employee,
and the employee's and Agency's representatives, regarding all
phases of the hearing, ineluding arrangements for witnesses, and
time, plaee, and conduct of the hearing.

Heoring Oftcer Notilled of Sclection

On reeeipt of the employee's selection of a hearing officer, the officer
issuing the notice of proposed adverse action will notify the hearing
offieer (with a eopy to the employee, and the employee's and Agency's
representatives) thal :

1. He has been selected as hearing officer by the employee from a
panel of names designated by the Administrator;

2. The procedures in this Section will be made available to him;
3. The Ageucy will promptly make available to him all pertinent

files and information;
4. He is responsible for carrying out the iustructions of this Section

as they pertain to hearing officers, and is delegated authority to
administer oaths or affirmations in connection with the hearing in
accordanee with 5 USC 16a.

Heoring Oftcrr Rerponribiliticr

The hearing officer shall observe the following instructions regarding
arrangements for the hearing, selection of witnesses, conduct of the
hearing, record of the hearing, and report of the hearing officer,

Arrongomcnls for the Heoring

The hearing offieer shall keep in touch with the employee, and the
employee's and Agency's representatives, regarding all phases of the
hearing, and assure that all parties are informed. of arrangements and
developments with respect to the hearing.

Prior to, and during the course of the conduct of the hearing, the
hearing officer may request, and as a result be furnished, appropriate
guidance and assistance by the employee and the employee's ard
Agency's representatives in order to iusure an effective hearing.

The hearing officer should set & reasonable period of time for the selec-
tion of witnesses, eonduct of the hearing, and completiou and submission
of the record of the hearing and the report of the hearing officer.
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The hearing shall be held whenever practicable near the employee's
Iocality of work, as determined by the hearing officer.

A pre-hearing conference should take place, during rryhich the em-
ployee, the employee's and Agency's representatives, and the hearing
officer should strive to reach agreement on the issues to be raised during
the hearing, and the role of each prospeetive participant should be clari-
fied for the benefit of all eoncerned.

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

9election of Wilncsses

fn considering requests for witnesses from the employee, and the em-
pLoyee's and Agency's representatives, and in considering calling any
additional witnesses he may wish to hear, the hearing officer shall assure
that witnesses include only those who have or are likely to have a rele-
vant bearing on part or all of the hearing; that all requests are con-
sidered, and that witnesses are available and informed that their testi-
mony will be under oath or affirmation-prior to the start of the hearing.

Insofar as administratively practicable and when requested by the
hearing officer after consideration of requests from the employee, and
the employee's and Agency's representatives, employees of the Agency
wiII be made available to the hearing officer as witnesses. When the
Agency determines that it is impracticable to eomply with the request
of the hearing officer, the hearing officer shall promptly notify the em-
ployee and the employee's representatives to that effect, and the
Agency's reasons for the declination will be included in the report of
the hearing officer; the Agency's reasons for the declination will also be
ineluded in the employee's appeal ffle, should he file for and be accorded
an appeal.

Employees of the Agency made available as witnesses shall be con-
sidered to be in a duty status during the period of their service at the
hearing.

Conduct of rhe Heoring

If the hearing officer determines that a verbatim transcript of the
hearing is necessary, he is responsible for making advance arrangments
for such facilities. In the absence of a verbatim transcript, the hearing
officer shall accurately summarize all relevant testimony given at the
hearing, obtain written concurrence in the summary by the parties con-
cerned, and ineorporate the summary in the reeord of the hearing.

In the event of the unexpected absence of persons seheduled. to be
present at the hearing, or whenever, in the opinion of the hearing officer,
it appears appropriate, the hearing officer may recess, reconvene, or ter-
minate the hearing. Requests for stays in the hearing will be grauted
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by the hearing officer only on presentation of good and sufficient reasons
for postponement of the hearing, or for recess during the course of the
hearing. Whenever a hearing is reconvened, it will be eonsidered as part
of the same hearing, unless in the opinion of the hearing of8cer the
hearing should be cancelled and a new hearing initiated.

Testimony of witnesses shall be under oath or affirmation.
Whenever appropriate, the hearing officer may administer the oath

or affirmation to participants as a group.
fnasmuch as the employee requests the hearing, his presentation or

that of his represr.ntative shall precede the Ageney's presentation.

The hearing shall be eondueted so as to bring out pertinent faets in-
cluding the admission of pertinent reeords.

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

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

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

'While discussion " off-the-record " will be permitted at the hearing
offieer's discretion, the official transcript or summary will indicate, for
elarification purposes, the nature of any t'off-the-recordt' discussion.

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

Witnesses, in presenting their testimony, shall be assured. freedom
from restraint, interference, coercion, discrimination, or reprisal.

Rccord of thc Hcoring

The hearing offieer shall provide a written transcript or summary of
the hearing, including all pertinent documents submitted to him for his
consideration.

The transcript or summary shall be signed by the parties concerned,
with such exeeptions as they submit in writing.
a/l/a5 ?agc 7
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The hearing offieer shall furnish copies of the transcript or summary,
ineluding any exceptions, to the employee, the employee's and Agency's
representatives, and (through the officer issuing the notice of proposed
adverse action) the Agency offieial making the decision on the adverse
action.

Rcport of thc Hcoring Ofiiccr

The hearing officer shall report in writing his findings of fact (through
the offieer issuing the notice of proposed adverse action) to the offieial
making the decision on the ad.verse action. The report shall be accom-
panied by a statement supporting the hearing officer's reasons for in-
cluding or not ineluding in his report testimony where the credibility
of witnesses has been a determining faetor. Copies of the hearing of-
fieer's report shall be furnished the employee, and the employee's and
Agency's representative.

APPEAL

Noticr of Advc:cc Decirion; Contonlg

An employee is entitled to appeal under the Agency appeals system
from a decision by the Agency to take adverse action against him, and
an employee's properly filed appeal will be accepted and processed in
accordance with the appeals system.

'When a notice of deeision to take adverse action is issued to an em-
ployee covered by this Section, such notice, in aild,ition to information
requireil by pert'inent Ciuil Seruice regulations, shall inform him that :

1. He has a right to appeal in writing to the appropriate appeals
officer (see "Levels of Adverse Aetion Initiation/Deeision, and
Appeal Review/Decision" of this Section), and also inform him
where he may obtain information on how to pursue his appeal;

2. His appeal must set forth clearly the basis for the appeal;
3. IIe may file his appeal at any time after the notice of adverse

decision, but not later than 10 calendar days after the effective
date of the adverse action.l This time limit may be extended, at
the discretion of the Agency, upon a showing by the employee that
circumstances beyond. his control prevented him from filing an
appeal within the prescribed time limit, or for other reasons
deemed sufficient by the Agency;

4. If he appeals initially to the Agency, he may in addition, but not
concurrently, appeal to the Civil Service Commission from the
same adverse decision. If he elects to appeal initially to the
Agency within the time limit prescribed by the foregoing para-
graph, he will be entitled to appeal to the Commission under its
regulations only after, but not more than 10 days later than, his
receipt of the notice of the final Agency appeal decision. If he

"employee" in rel&tiotr to an appeel incluiles terminatetl employees who
appeal under these procedures.
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elects to eppeal to the Commission within the same time limit
preseribed by the foregoing paragraph, he forfeits his right of
appeal to the Agency. If his appeal to the Ageney is not com-
pleted within 60 days after filing, the employee may elect to
terminate the Agency appeal by appealing to the Commission.

A copy of the notiee to the employee will be furnished the appropriate
appeals officer.

Appcch Oficcr Rcrponribiliticr

Prorcntotion of Appool

Upon the timely written presentation of an appeal by an employee,
the appeals officer shall secure all available pertinent files and records
from the officer issuing the notice of decision to take adverse action.

The appeals officer shall assure the employee:
1. Freedom from restraint, interference, coercion, discrimination, or

reprisal;
2. The right to be aceompanied, represented, and advised by a rep-

resentative of his own choosing; and.

3. A reasonable amount of official time if he is otherwise in an
aetive duty status.

When an employee of the Agency is designated as a representative by
an employee appealing under the Agency appeals system, the appeals
officer shall assure the representative:

1. Freedom from restraint, interference, coercion, discrimination or
reprisal; and

2. A reasonable amount of offieial time if he is otherwise in an active
duty status.

Avoidoncr of Drloy

The appeals officer shall:
1. Establish an informal "target" date for completion of the appeal

proeess so as to insure, rvhenever possible, that a decision is issued
to the employee within 60 days from the date the employee fiIed his
appeal;

2. Give full, impartial, and expeditious consideration to each appeal;

3. Take steps to prevent unreasonable delay by the employee in
pursuing his appeal; and

4. Process each appeal with dispatch.

Tcrmimtion of Appcol

The appeals officer shall terminate an employee's appeal whenever
one of the following conditions develops:

1. The employee requests in writing that the appeal be terminated;
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2. Failure of the employee to proseeute when he does not furnish
required. information of a reasonable nature and duly proceed
with the advancement of his appeal. In this case, the appeals
omcer shall provide at least three work days' advanee written
notice to the employee, with a copy to the employee's representa-
tive, giving reasons for intention to terminate the employee's
appeal. Notwithstanding the requirement for termination of an
appeal for the employee's failure to prosecute when he does not
furnish required information, the appeals offieer in sueh cases
may adjudicate the appeal if the information is sufficient for that
purpose. The appeals offieer wiII not reopen a elosed appeal ex-
cept in his discretion upon a showing by the employee that cir-
eumstances beyond his eontrol prevented him from prosecuting the
appeal;

3. If the employee files an appeal to the Civil Service Commission
from the same adverse decision and the Commission aeeepts the
appeal for adjudication; upon receipt of offieial information to
that effect, the appeals officer will furnish written notiee to the
employee, with a copy to the employee's representative, giving
the reason for terminating the employee's appeal.

Dcsrh of Apprllonl

In the event an employee dies after proper filing, and prior to ad-
judication of his appeal, the appeals officer shall;

1. Process to completion and adjutlicate the appeal;
2. If appropriate, initiate corrective action on sueh appeal; this may

include cancelling the adverse action, and amending the Ageney's
records to show retroactive restoration and. continuance on the
rolls to the date of death.

Appcllorc Rcview

The review of each appeal by the appeals officer shall include, but
shall not be limited to, a review of :

1. The issues of fact;
2. Complianee with the Agency and Commission procedural require-

ments for effecting the adverse action.

Appolhrc Dccirion

The appeals officer, after considering the eutire appellate record, will
make a decision in which he may:

1. Sustain the previous deeision to take adverse action; or
2. Motlify the previous decision by substituting a less severe action;

or
3. Reverse the previous decision.
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Notico of Appelloto Drcirion

The appeals officer shall notify the employee promptly, in writing,
with a copy to the employee's representative, and the Agency official who
made the decision on the adverse action, of :

1. The decision on the employee's appeal ; or

2. The termination of the employee's appeal; and

3. Any appeal rights the employee may have under the Civil Service
Commission's regulations.

Employer Appeol Filc

'When an employee fiIes on appeal under the Agency appeals system,
the appeals officer shall establish a permanent employee appeal file,
apart from the employee's official personnel folder, containing all per-
tinent documents relating to the appeal, including copies of the:

l. Notice of proposed adverse action;
2. Employee's reply, if any;
3. Administrator's determination and. reasons for not granting a

hearing when one was requested but not granted;

4. Reasons for impracticality of availability of Agency employees
to the hearing officer as witnesses;

5. Written transcript or summary of the hearing, including any
exeeptions, and all pertiuent documents submitted to the hearing
officer for his consideration;

6. Report of the hearing officer;

7. Notice of adverse decision;

8. Employee's appeal;
9. Notice of the final Agency appeal decision.
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PERSONNEL RECOSDS TN OPERATING OFF]CES

Authorization to l)lilintuirr the t)ers()r)nel records described in this
Section is limited to those offieds which ere cuthorized to submit
I€quests for personnol aetion direetly to tho Personnel Branch. This
will normally be the Division level.

This Section does uot requiro that personnel records be kept in
opereting offices, but does proseribo tlie bnly aeeeptablo system when-
ever it is decitled tlrat such records ore rrecosgary.

Pefsonnel records kept in operating offices slioultl be uradc avrileble
to all supelvisory ernpl-oyees.

In keeping rvith governrnent widg regulations a1d O,.A. pgligy, per-
sonnel records kept in operating offices are lirnited to the following:

( 1) Employee Record FiIe consisting of :

(a,) Posi.tion Identif.cation Strip, Stnndard I'ornr 7tl, aud
(b) Entployee Bccord Card,rOpti<urnl Forur 4b1

(2) Position Descriptions File.
lll?toY3l tgconD FtLt

The Employee Record tr'ile, a visible pockel, type, is courposed of the
Position ldenti.fi.cation Strip for each established poaition together
with the Employee Becord, Card lor each employee occupying euch
po$ition. Dividel cards are to be rrsed to identify established organi-
ational levels. Like organizatiorral entities may be headed by cards
of one color, another a, secoud color, etc.

If desired, the Employee Record FiIe can be used as a handy
contt'ol for pending persotrnel actiotts. Three bv five cards or pe1lei
slips can bd insertEd in the appropriate visible file pocket showrng
the usual necassary control information such as the Standard tr'orm 52
eontrol number, einployee or applicant name, nature of action, date
forwarded. etc. The insert cari be nlaced verticallv in the DroDer
Position lhantificati,on $tri,p lor all ^actions not reqriiring the-es6b-
lishment of a new positiou or placed horizontallv so that it covers the
position irrforuratibu- part of-a blarrk Positi,oi ldentif,cation Sbri,p
when a position is to be established.
Porrlion ,d6nrincofion Sltip, Stdndord kitm 7D

It Poaittan ld,enti,fuation Stri.p, Dxhibit 2-1-6-A, is prcpared for
each sllocsted positiou'showinp the position title. number. rnd sereico
ond grade. Iltual abbrcviatioirs shiruld be used'for poBiiion titles to
pcrmlt ineertion in the sface provided.

The strips are filed irr ihe following mar)ner:
( 1) By organizational utrit (Branch, Section, or Unit)
(2) Within each orgauizational unit by:

(a) Classification service
(b) Gradr--from highest to lorvest.

The filing order of the Standard X'orms 7d will, of course, determine
the older oT fiting the employee record cards. Posi.tion ldentif,cati,on
Btri,ps should be teruoved from tlre file and clestroyed rvhen positions
are cancelled.

Blank Posi.tiotr. Idenfficat'ion Btrips rnay be usetl to indicate the
ceiling tvailable for the estnblishment of positious.
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The Errupl,oyee Becord Card,rExhibit 2-1-6-A, is intended for use by
operatingbfficials as a basis for initiating personnel actions, recording
tiaining"and qualifications, and noting cb'mmendation and rirany othoi
personn"el iterirs which make up tholersonnel job of the op6rating
official.

The card should be prepared initially in operatings offices from the
emnlovee conv of the Notificatinn of Persamwl Acti,on. Standard
F'oimio. Sirbsequent entries should Iie hand-written in ink from the
employee's copy of t}rre Notifiaation af Peraonmel Acti,on; the Payroll,
Cha,nge Blap,-Standard Form 1126; and the Personnel Branch copy
of the Noti.ce of Perform,m.ce Bati,ng, X'orm H-117. Personal and
qualifications information may also bo entered from information ob-
thined from the employee of official records. The card is filed by
inserting it in the appropriate Position ldenti,fuati,on Strip.

Emplbyee Becord Card,s for employees either transferred or sep-
arated from the operating office should be destroyed
POSIIION DESCRIPTION FIIE

The position description file provides information in connection
with the official duties and responsibilities of each position.

The position description file should contain one copy of the position
description for:

(1) Each active budgeted position.
(2) Each inactive potition, i. e. established positions which are not

provided for in the current budgeted organization, but which it
is not considered advisable to cancel because of the possibility
that they will be requiretl in the foroseoable future,.

Position descriptious for additional identical positions should not be
included in the file.

Copies of position descriptions should be filed by major organiza-
tional segments in trvo separate groupings-one for active budgeted
positions and one for inactive positions. Within each group, position
ilescriptions should be filed by grade, from highest to lowest.

When new budgeted positions are established, a copy of the position
description should be placed in the nctive portion of the file.

As active positions are designated as inactive, the posiiion descrip-
tion should be removed from the active portion of the organizational
file and placed in the inactive portion of the file.

Perioilically, the inactive file should be screened to determine those
positious which no longer meet the criteria for inclusion as inactive
nositions. Action shouTd be taken to cancel such nositions. Position
tescriptions for positions which nre cancelled shou'ld be removed from
the files ancl destroyed.

2:l-6

Employec Recotd Cotd, Optionol Form 4b

Pagc 2

Peruoancl Rccords in Opcrcting Oficcr
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2-1.9

Section 9

ROUTING OF FIETD PERSONNET ACTIONS IN THE CENTRAT OFFICE

Regional Office personnel aetions which require Central Office ap-
proval are sent to the Division of Personnel. In addition to the regular
administrative and. budgetary clearances, appointment actions in the
Regional Community Facilities, Urban Renewal, and Legal Branches
shall be routetl to counterpart Central Office organizations for review
and approval.

The heads of the counterpart organizations or their designees shall
intlicate their approval by initialing item K (5) of Part II of Standard
Form 52, Request for Personnel Action. All personnel aetions shall be
returued to the Division of Personnel no later than two working days
after their receipt in the counterpart orgauizations.

9/28/61 Poge I
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Section l0

EMPTOYEE CO,iIPENSATION FOR ON-THE-JOB INJURIES

ARRANGING FOR IREAIMENI FOR INJURIES

Responsibility of Supervisors

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

(1) Except in emergeneies 1 the injured employee in need of first-
aid or medical treatment must be referred to the Medical Officer,
U. S. Public Ilealth Service, Outpatient Clinie, South llealth,
Education and Welfare Bldg., 4th and D Sts. N.'W., Washing-
ton, D. C.; or, the Medical Officer in Charge, U. S. Public Health
Service, Providence Hospital, 1150 Varnum St. N.E., Wash-
ington, D. C.

(2) Form CA-16 or CA-17, Eequest for Treatmeraf, must be used to
seeure treatment.

Claim for reimbursement for transportation expense incurred for
the purpose of securing treatment may be submitted on Standard Form

1 In cases of an emergency nature or cases involving unusual circumstances the Bureau of
Employees'Compensation may in the esercise of its discretion authorize treatment at other
than th€ facilities listetl.

S/4/61 Poge I

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

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

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



2-t.r 0 Employee Compenrotion tor On-fhedob lniurier

1012 by the injured employee for consideration by the Bureau of Em-
ployees' Compensation. If an ambulance is requirecl, ordinarily the
ambulance company will fiIe a claim for reimbursement with the
Bureau of Employees' Compensation.

Responsibiliry of Administrarive Ofices

Within 48 hours after an aceident, the administrative of6ce shall
follow up to make certain that Form CA-Z, Official, Superuisor's Report
of Injurg, is completed. by the supervisor, and that Form CA-1, Notice
of Injury, is completed by the injured employee, or by someone for
him. These forms shall be completed even in case of minor injury where
no medical treatment is necessary. Failure to do so may result in
denial of the employee's claim if the injury requires subsequent
treatment.

The original of Forms CA-1 and CA-2 shall be sent to the Division
of Personnel for forwarding to the Bureau of Employees' Compensa-
tion. AII other forms required in individual cases shall also be for-
warded to the Division of Personnel, in duplicate, except Form CA-16
or CA-17, for which only a duplicate shall be forwarded. Duplicate
copies of all forms are filed in the employee's personnel folder.

Administrative offices shall keep a supply of these forms available
at all times.

Employees Who Refuse llledicql Attenrion

If an injured employee does not avail himself of needed medical
attention, the supervisor shall notify the Administrative office, which
shall immediately advise the employee, in writing, of the possibility of
loss of compensation benefits if subsequent complications develop from
the injury.

Employees lniured ln Oftciol frovel Slotus Awoy From Duty Posl

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

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

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

(3) Contact his supervisor or administrative offiee as soon as possible
for appropriate authorization for medical treatment. The em-
ployee may not sign an authorization for his own treatment.

1 Administrative offices shall, as occasion requires, distribute current lists of Unitetl States
hospitals etrd outpatient clinics and designated physiciaus to employees whose duties require
them to travel.

Poge 2 8/4/61



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

Whenever loss of salary in involved, the employee's supervisor shall
insnre the eompletion of Form CA-4, Claim for Compensation on Ac-
count of Inju,rg, in duplicate, and shall forward. it to the administrative
office for submission to the Division of Personnel.

Enployec Compenrotion For On-lhe-Job lniuries 2-t-10

COIIIPENSATION

USE OF TEAVE BY E'\'IPIOYEES IN ]NJURY CASES

If the injured employee's tlisability does not extend beyond the day
on lvhich the injury was reeeived, no charge against leave shall be made.
Any absence thereafter which results from the injury may at the discre-
tion of the employee be charged to (1) sick or annual leave, in lieu of
compensation, or (2) leave without pay in order to claim compensation.
Before making a tlecision, the administrative office shall fully inform
the employee as to the disadvantages or advantages of each course of
action. Extended leave without pay, in excess of 22 working days,
shall be grantecl in accord.ance witb procetlures iu Section 2-7-6.

INJURIES CAUSED BY IHIRD PARIY

" Third party" cases are those in which a party other than the United
States may be liabie to pay damages for the iujury or death of a Federal
employee. The Government must be reimbursed for all medical and
disability compensation payments disbursed on behalf of an injured
employee if he recovers d.amages upon a third party claim. Therefore,
employees should bear in mind the importance to the Agency of the
proper handling and reporting of third party cases.

Employees and their supervisors share responsibilty in insuring that
administrative offices make certain the Division of Personnel is informed
promptly of accidents involving third parties, in ord.er that appropriate
action may be taken by the Agency with the Bureau of Employees'
Compensation (Subrogation Branch of the Offlce of the Solicitor). This
notification should be sent to the Division of Personnel along with
Form CA-2, and all other pertinent information, such as statements from
witnesses, police reports, comments from the official superior which
might assist in making a determination as to third party responsibility,
etc.

To insure careful screening of cases which have potential merit as
third party cases, employees should be aware of the following basia
factors to be considered.:

(1) Is a person other than the United States (i.e. another Govern-
ment vehicle or a co-employee) involvetl in the accident?

4/22/63 Poge 3
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Is a party other than the United States possibly liable for the
or death in question? Consicler the follorving:
(a) 'Willful or negligent violation of a duty owed to the iujured

employee. This might be either tht-: commission of an act or
the failure to act when the circumstances so required.

(b) Defective premises, materials or equipment, espeeially if the
latter is furnished by vendors rrnder Government contract.

(c) Financial responsibility of tire third party. Does he have
insurance coverage? This information is of the greatest
importance. If there is no insurance, or facts conceruirrg
insuranee cannot be obtained, what other property or assets
does the third party orvn I Where the negligent aet rvas
caused by an employee 'while rvorking for his employer:,
obtain the above information about the employer as well.

(tl) Seriousness of the injury sustained. What was the length of
absence frorn duty ? What were the medical expenses, and
what are the probable future expenses ? Is the injury of a
nature which may result in some permauent defect or in-
volve possible future disability?

(e) Cause of the injury. Follorving arc some types of cases
which often must be rejected as third party cases:

1. Attacks by dogs unless the owner maintails a home-
o.wner's policy which covers this hazard ; also, unless
the injury is serious and disabling for more than
three days or results in substantial medical expense.

2. Cases of slipping and falling oil ice or snow unlcss it
appears that the owner of the premises knew of the
dangerous condition and had ample opportunity to
correet the condition.

3. Assaults by co-employees.

fn cases of injury involving an automobile accident r, administrative
offices shall, as soon as possible after: the accident, make every effort to
secure names and addresses of, and statements from, all rvitnesses, as
well as copies of the local police report of the aceident.

Injured employecs are cautioned against furnishing the thilrl party
or any representative of his insurance carrier with any information
or signed statements which might materially prejudice the employee's
claim. Similarly, employees are advised not to sign documents authoriz-
ing such persons to review medical and other reports in the Bureau's
file or in the Agency's fiIe, at least until the employee has receivcd
proper legal advice either from the Bureau's Subrogation Branch or
from his own attorney. Under no circumstances should an employee
execute a general release and settle his third party case without first

1 fn reportiug acciilents involving Goverlrneqt-owned vehicles, or private vehicles being
used for ofrcial trovel, the procedure ilescribed iu Section 6-9 trrust be employeil.

Poge 4 4/22/6t
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consulting either the llureau's Subrogation Branch or his own attorney
concerning the adequacy of the settlement. The Bureau may require, in
cases of third party injuries, that the employee assign to the Govern-
ment his right of action against such person, or to prosecute action
against the third party. If damages are recovered in excess of benefits
paid by the Bureau, the excess is retained by the employee.

'Whenever an injury in which ary of the factors d.iscussed above, or
auy other circumstances, indicate the actual or potential existence of a
third party case, all available information pertaining to the case shall,
as soon as possible after it is received, be referred by the Division of
Personnel to the Office of General Counsel for review and advice, prior
to referral to the Bureau's Subrogation Branch.

4/22/63 Poge 5
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Section I I

REQUESTING PERSONNET ACTIONS

Personnel action requests shall be prepared, in triplicate, on Stancl-
ard Form 52, Request f or Personnel Action. The original and one copy
shall be routed to the Division of Personnel. The remaining copy shall
be retained by the originating office until official action has been taken.
Actions involving details or transfers or personnel between offices shall
be initiated by the office requesting the employee.

Standard Form 52 is required whenever an employee moves into or
out of a position, or a new position is to be established. A request is not
required in reporting a change in name; a memorand.um signed by the
employee is suffi.cient. A Standard Form 52 which has been caneelled
may not be reactivated under the original request number. ff a request
is to establish a new position with no intention of immediate recruit-
ment, a new Standard Form 52 must be initiated when the position is
to be encumbered..

Requests for personnel action are revierved. in the Division of Person-
nel for conformance with Civil Service Commission rules and regula-
tions and Agency personnel policies. In addition, the Division of Person-
nel is responsible for securing necessary clearances.

Commitments or final offers regarding employment or promotions
shall not be made until notice is received from the Division of Personnel
that the action has been approved by the appointing officer. No Agency
employee shall encourage an applicant or employee to take any action
on the assumption that the appointing omcer wiII act favorably on a re-
quest for personnel action.

Ilrl/tlNc OF SUB,r^ISSIONS

In order to allow ample time for clearance and processing, personnel
action requests involving recruitment or the establishment of a new
position should be initiated well in advanse of the desired effective date.

Instructions for initiating personnel actions not covered. in this Sec-
tion may be obtained from the Division of Personnel.

PREPARAIION OF SIANDARD FORM 52

Part I. Requesting Office. Fill in all items in this part, except those
inside the heavy lines, as follows:
Name. Show the name in the same way that it appears on present per-
sonnel records or will be used for such records. Enter the last name
first, followed by first and middle names or by one given name and

7/2/62 Poge I
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one initial. If the individual has no middle name, show ((NMN" under
"Middle"; if he has initials only, sholv initial(s), follou,ed by " (No
given name) ".
Birth, Date. Use numerals, for example: "l-27-42." Any discrepancy
as to date of birth should be called to the attention of the Division of
Personnel.

Social Secu,rity Nu.ruber. Insert employee's social security number.
I{ind of Action Requasted. Enter the appropriate standard term (see
below) under : (l) Personnel, if a person is affected by the request;
(2) Position, if a position is affectetl by the request; or under both (1)
and (2) if a request affects both a person and a position.

Appointmetr.f : Any personnel action lvhich adds an employee to the
Agency rolls.
Promotion: A change of an employee to a higher grade.

Reassignm,ent: A change of an employee from one position to another
without promotion or demotion.
Leaue Without Pay: A temporary non-pay status and absence from
duty at employee's request. No standard Form 52 is required if
I-rWOP is not in excess of 21 days.
Return to Duty: A return from a temporary non-pay to a pay status.
Standard Form 52 is not required if the return to duty date is the
same as that specified. on the first notice authorizing non-pay status.
Detail: A temporary assignment of an employee for a specific period
to a position other than the one to which he rvas appointed, rvithout
ehange in his civil service or pay status. A detail which is to be in
excess of 30 days shall be reported on Standard Form 52, exeept as
provided in Section 2-4-5.

Re,imbu,rsa,ble or Non-Reimbu,rsable Loan: A paitl or unpaid detail
of an employee from another Federal agency.

Ertension of Appointment, NTE Dags: An extension of a limited
appointment.
Retirement: A separation of an employee who wili receive civil serv-
ice retirement benefits because of retirement for age disability, or
oplional retirement.
Separation-Transfer: A separation of an employee transferring to
another Federal Agency without a break in service.

Res,ignatdon: A separation at the employee's request.

Death: The date of death shall be shown on the separation request as
the effective date.

Request Number. Beginning with number one each fiseal year, number
in consecutive order, prefixed by code of originating office and the last
trvo digits of the current fiscal year; for example, the first request for
the Urban Renewal Administration for fiseal year 1963 would be:
uR-63-1.
Date of Request. IJse numerals, for example: "1-15-63."
Poge 2 7/2/62
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Proposecl Efrectiue Date: Optional use.

Position Sensitiui,ty. Insert "Sensitive" if position has been previously
designated. sensitive.
Items 75 thru 24. Complete both "From" and "To" blocks if trvo OA
positions are affected; if an accession action or if only one OA position
is involved, use the "To" block alone; if a separation action, use the
"From" block alone.

Position Title and, Nu,mber. For established positions, that is, classi-
fied positions, enter the official class title as shown on Optional X'orm
8, Position Description The organization title, if any, may be shown
in parentheses belo'lv the class title. Horvever, in the case of student
assistant and housing intern positions, the organizational titles
"Housing fntern" or "Student Assistant," as appropriate, shall al-
ways be shown in parentheses below the class title. For proposetl
positions, enter the suggested title.
Pay plan a,nd, Occupational coile, Grade or Leuel, and, Salary. F,or
established Positions, enter series and grade.

Name and Location of Employing Office. Indicate the organization
in which the position is located..

Remarks bg Bequesting Office . Some types of personnel actions require
special justification before they ean be approved (see below "Docu-
mentation of Standard Form 52"). Includc such explanation in this
space, or, if space is insufficient, attaeh a separate memorandum in
duplicate. Also, identify other papers attached to the Standard Form
52 in this space.

Requ.ested by: To be signed by the offrcial requesting the action.
Por Ad,ditional Inf ormation Cq,ll: Insert name of the person to be con-
tacted in case of inquiries relating to the action.
Requ.est Approued By: If the request involves a promotion or an ap-
pointment at GS-7 or above, the signature of the head of the originating
office or his deputy is required. Other requests may be signed by au-
thorized officials in the originating offfce.

Po,rt II . To be Completed,by Dittision of Pcrsonnel.
Part III. (Rcaerse of Form) if Applicable, to be Completed by Em,-
ployee.

The reverse side of the Standard Form 52 may be used by an em-
ployee in submitting his resignation. When an employee resigns by
letter, the signed letter shall be attached to Standard. Form 52. The
specific reason for an employee's resignation shall be obtained, since
the facts und.erlying the resignation may influence his eligibility for
further rights and benefits, such as retirement, reemployment, and un-
employment compensation. Avoid generalized statements such as "per-
sonal reasons" and "ill health." ff an adequate reason cannot be ob-
tained, a statement to that effect shall be made under Part III by the
appropriate of6cial. A formal resignation is not required if the em-
ployee is transferring to another Federal Agency.

7/2/62 Pose 3
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Part IV. Separation Data.

The forwarding address of an employee being separated shall be
entered in this space.

DOCUTIENIATION OF SIANDARD FORTT 52

The following types of personnel action requests, because of their time
limitations, require special justification as well as an estimate of their
duration:

Temporary Appointment
Reimbursable or Non-Reimbursable l-.ioan
Extension of Limited Appointment
Detail

Poge 4 7/2/52
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Section 12

EMPTOYEE-MANAGEAAENT COOPERATION

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

CONFIICIS OF INTEREST

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

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

RECOGNIIION OF EMPTOYEE ORGAN]ZAIIONS

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

Coordinotion wirh rhe Administrolor

Developments with respect to the following matters shall be brought
to the attention of the Administrator 1 for consideration and determina-
tion as to appropriate action:

(1) Information that an employee organization requesting or ac-
corded. recognition by the Agency is allegedly or actually so
subjeet to corrupt influences or influences opposed to basie

--, o. o*"u o"re&fter in this sectio,, the tor, "Aalministrator" incluile' his designees.
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democratic principles that recognition would be inconsistent with
the objectives of Executive Order 10988;

(2) Aileged or actual non-compliance with the Stand.ards of Conduct
for Employee Organizations on the part of an employee organiza-
tion requesting or accorded recognition by the Agency;

(3) Complaints of violations of those prohibited agency management
or employee organization praetices described in Section 3.2 of the
Code of Fair Labor Practices which (a) involve an immediate
or potential strike, work stoppage, slowdown, or related picketing
engaged in as a substitute for any such strike, work stoppage, or
slowdown against the Government of the United States; or (b)
have not been informally adjusted and as a result entail the
serviees of a hearing officer or panel of such officers; or (c) merit
consideration for uniform Agency-wide disposition and.f or
Agency-wide interest;

(4) Immetliate or potential need for employment of an arbitrator,
or approval of an arbitrator's advisory decision or reeommenda-
tion pursuant to Sections 8(b) and 11 of Executive Order 10988;

(5) Requests by employee organizations for reeognition at the
national level;

(6) Development of any basic or initial agreement with an employee
organization as the exclusive representative of employees in a
unit; and

(7) Cause for aetual or potential inapplicability of any section of
Exeeutive Order 10988 (except Seetion 14) pursuant to Section
16 of the Order.

Aurhority ro Deol wirh Employee Orgonizotions

The Division of Personnel shall, with affi.rmative willingness, carry
out the management responsibilities of the Administrator in regard to
relationships with employee organizations, ineluding respond.ing to re-
quests for recognition, the according of such recognition, and consulta-
tion and negotiation, as appropriate.

Requirenenls for Recognition

An employee organization seeking recognition from the Office of the
Administrator, CFA, or URA must furnish:

(1) A roster of its officers and. representatives;
(2) A copy of its constitution and. by-laws;
(3) A written statement atlopting or subscribing to standards pur-

suant to the Standards of Conduot for Employee Organizations;
and

(4) A writteu statement of its objectives.

Atlditional requirements are specified below uniler the headings
ttlnformal Recognitionr" ttFormal Recognition," and ttExclusive

Recognition. "
Page 2 5/8/U
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lnformol R.ecognition

Informal recognition shall be accorded an employee organization
which makes a showing that it represents member employees for whom
it desires recognition, and which does not qualify for formal or ex-
clusive recognition, without regard to whether any other employee or-
ganization has been accorded. formal or exclusive recognition. An em-
ployee organization requesting informal recognition shall submit in
writing the information requiretl above, uncler the heading "Require-
ments for Recognition. "

Formal Recognition

An employee organization requesting formal recognition shall submit
in writing the following information, in addition to that required above,
under the heading "Requirements for Recognition":

(1) A specific deffnition of the proposed. unit in which the employee
organization desires to be recoguized; and

(2) Evitlence that the employee organization has a substantial and
stable membership of not less than 10 percent of the employees in
the unit. An employee organization may request an advance de-
termination of the speciffc type of evidence needed in its case.
The Agency roay, at its option, verify the percentage of member-
ship with an audit by an independent person or organization.

An employee organization may not be aceorded formal reeognition as
the represeutative of its members in a unit when any other employee
organization is qualified for exclusive recognition as the representative
of employees in the unit.

Exclusive Recognition

An employee organization requesting exclusive recognition shall sub-
mit in writing the information required above, uncler the heading
"Formal Reeognition," and in addition, furnish evidence that a ma-
jority of the eligible employees 1 in the proposed unit are members of
ihe employee organization, or have indicated by their written authoriza-
tion (e-.g., by signing designation cards or a petition) that they desire
to be represented by the employee organization.

Election Conditions

'When an employee organization claiming majority support does not
have adequate evidence of majority status, but can provide satisfactory
evidence that 30 percent or more of the eligible employees in an ap-
propriate unit are members of the employee organization or have indi-
tatetl by their written authorization their desire to be represented by
the employee organization, an election in whieh all eligible employees in

t *a *- "elisible employoes' includeB all gmplgyees gIcept @o categories oI employees
listed in Yolume Il, goction 8-2-8, under the subheailing "Membership in Employee Uuit witL
Exclusive Recogaitiou."
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that unit have the right to participate shall be held at the request of
the employee organization seeking exclusive recognition.

Election Procedures

When an election is to be held, aII other employee organizations claim-
ing exelusive reeognition, or requesting or accorded formal or informal
reeognition with respect to any of the employees in the unit involved,
shall be notified by the Division of Persounel of the proposed election.
Notification must be in sufficient time to enable such organizations to
partieipate in the election.

Procedures for the conduct of elections shall be established by mutual
agreement between the Division of Personnel and the employee organi-
zation or organizations seeking exclusive recognition; hor,vever, sueh
procedures shall:

(1) (a) Conform to the provisions of the Federal Personnel Manual,
particularly with respect to the requirement that in order to
be aecorded exclusive recognition, an employee organization
must be chosen by a majority of those eligible employees voting
in a representatiue election; (b) take into consid"eration the
provisions of the Labor Departurent's "Procedural Guide for
Majority Status Determinations" I and

(2) Include appropriate provisions (a) enabling professional em-
ployees to speeifically indicate whether they desire inclusion
in or exclusion from the proposed unit. (No unit may be estab-
lished for purposes of exclusive recognition which includes both
professional and nonprofessional employees unless a majority
of such professional employees vote for inclusion in such unit) ;
and (b) eliminating from the ballot count those ineligible for
inclusion in the proposed unit (See Volume fI, Section 3-2-8,
under the subheading "Membership in Employee Unit with
Exclusive Recognition. " )

Unit Determinqtion

Units for formal or exclusive recognition purposes shall be deter-
mined in accortlance with the provisions of Executive Order 10988, the
Federal Personnel Manual, and Section 3-2-8 of Volume II.

t
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'AUTI{ORITY:FOR THE CIASSIFICATION OF A POltlilON,. ,.

"It is the purpo,se of this Aet to provide a plan for classification
of positions and for rates of basic compensation whereby-

" (1) in determining the rate of basic compensation which an officer
or employeo shall receive, (A) the principle of equal pay for sub-
stantially equal work shall be followed, and (B) variations iri rates
of basio eompensation paid to difrer'ent officers and employ€es shall
bo in proportion to substantial differences in the'diffieulty, responsi-
bility, autl qualification requirements of the work perforrned and
to the eontribution of officers and employees to efficiency and.deor-
omy in the service . "
The Classification Aet further provides that, in its admlnistration,

"there shalL be no discrimination with respect to any person, or with
respect to the position held by any person, on accouirt 

-of 
ser; marital

status, race, ereed, or color.

AOENCY AUTHORITY

The Administrator has authority and responsibility for final aetioB
in classifying'positions up to and-including gratle GS-15, without ob:
taining the prior approval of the Civil Service Comrdission. At th'i)
same time, all positions in the classified service are subject to a periodic'
review by the Civil Service Commission to detemine whether the
agency "is placing positions in classes and grades in conformance
with or consistently with published staudards. " 'When upon review,
the Commission finds that positions are not properly classified under
agency authority, it corrects their classification and such corrections
are binding on the agency. If the Commission finds evidence of will-
ful violations of elassification standarfu it can revoke or suspend the
agency's authority to classify any or all of its own positions.

PERSONNEL BRANCH RESPONSIBITIIIES

The Personnel Branch, Classification Section, is authorized and re-
quired to investigate, review, evaluate, and recommend to the Director
of Personnel, Assistant Atlministrator (Atl.ministration) antl the Atl-
ministrator tho grade and salary classification of Office of the Atlmin-
istrator positions, and to make any necessary presentations and justi-
fications to the Civil Service Commission.

day-to-day actions, the Classiffcation Section
periodic classification surveys to assure thot

Ptr I
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the classifieation of all OA positions is curent and appropriate at all'
times; and for assisting Civil Service Commission position.classiflerg
ia their conduct of post-audit surveys by making available classification
information, records, charts and related material.

It is,tho;tt$onsibiliry of tbo Glassification Seation to pmvide tech-
nical advico to the Administrator and the staff of the OA on classifi-
cation mattere in relation to operating an,il administrative situations.

The Classification Section'is also responsible for participating with
the Civil Sernce Commissiori and consulting with OA subject matter
spbcialists in the development of standards governing the classification
of positions under tho Clxsification Act. '

OPENAfl ilC OFFTGE RESPONSIIILIIIES

No official sr smploye€ of the Agency has the authority to make a
commitment oq the grade of a pmition which has not been classified.
flowever, tho riupervisor of eadh organization unit is respousible for
maintai',ing o coqtinuing .review of the positions under his jurisdiction
aqd. for iaitiating the aetion necessary to insure that all position de-
sciiptions arc ac@rate.and,cunent. Periodieally he wiII be asked
to certify to the Personnel Branch the aecuracy of descriptions for all
positions in his part of the organizatiou. This responsibifily arises
directly {rom the supervisor's general responsibility for making -work
ars{gnments, direeting tho flow of work in his offce and delermining
that eaeh employee is performing his assigned tasks in an orderly and
efficient manner.

When assignments are changed as a result of program or organiration
changes, because of the individual abilities of employees, or for any
other- rbason, tht supervisor should submit fot ciassification new
position descriptions which reflect the changed assigtments. Now
pobitio, tlescriptions need not be submitted for temporary changes iu
asignment which do not exceed 90 tlays.

Pngp:t- ,fi./t
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Section 2

PROCEDURE FOR TTIE CTASSIFICATION OF POSTTIONS

WHAT !S A POSIIION

A position is the full, corrtinuing work assignment determined by
competent authority, usually the supervisor, to be the responsibility
of an iudividual employee. A position corsists of duties and responsi-
bilities; that is, it involves the execution of work assignmeirts and the
exercise of the authority delegated to the employee in cdnnection with
such assignments. Not until the position has been deseribed antl classi-
fied in its proper grade and. series can the administrative oflcials of
OA authorize paSrment for the discharge of .the assigned duties end
respousihilities at a rate determined by law to be eommensurato'with
the diffirulty and responsibility of the job; ,' :,

IHE POSIIION DISIINGUISHED 
'ROI$ 

I}IE INCUMIENT

Each OA employee should understand that it is his pcition whiah
is classified, not his qualifieations for the position. An employee's
qualifications and aptitudes presumably fit him for. the position he
is oecupying and may fit him for a position of greater or different
difficulty and responsibility. It is not neeessarily tnrd, howevbr, that
because he is capable of performing at a higher grad.e level, his cunent
assignment warrants a higher grade. In practiee, as an employee
demonstrates his ability to do more difficult and responsible work,
his supervisor will normally increase his assignment if the work of
the office and administrative considerations perrnit. In sueh & ca,se

the increased duties and responsibilities may support a higher grade
for the position.

USES OF IHE POSITION DESCRIPIION

Because of the importanee of the position description, care'and
thought should be expended in its preparation. The position d$erip,
tion is the vehicle by means of which a position is elassifietl iii its
proper grado antl oeeupational category. Its use extends'beyond this
prooess, however. It is an official supporting doeument for the pay-
roll. It is used by the Employment Staff in the selection and rne-

ferral of individuals qualifieil to ilo the job; and provides executives
aud placement offieers with a sound basis on which to assign. or ro;
assign employees so that the training and experienee they have gained
in pievious jobs can be best applietl.

The supervisor uses the po,sitiou description to aequaint prospective
cmployees with the requirrments of the positibn; and it serves as a
badis ior clear mutual understanding bet&een thd superrisor and the
employee as to what is expected of the latter. In this conneetion, it
becomes a refereuce document in the making of perfomance ratiggs.

The position description is a guide and souree' of information in
,/la{st ?o9r t
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studies mado by the immediate supervisor or higher authority regard.'
ing the flow and. distribution of work in the office; the optimu.m utili-
zation of employee abilities and skills; the realignment of functions
and organization units, in the interest of increased efficiency; and re-
Iated management analyses. Similarly, it serves as a source of infor-
mation for budget planning. i

5rEP5 rN rHE CtASttHCATtON OF A POS|IION

The Classification Act of 1949 and Civil Service regulations requiro
that befort an employee is appointed, promoted, reassigned, demoted,
or trangftirred, a position must have been established in order that the
proper rate of pay may be determined. It is the responsibility of
the supervisor to insure that the position is aceurately described.

. Ptxitions are classified under one of two schedules prescribed by
the Olassification Act: fhe General Schedule (GS) with grades from
l through 18; and the Crafts, Proteetive and Custodial (CPC) with
grades from I through 10. SaIary rates, differing for the two sehedules,
aro attaehed to each grade. They are not flat rates, but provide
for minimum and maximum rates for eaeh grade, with periodic in-
creases ia compensation until the maximum rate is reaehed. Longevity
inereases beyond the normal maximum are allowable under conditions
prescribod. by the Act.

'When an existing position description is found upon r.eview to be
inadequate; or when a eompletely new position is to be established,
tho'following steps are followed. in the-classification of the position:

Drfinirion of Arignrnrnt

Tho supervisor determines the specifie duties and responsibilities of
the position, the kind of authority to be delegated to the incumbent,
his working relationships with fellow employees and with his super-
visor. If the duties of the proposed position are being performed
by an employee, the supervisor discusses it with him to be sure that
there is mutual understanding of the employee's responsibilities.

Pruporotion .of thc Poririon Dcrc:iption

If the position to be classified is filled, the dscription should be
written by the employee. If it is a vaeancy, the description should
bo written by the supervisor directly responsible for the *ork.

The Civil Serviee Commission has issued a Guiil,e for Writfury Posi-
tion Descripftoru, Standard Form 75A, to be followed in writing a
position description. (See Exhibil2-2-2-A.) Copies of this form, the
uso of which is mandatory, are usually available in the administrative
office of each Division,and are always available in the Personnel Branch.
It shoultl be used as a guide in describing the duties and responsibilities
of the position; in every instanee points 1 thruugh 5 must be eovered
in the deseription; 6 is optioual.

'The language of the position description should be as elear, simple,
and direct as possible. General expressions such as " with wide lati-
Pqo 2 3hA/53
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tude," "work of extreme comple_xity,". erroueously thought to be
"classiflcation language," add nothing to the value of the job de-
scription and should be avoided if possible. If used at all, they should
bo followed by specific statements or illustrative examples. Similarly,
if an employee is required to assist another, the character of such
assistance should be specifically stated. For example, an employee
may'assist his supervisor, an Engineer, by typing reports, filing doeu-
ments( reviewing plans and speeifications for design elements, drafting
technical or policy eorrespondence, etc. Clearly these tasliq would be
evaluated at difrerent grades, yet each comes under the general heading
of t tas.qistance- "

tnirioring thr GtoriCcorion Roqucrt

When eompleted, reviewed, and if nece$ary, corrected. by the super-
visor, the position description should be typed, as described below,
and all copies attaehed to the Reqwest for Perwnnel Actian, Standard
Form 52.

Tho position description should be prepared as follows:

(1) Seven copies of the faee sheet and the position description are
needed.

(2) Type ong.copy of t[e'position description on plain bond, the
six remaining copies on tissue.

(S) Type the face sheet as follows:-.tin 
original and one earbon copy on Positinn Descripbi.on,

Standard X'orm 75 (Exhibit 2-2-2-B)
Five carbon copies on plain tissue.

(4) Type the following information on the face sheets:

Space 1: Check "Departmental"
Space 2: trnsert Washington, D. C.
'Spaco 3a: Title, grade and number of superseded position,

if applicable,
Space 8e: Title 4nd grade reeommended for the position by

the initiating office.
Space 9: Organization or working title (optional).
Space 10: Name of employee, if presently employed in O,A

and actually performing the duties and. responsi-
bilities deseribed, otherwise, "Vacancy."

Space 11 : fnsert "Ilousing and llome Finanee Agency, Office
of the Administrator. "

Space 11a: Insert Appropriate Division
Spaces 11b through 11e: Insert appropriate Branch'Section

and unit.
Space 13: Title of immediate supervisor.
Space 14: Title of Division Director or designee.

Space 16: Do not begin typing position description here:
enter the notatiou ','See attached pages."

3/18/*, Pogo 3
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(5) Attach the face sheets to the position desmiptions.
(6) Obtain the following signatures on the two copies faced with

Standard Form 75;
The initials of the official who administratively reviewed

the description prior to submission to the Division Direetor
following the title and grade recommendation in space 8e.

The signature of the employee; if presently employed in
the OA and actually discharging the duties antl responsibili-
ties described in Space 12.

in Space 14.

The signatunes on the position deseription constitute an official certi-
fication that the duties and responsibilities assigned to the position,

: and if it is filled, the duties and responsibilities actually discharged,
are exactly as described in the job sheet.

TEVIEW AND EVAIUAIION BY POSIflON CIAS$TIEN

When the Request for Persannel Actiaql and attached position de-
scription are received in the Personnel Branch, a position classifier re-

. views the position deseription and d.iscuses the job, &s necessary, with
the rrcsponsible atlministrative and. operating offieials. When a,n em-
ployeo is assigned to and performing the duties of the proposed posi-
tion, the position classifier frequently makes a desk audit; that is, he
discusses tho job with the employee and his supervisor to obtain addi-
tional information about it.

After all of the pertinent faets have been obtained., the position
classifier analyzes and evaluates the difficulty and responsibility of
the position and recommends its grade and series classification. In
this he is guided by position elassifieation standards, published by

'the Civil Ser"vice Commission, which define oecupational groups (series)
and grade levels, and preseribe the titles for many kinds of positions.l
Positions which are not covered by published standards are judgeil by
application of criteria established by the Civil Service Commission,
prior Ageney allocations, and by referenee to published standards
{or related. types of positions.

The Classifieation Act expressly forbids the classification of " a
. supervisory position solely on the basis of the size of the group . . . or
other organization unit or the number of subordinates supervised.
Sueh factors may be given effeet only to the extent warranted. by the
workload of the organization unit and then only in combination with
other faetors, sueh as the kind, diffieulty, and complexity of work
supervised, the degree and scope of responsibility tlelegated to the
suiervisor, and the kind, degree, and character of the supervision
aetually exercised."

1 A full set of
tion Section and

Pogr 6

published classiffcation stsnalarals is maintainetl in the Classifca-
is availablo to the operating atafr or roquest,

3h8/ss



Procrdwcr for "thr Clorfficotion of .Poririonr ?'f,.A

TESPO'{S]8TLITY FOR II'C APPNOYAI. OF IHE C]ASSIHCAilON

Tho position description and the classification recourmendation are
forwarded to the Director of Personnel who finally approves or disap-
proves, on behalf of the Administrator and the Assistant Administrator
(Administratiou) all elassification actions in the Crafts, Protective
and Custodial Service and in the General Schedule through Grade 7.

Final approval of classffication recommendations in grades GS-8
through GS-12 is given by'the Assistant Administrator (Administra-
tion) and in grades GS-13 through GS-15, the Administrator.

Positions recommended for the so-called "super grad.es," GS-16,
GS-tr7, and GS-18, must be sent to the Civil Sefrice -Co*-ission foi
allocation; and GS-18 positions can be classified only with the appmval
of the President.

DIsI$BUTION OF AP?TOJED POSITION DESCRIPIIONS

After the.classification aetion has been completed, one aopy of the new
position description (stamped "Offiee 'Copy") is forwardetl to the
initiating office for information and record. purposes; and one to the
employee, if the job is incumberod, for his personal file. A third. copy
is placed in the employee's official personnel file. The original is kept
in the Personnel Branch as the official master copy.

CHANGES IO LOWER GRADE

If a classification aetion results in the change to a lower grade of
an employee, ho is notffied by the Direetor of Personnel, in writing,
30 days before the effeetive date of the change.

CONDIIIONS TO BE ftTET IEK'RE SAIARY C}IANGE BECO'{E EFIECTIVE

Threo conditions must be met before an employee can be paid at the
rate of compensation consistent with the grade of a new position: The
position must be officially classified; the employee must meet the quali-
fleation requirements for filling it; and administrative aetion must be
eompleted, by execution of a Notificathn of Personnel Actibn, Standartl
Form 50, officially placing the employee in the pmition. Salary changes
resultiug from classification aetion are effected at the beginning of the
pay period following the signing of the Standard Form 50, by the
Administrator or his designee, exctpt in the ease of changes to trower
grade, when they beeome effective not less than 30 days following.the
issuanee of notice of change by the Director of Personnel.

O'HER CIASSIFICATION ACTIONS

Thert are two principal types of classification actions in addition to
the allocation of new positions: The establishment of additional iden-
tical (a.i.) positions and the aceomplishment of vice actions.

An, aild,iti,ona,l id,entical position is a position having precisely the
samo duties and responsibilities as those of a current, allocated. position;
precisely the same organizational loeation; and coming under the juris-
iiiction of the same immediate supervisor.

s/ts/s, ?a1t 7
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A. ai,ce oetion is tho means by which an employee is plaaed in a
previously established position. Such an action is valid only when the
position description ie current in every respect; that is, when the title,
organizational location and description, and the statement ofduties and
responsibilitia arr entirely aceurate and adequate.

Both types of action require the eritical review of an existing position
by tho rosponsiblo supervisor and the position classifier, and the sub-
mission and review of the Request for Persontwl, Action, Standard
Form 52, identifying the allocated positioir on which action is proposed
by number, title, and organization loeation. It is not necessary to
prepare a new position deseription for these actiirns. Upon receipt of
tho Standard Form 52, the position classifier holds discussions and
makes desk audits, as necessary, just as he dom for the establishment
of a new position. His approval is signified by initialling and releas-
ing the Standard Form 52 to the Employment Section of the Per-
sonnel Branch, for review of the euiployee's qualifications. ' Fmm
there it is forwarded for the processing of the Natifindbn of Personnel
Action. As in the case of a new position, any salary change ne-
sulting from such action is efrected at the beginning of the pay period
following the signing of the Standard,Form 50 by the Administrator
or his designee.

PTOCEDURE KIR REVIEW OF CTASSIFICATION ACTIONT

Rrvpw by tuprtvitor

In addition, the head of each major organization unit is asked every
year to sign a statement certifying whieh positions he finds aeeurate and
adequate; whieh positions inaeeurate or inadequate; and whieh ones
&rg no longer needed in the organization. At the same time, he is asked
to submit staffing eharts showing curent assignments and reporting
ehannels for all employees; and drafts of position descriptions accom-
panietl by Bequests for Personnnl Actian to replace those which need
to be changed.

Rcviow by lhc Pcrronnel Bronch

The OA is required by regulation to make periodic classifieation
surveys to insure that its positions are eurrently deseribed and properly
allocated in accordance with Civil Servic.e Commission standard,s.
Since it is impossible for the Classification Section to review every OA

Pogo 8 s/18/t3
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position every year, the surveys are eonducted by a sampling method,
in which the certified lists and staffing eharts prepared by the key
supervisors in the agency serve as a guide. The annual review of
selected positions or groups of positions in every organization unit pro-
vides both operating and classifieation staff an opportunity to work
out classification problems before they beeome serious. In elassifica-
tion surveys, position descriptions are submitted in organizational
gmupings for review, evaluation, and recommendation. In other
respects, the procedures followed are the same as those for individual
aetions.

loviow by rfio Gvi! Sowicc Cornrnhricn

Periotlically, tho Civil Service Commission, through its sta,fi of posi-
tion classifiers, reviews the classification programs of all departments
and agencies. Their purpose is to determine whether the spirit and
the letter of the Classification Act are being followed; to work with
tho agencies in the solution of classification problems; and to assure the
proper classification of individual positions.

The Civil Serviee Commission surveys are conducted on a sampling
basis, through desk audits and review of positioir descriptions; and the
procedures are geuerally similar to those followed in OA classifieation
suryeys.

Classiffcation deeisions made by the Commission are bintling on the
oA.

,/1./r, Pogo 9
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Section 3

POgTION CIASSIFICATION APPEAI.S

APPEAI,S TO IHE OA

2-r-3

PROCEDURE

After a position has been classified, if the employee in it believes the
c.lassification is wrong, he can appeal the deeision. The OA has author-
ity to correct its own deeision without referral to the Civil Service
Commiseion. An appeal from an OA classification decision should be
made by forwarding to the Director of Personnel a statement in.
cluding the following information :

(1) A certification that the position description is accurate, or a
pmper revision of the position deseription in question, and

(2) Reasons why the employee believes the position is erroneously
elassified.

In all appeals by Central Office employees desk audits are made.
After discussion and evaluation of the ease the position classffien writes
a report analyzing aII points raised in the appeal, and recommending
a elassification decision. tr'inal action is taken by the Assistant Ad-
rninistrator (Attministration) on positions proposed for classifieation in
GS-12 or below, and by the Administrator on positions proposed for
GS-13 thmugh GS-15.

When a decision has been reached, the employee is notified in writing
by the Dirreetor of Personnel. If the decision is in his favor, the
emoneous classifieation will be comected automatieally.

APPEATS rO Crvtt tERVICE COmilrSSrON

An appeal from a elassification decision may be sent direetly to the
Civil Service Commission; but both the OA and the Commission prefer
that it bo directed to the.agpney first, and that appeals to the Civil
Serviee Commission be forwarded thmugh ageney ehannels.

An appeal to the Commission should be prepared in duplicate and
must include the following information as prescribed. by the Federal
Personnel Manual:

(1) Employeo's name and mailing addr.ess;
(2) I-rocation of official headquartens;
(3) Exact location in the organizational structure of the unit in

which he works;
(4) Present title, grad.e, and salary of his position;
(5) Requested title and. grade or other;elassification actioa;
(6) Complete and &ccurate description of tluties and responsibilitim

performed .(preferably on Staadard Form 75, .filled out in
', accordenco with the instructions in Stantlard Form ?5A) ;

(?) Reasons why employee believes the position is erroneously classi,

7,ha/tt Pcgo I
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fied, or should be bmught under or excluded from'the ClaBdfi-
cation Act; and

(8) Statement of any eonditions or classification standards known
to him whieh affect the appeall

When tho appeal has been prepar.ed, the emfloyee mks his super-
visor to sign the statement of duties and responsibilities if he agre.es
that it is factually correct. The supervisor neither approves no1 dib-
apbroves the appeal,as sueh, and,has no authurity to delay its subfiis-
sion. If he disagrees with any factual statements made, he should not
nign the position description but should submit a signod statemeert with
the appeal eovering the foirlts on which he disagrees. The doauments
should be.forwarded to tho Direetor of Personnel'for transmittal to
the Civil Serviee Commission. (If an employee sende an eppeal dirretly
to the Civil Service,Cor4mission, that agency wiII request the Director of
Personnel to supply the required information and background material.)

Uporr receipt of au appeal from an OA employee, a position classifier
fnom the Civil Service Commission makes the investigations and holtls
the discussions necessary to give him a basis for a fair evaluation of
the position. He may diseuss the peition with the employee'and :his

ffilperviror.

. Tho employee may appeal from this decision by fiIi4g an appeal
within 14 calendar days after receipt of the decisioa Sueh an appeal
is addressed to thc Bdard of Appeils and Review, Civil Service C-om-
mission.

E;rECrlvE DArE OF SATARY CHANOE FOUOWTNG li APprlr DEctdai]tt

lPersonnel actions and. salary changes resulting from position classi-
fication appeals will be made efrective as quickly as possible but not
earlier than the date of the appeal decision, and not later than the
second pay period following an OA decision, or the second pay period
following reeeipt of a Oivil Service Commission decision.

An exception to this procedure occurs (1) if a subsequent effective
date is specffically stated in a Civil Service Commission appeal deeision;
or (2) if the original appeal was fiIed within 30 days aftor r-meipt,of a
written notiee of action lowering ths grade and the Spped,decision
raises the grade. In this case, the eorrective actions are rrtroactive to
tlie date the appeal was ffIed.

APPEAI.S !Y VETERANY 
'TI?ETGI.GE 

TOllllT

In filing position-elassifieation appeals, ernployees entitted to vilterans'
prrferenee may,follow the procedures ontlined in Chapbr 7-L page 33
et seq:, of tho X'ederal Persoimel Manuali Further infomation, and
assistanm on,veterans' appeals can be obtained'from,the, Director of
Pemnnel or the Classification Section.

?".: ? e./ru'r
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Section 2

EIttPtOYA ENT OF RELATIVES

This section prescribes policies governing the employment of relatives
within the OA, CFA, URA, and HHFA Regional Offices. The term
"employee" as used below refers to any employee of one of these ele-
ments of the Agency.

PROPOSED APPOINTMENT OF CI.OSE REI.AIIVES

The children, wivcs, husbands, or parents of employees shall not be
considered for employment.

EMPTOYiAENT OF RETAIIVES OTHER IHAN CI.OSE RETATIVES

Whenever relatives other than the children, wives, husbands or
parents of employees are considered for employment (and if employed,
upon any change in employment status), the selecting official must
assure that the best interests of the merit system are served.

EMPTOYMENT STAIUS FOTTOWING I\AARRIAGE TO AN EMPTOYEE

The marriage of an employee to another employee does not of itself
afiect the retention of either employee. Ilolever, to the maximum extent
consistent with the merit system, assignment of husband and wife in the
same organization unit shall be avoided. In no event shall duty assign-
ments be permitted whereby a supervisor-employee relationship or other
possibility of favorable treatment exists, or may ensue, between such
persons.

REOUESIS FOR EXCEPTIONS

Any requests for possible exceptions to this policy, as for example, in
the case of applicants or employees who are specially qualiffed in occupa-
tional fields in which a manpower shortage exists, shall be forwarded to
the Director of Personnel for consideration.

9/2t/63 Poge I



Administrotive Proctice Hondbook 2-3-3

Choprer 3. Employment

Section 3

TRANSPORTING FEDERAT ENAPTOYEES AND APPOINTEES TO
NEW DUW STATIONS AT GOVERNIAENT EXPENSE

The travel of an employee or appointee to a ne'lv duty station and the
expense of transportation of his immediate family, and of transporta-
tion, packing, crating, temporary storage, drayage, and unpacking of
his household goods and. personal effects may be paid by the Govern-
ment:

(1) When an employee is transferred between permanent duty sta-
tions for the convenience of the Agency.

(2) When a new appointee is transferred. from another Federal
department or agency to a permanent duty station within and
for the convenience of the Agency.

(3) 'When a position to whieh a new appointee is to be assigned, or
to which a student trainee is to be promoted upon completion of
his college work, is in an occupational field in rvhich it has been
determined by the Civil Service Commission that a manpower
shortage exists.

CHANGE OF OFFICIAL STATION

Any change of permanent duty station is presumed to be for the con-
venience and benefit of the Government unless the employee has re-
quested the transfer. An employee responding to an agency request for
candidates for a specific position will not be considered as having re-
quested a transfer.

IRANSFER FROM ANOIHER DEPARTMENI OR AGENCY

fn determining the eligibility of an individual recruited from another
Federal agency for transfer at government expense, the facts must
support the conclusion that the employing agency actively sought out
the employee and secured his acceptance of an offer of employment in
order to realize some unusual convenience or benefit to the Government.
If it appears that the employee actively sought the employment or re-
quested the transfer, he is not eligible for transfer at Government ex-
pense. Accordingly, where an employee is selected from the applicant
files, there is a presumption that he is not eligible for transfer expenses
in the absence of specific faets establishing that the transfer is not being
mad.e at his request.

7/2/62 Poge I
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Other basic criteria for determining the eligibility of Government
employees for reimbursement of expenses incurreil in transfers from one
department to another are as follows:

(1) Expenses may not be allowed if there is a break of one or more
work days between the employee's last day of service with the
agency from which he is transferring and his first day of service
with the agency to which he is transferring.

(2) Expeuses may be allowed in only those cases where the transfer
is between permanent duty stations.

(3) Employees are not excluded from the benefits of the transfer
expense statute by reason of holding other than permanent
appointments or for lack of competitive Civil Service status, if
they are otherwise eligible for transfer expenses.

APPOINIMENT OF NEW EITAPTOYEES IN CR,ITICAL OCCUPAIIONS

The Civil Service Commission has authorized the payment of travel
and transportation expenses to the first duty post of new appointees and.
student trainees when promoted upon completion of their college work,
to positions in the United States for which there is determined by the
Civil Service Commission to be a manpower shortage. The payment of
these expenses upon promotion of a student trainee after completion
of eollege work is prohibited however, if such expenses were paid upon
his appointment as a student trainee.

DOCUIVIENTAIION

In cases of payment of transportation and travel expenses between
permanent duty stations or from another Fed.eral department or agency,
Standard Form 52, Request f or Personnel, Action, shall be sufficiently
documented to support the conclusion that the transfer is for the con-
venience of the Agency and not for that of the employee.

Form H-25, Trauel, Ord,er-Request and, Authorization, shall accom-
pany each Standard Form 52 involving payment of transportation and
travel expenses. (See Section 4-2).

RESPONSIBITITY FOR DETERAIIINTNG EIIGIBIIIry FOR PAYIIAENI OF IRAVEL AND 
'YIOVINOEXPENgES

The eligibility of an employee or appointee for payment of travel and
moving expenses will be determined by the Director of Personnel. No
commitment for the payment of travel and moving expenses shall be
made in advance of such determination.

Page 2 7/2/52
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Section 4

E'IAPTOYMENT OF ANNUITANTS

In recognition of the Agency's policy for fiIling positions with the
best qualified persons available, no annuitant shall by reason of his
retired. status, be barred. from employment in any position for which
he is fully qualified. fn considering the employment of annuitants,
however, due weight shall be given to the long range objective of the
Ageney to staff the career service with personnel qualiffed for
advancement.

An annuitant who has reaehed the mandatory retirement age wiII
not ordinarily be reemployed. Exceptions to this policy may be made
by the Director of Personnel only if it can be demonstrated that an
annuitant's qualiffcations are so specialized that the Agency programs
will be seriously handicapped unless he is reemployed. In the ease of
such an exception, reemployment shall usually be limited to 3 months.

An employee who has been retired under the optional retirement
provisions of the Retirement Act shall not be reemployed for the pur-
pose of granting him Social Security coverage.

DISABIlIIY ANNUITANTS

The Ageney recognizes its special obligation to reemploy former
employees rryho have retired for disability and have recovered and been
restored to earning capacity.

A tlisability annuitant, regardless of age, may be reemployed under
a temporary appointment of less than one year 's duration without prior
approval of the Civil Service Commission.

A tlisability annuitant under age 60 may be reemployecl in other
than a temporary appointment only rvith the prior approval of the
Civil Serviee Commission. Civil Serviee Commission approval is not
required for the appointment of a disability annuitant age 60 or over
to any position for which he is qualiffed.

It must be determined, however, that the candidate is physically
qualified to perform the duties of the partieular position for which he
is to be employed, in the same manner as for any other eandidate being
eonsidered for appointment.

FUTURE RETIREi,IENI RIGHIS

The future retirement rights and status of reemployed annuitants
depend upou a number of factors which are deseribed in detail in the
l/17/62 Pogc I
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Federal Personnel Manual. (See Reemployment of Retired Employees,
R-5-63.)

PROCEDUNAT REQUIREMENTS

Standard Form 52, Bequest for Personnel Action, shall be docu-
mented as to supply the following information:

(7) All, onnuitants: Statement regarding general background and
reasons for the recommendation.

(2) Annuitants ouer age 60: Certification that the annuitant pos-
sesses special qualifications for the position vacancy.

(3) Annuitants to be newly couereil by the Social Sear,ritg Act:
Certification that the appointment is for the good of the service
and not primarily to give the applicant Socia1 Security coverage.

Poge 2 t/17/52
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Section 5

EXCEPTED APFOINT'UENTS

This Section provides the general policy and procedures covering
excepted positions in the Office of the Administrator, the Community
Facilities Administration, the Urban Renewal Administration, and the
HIIFA Regional Offices.

Excepted positions are those positions which are not subject to com-
petitive appointment proced.ures. They include all positions excepted
from Civil Service Act by statute and all positions excepted from
competitive appointment procedures by Civil Service Regulation VI.
Some excepted positions may also be excluded from coverage under the
Classification Act of 1949, as amended. Such a position is usually
called an "exempt" position. Whether or not the position is eovered
by the Classiffcation Act has no bearing on it being an excepted position.

DEIERMINING THAI A POSITION IS OR SI{OUID BE EXCEPTED

With the exception of statutory positions, the Civil Service Commis-
sion has authority to except positions from the competitive service
whenever it determines that it is not practicable to make appointments
to such positions through competitive examination. HHFA positions
excepted by the Civil Service Commission are in one of the following
categories:

Sched,ule A. Positions other than those of a confidential or policy-
determining character for which it is not practicable to examine are
Iisted in Schedule A.

Sclr,eil,ule B. Positions other than those of a confidential or policy-
determining character for which it is not praetieable to hold a com-
petitive examination are listed in Schedule B. Appointments to
these positions shall be subject to such non-competitive examination
as may be prescribed by the Commission.

Sched,ule C. Positions of a confidential or policy-determining char-
acter are listed in Schedule C.

Agency requests to the Civil Service Commission for the exception
of any position from the Civil Service Act must be made by the Atl-
ministrator. Requests to the Administrator shall be made by memo-
randum from the constituent or division head, through the Director
of Personnel.

The following are the rules for filling excepted positions:
(1) Selections for excepted vacancies must be based on fitness and

qualifications for the specific position to be filletl.
(2) Only United States citizens will be employed. in excepted posi-

tions. Exceptions to this rule may be made by the Director of
Personnel when permitted by curreut appropriate legislation.
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The laws and regulations applicable to excepted positions are listed
in Exhibit A.

TYPES OF EXCEPIED APPOINIMENTS

Effective July 1, 1958, appointments to excepted positions will be
made in one of the following ways with the notations indieated appear-
ing on the Notification of Personnel Action:

(1) Ercepted, Appointment, NTE (date). This terminology will be
used when a specific time limitation is necessary.

(2) Drcepted, Appoi,ntment-Career-ConditionaZ. This terminology
will be used when it is normally expected that an employee will
become part of the Agency's permanent work force. Upon
completion of a three year substantially continuous Federal
service, the cond.itional limitation wiII be removed and the
appointment converted to Ercepted, Appointment-Career (:un-
less the employee occupies a military or defense transfer posi-
tion).

(3) Ercepted Appointment-Ind,efinite. This terminology will be
used for all other excepted appointments, including appoint-
ments in Schedule C. This type of appointment does not pro-
vide initial Civil Service Retirement Act coverage. Whenever
such coverage docs not result from previous service under the
"continuity of service" formula of the Retirement Act and
where such coverage is deemed neeessary, the Director of Person-
nel may, upon specific recommendation of a constituent or division
head or Regional Administrator, approve the use of Drcepted,
Appointmenf in lieu of Ercepteil Appointment-Indef,nite.

EXCEPIED POSITIONS TO WHICH CAREER APPOINIMENIS IIAAY BE MADE

The following Schedule A authorities are designated as appropriate
positions for either Ercepted Appointment-Career Cond,itional, or
E rcept ed Appointment-C ar eer :

6.101 (d) Attorneys
6.1a2 (a) (1) Executive Secretaries-NVMCEC

CONVERgION ACT]ON

The appointment journals of all employees in excepted positions
shall be amended or corrected in conformity with this Section. No
present employee shall be adversely affected by this conversion action.
The Director of Personnel shall be responsible for establishing the
procedures for notifying affected employees and the issuance of the
corrected Notification of Personnel Action and for issuing instructions
regarding the establishment of an appropriate record if conversion
action is not taken.

Poge 2 5/tt/58
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EXHIBIT A

APPTICABITIW OF VARIOUS LAWS AND CIVIL SERVICE REGUTATIONS
TO EXCEPTED SERVICE POSITIONS

The fact that a position is in the excepted. service d.oes not in itself
exeept it from the application of provisions of law and regulations that
apply to Federal employees generally. For example, excepted. positions
are subject to:

(1) Classification Act unless they are covered by the exemptions
listed in Section 202 of the Classification Act or are exempted
from that act by some other statute.
Step'ittcrease regulations and general compensatiou rules uuder
the Classification Act.

(2) Em,ployment practices covered by Executive Order 10590 estab-
lishing a nondiscriminatory employment policy and providing
a procedure for handling complaints of discrimination.

(3) Group Life Insurance Act, unless they belorrg to groups ex-
cluded by the Act or by Civil Service Regulations.

(4) Incentiue Awa,rd,s Program.
(5) Leaue Act and, Leaue Regulations, except the Housing and

Home Finance Administrator.
(6) Oaertime, Night, and, Holid,ay Pay Eegulafions, unless they are

in one of the categories excluded by section 25.203 of the
Regulations.

(7) Performance Rating Act.
(8) Poli,tical Actiuitg restrietions of section 9(a) of the Hateh Act.
(9) Reemployment Rigllts Proaision.

(10) Ciail, Seruice Retirement .4cf, unless excluded as outlined in
this Section.

(11) Seourity Regulations. Investigations are required. for filling
all sensitive positions whether in the competitive or excepted
service and for appointments to non-sensitive positions.

(12) Separation Protection f or Veterans. If the incumbent of an
excepted position is a veteran with a year or more of Federal
service the provisions of section 14 of the Veterans Preference
Act apply.

(13) Unemployment Com,pensatiora, unless they belong to groups
excluded by the Unemploymeut Compensation Act or regula-
tions of the Department of Labor.

(L4) Uniuersal Military Training anil, Seruice Act. Section 9 of this
Act gives reemployment rights to persons who leave other than
temporary positions for military service.

(15) Veterans Prelerence Act. Preference in appointment and re-
tention applies to all excepted positions other than those filled
by Presidential appointment or with Senate confirmation.

(16) Whitten Amend,ment. (Section 1310 of the Supplemental

6ht/58
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Appropriation
are affected by

EXHIBIT A (Poge 2)

Act of 1952, as amended.) Exeepted positions

(a) The limitation of permanent appointments so that there
are not more than lU/o over total Government-wid.e number
on September 1, 1950. fn order to control this Govern-
ment-wide total, the Civil Service Commission has set up
the system of career and career-conditional appointments
for the competitive service and has authorized the various
agencies to set up similar provisions for the excepted
service which must not result in an increase in the number
of exeepted permanent appointments in the Agency over
the September 1, 1950 figure. Ilnder current restrictions
the Office of the Administrator will limit permanent type
excepted. appointments to positions in which it is normally
expected that the employee may become a part of the
Agency's permanent work force and to special cases de-
scribed in item (3) in the paragraph on "Types of Ex-
cepted Appointments " in this Section.

(b) The prohibition against making permanent appointments
to military and defense transfer vacancies. See Item (12),
" Separation Protection for Veterans. "

(c) The limitation on excessively rapid promotions.

6/tt/ss
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(5) Th_o appea-l and reenploymett nghts of emplgrees affected by
reduction in foree aetions.

Dfft}l}iloNs

M&wfiin*,i* fiooea fi€stx the lavoluntery,spalffix d'cri ,oneftBoe
from a tluJ, a&dl pcy $aras for trrorc thon 8ti'A,iyt, Uy ftrrtor4lr-*hy
separatioa frorn the rulls, in .ordor .to .red.uee pB"sonapl. The term
does rxot app-ly to terminatirn of -tmporary a-ppojaben{s,. retitr-
S.nt.of mployees, or rcparation fnr cause.anil ottren,mtionS,.Dro-

. ppsed for reas6ns which ]lpomgte the efficiency.od the c+rvice.

!furbugh (ds applitd to- ftiluctid,n in [oree')-,heahg,wt6ilttio*,oi fie
.irgllB.on l6eve witltout poy' pendlng reeal{ to:d[ty.,, ';'i

Competing Empl*yees.ireans t[re posilion irrcumbent, if aty, rnit qrr-
pl6yees-who-are qualified'ftir the pgsition. , ,,,,'

Qualifi,ed, mearu having the basic edueation and experienee, and such
special skills and aptitudes as are necessary, to take overntl*.pcri-
tio4,in a,reduc4on in force and'rtnder,satisfq.ctory se.rvice .without
undrre,,in erruption to the work program, : , , ,

O@ith.&r"eo'meahs ffCt prt rif rn agn&y',uedfo:sithiru*,kl
nomtru,ti*&, grlea;'ir, whish emiplorgoor,{rre shifltd, trantf,emd, oe-
assigned, promded aad dsmuted {ihdbf sing}e il'tltnililtletise'Al-
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thority, and within whieh competitive levels are established in
reduetion in foree. It iloes not limit the authority of the ageney to
mako placements outside of the competitive area during BIF.

Competitiuo Leoel, means all similar positions within a competitive
area in which employees could be readily interchanged, without
undue interruption to the work program. Except in rare eases sueh
positions will be in the same gratle or oeeupational level.

Retentbn Staniting means precise rank among competing employees
for a eontinuing position, by retention group and subgroup, and by

. retention eredits within each subgroup.

Retentian Credits means credits given for length of Government
serviee and. performance ratings.

Goaernm,ent Seraice means the total of all periods of civilian service
in the exeeutive, legislative and judicial branehes of the Federal
Gpvernment and in the District of Columbia Government, and of
all" aetive military serviee.

Performance Rating mearn the cunent official performance rating
under the OA Performanee Ratiug Plan.

Contirwing Posttion means a position which is expeeted to continue
for at least three months after the efreetive date of the separatiou,
furlough, or reduction in grade or saldry of an employee qualified
for such position.

Efectiue Date means the date an employee is separated, redueed in
grad,o or pay, or furloughed, as the result of actions under these
regulations.

ADMINISINATIVE PI,ANilING OF REDUCITON IN FORCE

Division Directors are responsible for initiating reduction in force
action whenever the use of these procedures is necessary to rcduee
personnel eosts for budgptary reasons or to vacate certain positions
beeause of deereased or changed work load requirements.

After determining that a reduetion in foree is necessary, the posi-
tions to be aflected are seleeted, on the basis of operational needs and/or
availablo butlget. Ordinarily, if the r.eduetion in foree is as a rmult
of a cut in specific program appropriations, it is natural to expect
that tho prsonnel employed in sueh programs would be the first
afected. Because of the manner in which reduetions in force place-
ments to other continuing positions must be made, the employees who
ineumber the positions initially named are not neeessarily the em-
ployees to be finally separated.

Prsccduro

Division Directors shall submit a memorandum to the Personnel
Branch listing the positions to be eliminatcd and the names of the
perrons incumbering these poeitions. The Personnel Brdneh will
prepare the reduction in foree notices and placement offers based on
the retention registers and individual qualifieations.

. Pop 2 \lcl1s
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RGttNTIOil OR ITNUTE OROT'PS

F or the pu{pose of determining rrlative retention preference in
reduetions in force, competing employees with performance ratings of
"Satisfactory" or better are classified according to tenurc of employ-
ment and veteran preference in groups and subgroups as follows!

Group l-{orccr
In the competitive seryiee, this group consists of career employees

who havo completed pmbation and who are not "temporary" or
"indefinite" as the result of promotion, transfer or reinstatement,
except that career employees serving under conditional promotions
shall be eonsidered in this group with rrcspect to positions at and below
the grade in which they last served. on a perrnanent basis. ;

In positions excepted from the competitive service, this group
includes all employees serving under appointrnents with no conditions
or restrietions.

Within this group, per$ons entitled to veteran preferrcnee are in.
subgroup "A" and others in subgroup "8".
Oroup I l-Gcrcrr-Gonditionol

In the competitive service, this group includes caneer employees
who are eonditional beeause they are serving probationary periods, or
are "temporary" or t'indefinite" as the result of promotion, transfer
or reinstatement, or are subjeet to some other limitation of a similar
nature.

In positions excepted. from the competitive serviee, it includes em-'
ployees who are eonditional solely as the result of promotion or rre-
instatement .

'Within this group, persons entitled to veteran preference are lin
subgroup "A" and others irr subgroup "B."
Subgroup lll-tndcftnitc

This group ineludes persons serving under nonstatus nontemporary
appointments in positions in the competitive ser, rice. It also ineludes
employees in positions exeepted from the competitive serviee serving
under any condition or limitation other than a conditional promotion or
reinstatement or a speeiffe.time limitation of one yeaq or less.

Within this group, persons entitled to veteran prcferenee are in
subgroup "A" and others in subgroup "8."
Employcor Excludcd from Rrlcntion Groupr

Since employees who hold temporary appointments and those who
have received an official performance rating of "Unsatisfactory" may
be separated at auy time without use of reduction in foree prrccedures,
they are not listed in any retention gmup. They rvill be listed,
however, in their proper eompetitive level.

REIEr{flON RCGISTETS

When two or more competing employees are in a competitive level
which is to be affeeted in reduction in foree a retention register is

5/6tg ?cao !
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compiled.

below
expiration
em0loyees

'Septrrte rrgisters, are compiled for the sunpotitive service, the
elncptcdrf,ervice and for,positions,filled on a x,hen actually employed
(W"LU) or part time basie.

lotrnfion Crodb.,,r

nrt llonrrf ri$t
' - Com?rllrlvr torvloa '

Ono retention credit iB given for eaeh full year of Federat
Ge,vBrqrneut sorvice, aad four retention credits is given for an
"Outstanding" performance rating. r.

Avuihbfrry lor tmprctlon

Employees notiffed of proposed adverse action in reduetion in force
will havo an opportunity to examine retention registers artil other
record$ whlqh bave a.bearing on the actions in their pas€s. Retention
registnrr, will be madp availabte for inspeotiqn in the Pbrsonnel Branch.

TE'CNOI ftfOEE ACTIO{

Imployees who cannot be retained in their positions beeause of a
rrcduetion in foree will be changed to a eontinuing position, separated

Ordrr of Solcction

With rospect to each eompetitive level, action is taken to removc
all employees with official "Unsatisfactory" performance ratings, and
all temporary employees from positions affec,ted by a reduction in
force before any competing employee in any retention gr"oup is r€achccl
for ,retion. Solection, the*efore,' rnust be made in ord,er from the
bott&r to the'top of the.retention register. Half years of service
rill'b€ Esed'in',brcnki,ng'ties in retention standing, but any tim
stiU, romainingr will. bo, .deeided administratively.

Employees with one-year statutory retention rights after retur:r
fmm'milltary furlough'r must be retained through that year regard-
less of their relative retention rigfits, and are therefore, an exeeption
to the normal order to selection.

An emplqyeA iit the career ol eareer-conditional group wtro is
willing to aceept a reasonable chgtrge of position rnay not he scparated
or furloughed for morrc than 30 days, or subjeet to a grrcater rcduction
in pay than neeessary under reasonable position changc, if-
..r?
: l Eoe:"8eqtion %l*? of this,Volume.
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retention
the one year
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(1) Shere- .e}i{ts .a eon-tilruJlg pocjtion_ in t[re competitive setvice
frr which ho is qualified incumbered by an emplbyee in a lower
t6group in the s&tne cornmuting aroa, 'or

(2) If he is qualified to go back in the same competitive area to a
position essentially similar to one frsr whioh he was promded
and whieb,a4 euployee of lower retention standing holds.

An eqployee in the excepted service must be retained ip his
position and may not be furloughetl for rqore thau 30 days or reilueed
in grade or pay-in a reduetion in foree as long as there is a domptlting
employee with lower retention. rights in the saure eornpetitive lovel.

Roopnqhh Chngg io Porilicn

Any ohange of position will be considered reasonable if it is qraile
without reduction in grade or p?X, or if a reduetion is necsary, at
the least reductiqn pssible under Civil Serviee Comrrission regulaiions.
The OA need not, however, give an affected omplslte An optior of
the alternative changes possible, nor need the OA confne its-offer to
any partieular eommuting area. The refusal of a reasonable riffer
will require the separation'of the employee.

Fudough

Employees may be furloughed for not more than 0[e y@r fro4 the
tlato of notiee instead of separated if it appears that the conditions
cawing tle reduetion in foice are temporai"y *d the recall of the
employees contepplated. The notice wiil indicate the date of rreall
to duty, but shoultl recall latep become impossible, feduetion in
force procedures must be again iirstitute<l before the employee may
be flnally separated.

Exccptionr to RIF Proccduro
'Whenever the OA flnds that it is neeessary to prevent undue

interruptiou to a necessary activity by retaining an employee after
a compoting employee of higher retention standing has been reached,
the employec adversely offected will hc notificd of the exception and
his right of appeal to the ,Civil Serviee CorRprission. The notice will
be prepared by the Persorylel Rraneh.

!:tcrpcd lgcrvlco

cor{PErmvE AEtAt !ilrruN rfrrA
'Within the OA, the F cderal National Mortgage Association has

been approved by the Civil Service Commission as a separate com-
petitive area. Thus positions in the Federal National Mortgage-Attocia-
tion are not ineluded iu the same- competitive levol as other OA
positions. flowever, employees who are not placed in their oytr eom-
petitive area may "bump" across competitive area lines into pogit_io.ns

heltl by employees in lower retention subgroups. Thus, for example,
a GS-4 Clerk-Stenographer who is a status smployee in F NMA and
fqr rvhom there is no plaeement at GS-4 in tr'NMA during a reduetion
in force, has a right tt anv eontinuing OA positiorr at GS-4 or helow
for which she is qualiffcd and rvhieh is held by an employee in a lorvcr
retention subgroup.
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Name
Jersey, Alice
Rae, Mary
Wlite, Gloria
Green, Doris

Rcduclion ia forro Procrdurcr

Creil,its
7
9

Creil;its
19

7
14

3

The Commission has also ruled that for RIF purposes there is no
competition between the OA and the Federal Ilousing Administration,
Public Housing Administration and the Home Iroan Bank Board.

HOW REDUGIION IN FOSCE ACIIOttl! ARE IAKEN

When the list of positions to be vacated is received by the Personnel
Branch, rrduction in foree procedures are instituted to determine
which emplgyees mqst be separated, furloughed or offered placement
in coutinuing positions at their same or lower grade. To illustrate
tlis prucess there is a hypothetieal case deseribed belo'w.

: One of the positions on the list received by the Personnel Branch
was that of Secretary GS-5, incumbered by Jane Smith, who was a
Career-Conditional (Group II-A) beeause she was a status veteran
and had been indefinitely promoted from GS-4 since September 1,
1950 (the date of the first Wlitten Rider). She had 9 years of
servicb and a "Satisfactory" performance rating so she had 9
retentiou credits. Miss Smith's eompetitive GS-5 Seeretary level
looked like this:

Name
Jones, Sally
Smith, Jane

Sinee Miss Smith is last in her competitive level she had to
vacatd the GS-5 Secretary position. The Personnel Branch, in
trying to reassign her at the GS-5 level, found only one position
incumbered by an employee in a lower subgroup is that of
Aecounting Clerk for which Miss Smith ditl not qualify.

Beeause Miss Smith's permanent position is GS-4, she is then
considered. to have been returned to this position (Clerk-Sten-
ographer GS-4) as a Group I-A.

Here was the way the GS-4, Clerk-Stenographer level looked:

Leael
318 1

Leuel
3L2

Subgroup
I-B
II-A

Subgroup
I.A

II-B
III-B

Miss Smith was offered the GS-4 position effective in 30 days,
and Mrs. Green was given a 30 day separation notiee.

ilr NoflcE

Eaeh employee who is to be separated, furloughed or redueed in
grade or pay will reeeive a written notice speeifying the action and the

1 An administrative cotle, baseil on the Position Classiffeation Codes System, to
itlentify the competitive level.
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roasons for the aetion at least 30 days but not more than,.g0 days befole
the proposed efrective date. Whenever poesible employees.affectetl rrill
be retained i} duty status, but if work load or budgeta.ry conditibus
demand, employees may be placed. in annual leave oi nori-pay status.
Pmploye-es have a right to appeal timc in non-p&y status to ihe Civit
Service Commission.

'Whenever administratively feasible, first notice to the affected em-
ployee will be specific and will include any offer of RIF plaeement in
another eontinuing positiou. If this is not possible, however, a general
notice, which is a warning that reduetion in force action will probably
be necessary, il&y be issued. Such general notices must be followed
by speeific notices within the 30 days notiee period. All notices will
bo prepared by the Personnel Branch.

If BIF placement offers are not aeeepted, or if a reply to such an
ofler is not reeeived. within the time limit specified on the offer, the
reduction in force furlough or separation becomes effective automati-
cally on the date indicated in the notice.

REETP1OYMENT PR|oRIIY IISI

Career group and Career-Conditional employees (except those who
have not completed their probational period) who have been separated
in reduetion in force have certain priority rights to be recalled to
positions within their competitive area for whieh they are qualifieil. No
appointment by transfer, or new appointment, except that of a 10
point preference eligible may be made to a position for which there is
a qualifietl available person having such priority rights.

The list of sueh employees, called the Reemployment Priority List,
is maintained in the Personnel Branch. Removal of names from this
list is .made under the following cireumstances.

Perrnanent return to duty.
Decline of a position at the grade left in RIF
Request of the employee.

(4) Acceptance of a non-temporary position in another agency.
(5) Expiration of priority rights after one )rear from the date of

the retluction in force notice.

Exceptions to the priority recall rights may be made only to pre-
vent undue intemuption of work and are handled as exceptions to thc
order of selection in rtduetion in foree. ( See Reduetion in Foree
Action above).

APPEA[s

Any employee notifietl of proposed action in reduction in force who
believes that Civil Service Regulations or the procedures in this Section
have not been correetly applied in this case may appeal to the OA
Dirtctor of Perronnel within ten days of the receipt of the notice or
supplementary notice of the proposed action. The appeal must be in
writing and must specify the reasons the employee has for believing
the proposed action to be improper. The Director of Pereonnel, or
an ad hoe committee appointed by the Direetor, will eonsider the

1
2
3
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Section 2

ITAITITARY FURTOUGHS AND SEPARATIONS

This Seetion establishes policies regarding the rights and privileges
of Office of the Administrator employees called into the military service
and the procedures necessary to process the personnel actions to effect
military furloughs and separations.

TEAVE FOR PHYSICAI. EXAI\AINAIION

AII employees called for physical examinations prior to entranee in
extended active duty shall be placed on annual leave for the time re-
quired to take the examination. Even though the employee may be
paid by the military for such time, the Comptroller General has ruled
that dual compensation is not involved.

PAY'|IENT FOR ANNUAT IEAVE

Under present legislation, employees eligible for restoration rights
(see below) may elect to receive a lump sum payment for their leave,
or may elect to have it held to their credit until they return from duty
in the armed services.

Employees not eligible for restoration rights must receive payment
for annual leave in a lumD sum.

EiIPIOYEE RESIORAITON RIGHIS

A permanent employee, upon his return from service, is eligible for
restoration to the permanent position he left or to one of like seniority,
status and pay. If the permanent employee has been temporarily
reassigned or promoted since September 2, 1950, he must be considered
for restoration to the position he last heltl, if it exists, before being
restored to his permanent position. These employees will be piaced
on military furlough during their absence.

Permanent employees for this purpose are (1) those employees serv-
ing with permanent status having entered the Agency before September
2, 7950, (2) those who are serving in an unlimited excepted appoint-
ment, or (3) those who have received a probational appointment to
the Agency under Civil Service Commission regulations. Other em-
ployees do not have a legal right to restoration following service in
the armed forces. As a matter of policy, however, the Office of the
Administrator will make every effort to re-employ such persons when
they return from service. These employees, however, can not be carried
in military furlough status and must be "separated" from the rolls
on their last day of active duty.
PROCESSING OF IAITITARY FURI.OUGHS AND SEPARAflONS

fn order that these rights and privileges may be fully protected, the
employee who received induction or military orders calling him to active

5/7/51 Pogc t
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duty should immediately inform his supervisor and see that the top
atlministrative authority in his division receives e copy of such orders.

A member of the Personnel Branch rvill contact the employee to
further explein his rights and to answer any questions.

Because of the time required in processing mill16ry furlough and
separation actions, the administrative officer should submit a SF-52,
Beqnst for Personnel, Acti*n, as soon as possible after receiving a
copy of an employee's induction or military orders. In addition to the
stantlard requirements for fflling out the SX'-52, the following are
special requirements for military furlough and separation actions:

(1) A copy of the induction or military orders shoultl be attached.
(2) Even though the aetion may not be a Eesigtwtian, the last work-

ing day will be indieated in item 23.

(3) Itpm ?A, Bepo,rotion Dota, will be completed.

(4) If the employee is eligible for restoration rights, the remarks
column wiII earry one of the following statements signeil by
the employeez I requ,est that mg accrueil, onrutnl le'aae be helil
to ntg crdit or I request thfrt I be paid, a l,ump sum pagment
for mg ancrued amrutal l,eaaa.

(5) Attach a job description when the employee is eligible for
restoration rights and has not been promoted or temporarily
reassigned since September 2, 1950. (In other cases no descrip-
tion is required). Both the employee and his superior are
required to review the employee's present position description
for eorrectness and currency.

If the job tlescription to which the employee is assigued is
current, the following statement wiII be placed on a copy of the
description, signetl by the supervisor and the employee, and
attaehed to the Strr-b?: ThLs position ilescription is substantiail,y
con'ect a,nil current. (date).

If the job description is not current, the duties and responsi-
bilities of the position will be describetl on a SE-75 (Original
antl six). Signatures of the incumbent and supervisor will be
obtained before forwarding with the SF-52 to the Personnel
Braneh.

Each employee will reeeive a copy of his position description with the
journal eopy (SF-50) of his furlough or separation action. Those em-
ployees eligible for restoration rights will receive a copy of the deserip-
tion of their last permanent position, while others will receive a copy
of the deseription of their most recent position.

}ILUNG POSIflON3

If the position is to be fflled when the employee leaves, a separate
SX'-52 must be submitted. If the request is preparetl while the leaving
employee is sti[ on active duty the employee's name should be entered
in the Bemarlcs column of the new request.
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Section 3

CIEARANCE FOR FINAL SATARY PAY'IIENT

When an employee is separated or placed on leave without pay for
a period of 3 months or more, final salary payment must be withheLl
until the employee has aecouuted for property charged to him and has
been cleared of official indebtedness.
PNEPARAIION OF CEANAilCE ;ORXI

The administrative officer of each constituent unit, omce, or division
shall initiate the request for clearance on Form H-58, Cl,earance for
Pinal Salary Pagment (Exhibit A), at the time S.F. 52, Bequest for
Personnel, Acti,on, is submited to the Division of Personnel. X'orm
H-58 shall be prepared in duplicate and signed by the administrative
officer as the initiating official One copy shall be retained by the
initiating official.

PROCESSIHG OF CTEARANCE FORIIA

The original of Form H-58 shall be sent to the Division of General
Services.

The Division of General Services shall check its records to assure
that all property and other general services items charged to the
employee are listed. Items not listetl will be adtletl to Form II-58.
Form H-58 will be then signed by an authorized representative of the
Division of General Services antl sent to the Division of Finance and
Accounts.

The Division of Finance and Accounts will check its records to
assure that all items charged to the employee are listed. Items not
listed will be added to Form II-58. Form H-58 will be signed by an
authorized representative of the Division of Finance and Accounts and
returued to the initiating official.
FINA1 CIEATANCE

On the employee's last day of duty, the initiating official shall obtain
all items listed on Form H-58 and ascertain that all official indebtedness
has been settled and redelegations revoked. Ordinarily, settlement of
indebtedness will be made through the initiating official; if this is
not done, the initiating official should verify settlement with the Diyi-
sion of Finance and Accounts. If the employee has lost or is unalle
to account for any item of property or has not settled an indebtedness,
these shall be noted as exceptions on Form H-58 with an explanation
of the circumstances. If add.itional space is needed, the back of the
form should be used.

The original Form H-58 shall be signed by the initiating official and
sent to the Division of Finance and. Accounts.

In signing the final clearance, the iuitiating official accepts responsi-
bility for all tangible property items whieh he has acknowledged. as
having been returned by the employee. Tangible property items shall
be returned to the responsible office or reassigned within the initiating
office in accordance with administrative regulations.
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EXHIBIT A
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Section 4

RETIRE'I,tENT

This Section providcs gelleral infonnation regarding beneffts, rights
and obligations of employees under the Civil Service Retirement Act.
Specific questions should be referred to the Division of Personnel which
provides counseling to employees and to candidates for employment
and serve as a eentral point for the dissemination of retirement infor-
mation.

THE RETIREMENT FUND

Basically, the Civil Serviee Retirement Fund is an accumulation of
money held in trust by the Treasury Department for the purpose of
paying annuities, refunds and d.eath benefits to persons entitled to them
under the Retirement Aet. The fund consists of deductions from base
salaries, matching contributions of the enploying agencies, government
appropriations, and interest earned on the first three sources through
investment. The present rate of salary deduction is 6t/2/o, although it
has varied in the past. Except for indebtedness due the United States,
including a claim for over-drawn leave, retirement fund. payments are
not subject to attachment, levy, garnishment or other legal process.

COVERAGE AND MEIIABERSHIP

The Retirement Act automatically covers all employees except those
specifically exclutled by law or by the Civil Service Commission. Gen-
erally, OA employees are covered by the retirement system, except:

(1) Employees serving under appointments limited to one year or
less.

(2) Part-time, when actually employed, or intermittent employees
having no regular tour of duty.

(3) Employees paid on a contract or fee basis.

(4) Employees serving under temporary appointments pending
establishment of registers, or pending final determination of
eligibility for permanent appointment.

(5) Employees serving under emergency indefinite appointments,
not exceeding 5 years.

Under certain cond.itions, it is possible for an employee to be covered
by the Retirement Act even though he serves in a position exclud.ed
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from the Act. These conditions are explainecl in the Federal Personnel
Manual.

Although an employee is coverecl by the retirement systern as soolr
as he enters in his first elegible Federal position, he does not achievtr
mernbership in the system until he has attained 5 years of crctlitablo
civilian service. Membership rneans eligibility for retircment bcnofits
outlined in this Section.

CREDITABTE SERVICE

Civilion

Although almost all civilian service performerl as an emplo)'ee of
the Federal Government and the District of Columbia goverrtrnent is
creditable, its creditability may be checlied by reference to tlre Fedct.al
Personnel Manual. \\rhenever service cannot be identified as clearly
creditable, the Division of Personnel should be requested to make fur-
ther study of the case.

Militory

Generally, all periods of active servico in any branch of the Armetl
Forces of the United States is creditable for retirement purposes. Mili-
tary service ma.v be counted torvard the necessary 5 years of r:ivilian
scrvice only if the ernployee is on military furlough from a Fecleral job.
After final separation from civilian ernployment, ririlitary servic:e is not
r:reditable for retirement purposes.

Periods of military scrvice perfonned after December 31, 1956,
(except while on military leave u'ith pay from a civilian position) are
excludecl in eomputing an arrnuity if, at the time of computation, the
employee (or his survivor), based on his lvages or self-employment in-
come, is entitled to old age or survivors'social security benefits.

DEPOSITS, REDEPOSITS AND VOIUNTARY CONTRIBUTIONS

Deposits

Opportunity is afforded to ernployees to make deposits to the Retire-
ment Fund to cover periods of creditable service since August 1, 1920,
for rvhich deductions, for any reason, rvere not made. \\'hether or not
it is rvorthrvhile to make a deposit depends on personal circumstances,
the age at which retirement is expected, ancl the time elapsed since
service for which the deposit is corrsidered.

The Division of Personnel furnishes assistance to employees in cal-
culating the benefits to be derived from making deposits or redeposits
to the Retirement Fund. If it is decided to make a deposit for a periocl
of service, the employee should complete Standard Form 2803, Appltca-
tion for Scruice Cred,it, and refer it to the Division of Personnel for
forward.ing to the Civil Service Commission.
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Redeposits

Redeposits are payments to cover a period of creditable service for
\r'hich the paid deductions have been withdrawn from the Retirement
Fund. A redeposit, which consists of the amount r,vithdrawn, plus the
annually compounded interest, is made in the same tllanner as is de-
scribed above under "Deposit."

Because no service credit is allou,ed for periods for rvhich recleposits
are due but not made, it is alnrost alrvays in the best interest of the
cmployee to make a redeposit.

Voluntory Contributions

\roluntary contributions to the retirement fund in multiples of $25
are acceptable as long as an employee is in service if he has made all
deposits and redeposits for prior service. Contributions may not exceecl
l0/o of the aggregate basic pay received since August 1, 1920. Each
$100 in an employee's voluntary contributions account at the time of
his retirerneut wiII provide additional yearly life annuity in the amount
of $7 plus 20 cents for each full year he is over age 55 at that time.

RETIREMENT ETIGIBITITY

Optionol Retirement

An employee under the Act is eligible for optional retirement on an
irirmecliate annuity provided he has been employetl uncler the Act for
at least 1 year rvithiu the 2-year periocl immediately preceding the
s(.I)aration on which the annuity rvas based, and meets one of the follou'-
ing conditions: (1) attainment of age 62 and cornpletion of 5 years
r;fl civilian service, or (2) attainmt-'nt of age 60 and completion of
ilO years of creditable service, inclucling 5 years of civilian service, or
(3) attainnient of age 55 and conipletion of 30 years of creditable
sr:rvice, including 5 years of civilian service. fn such case, the basic life
annuity rate is reduccd by one trvelfth of 1 percent for each full month
he is under age 60.

There is a special, rrrore liberal optional retircment provision for ern-
ployees whose duties involve primarily the investigation, apprehension
rur detention of persorrs suspected or convictcd of offenses against Fed-
eral criminal laws. Tlre Division of Persortnel answers questiorls regard-
ilg this provision for any employee concet'nttd.

Age Retirement

Retirement is maniiatory x,hen an employee rneets aII of the follow-
ing minimum conditions:

(1) He has attained age 70.

(2) He has completed 15 years of creclitablc service, including five
years of civilian service'
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(3) He has been employed under the Act for at least one year within
the two-year period immediately preceding his separation.

The Division of Personnel notifies affected employees, in writing, at
least sixty days in advance of the effective date of their separation.

Disobiliry Retiremenl

An employee with 5 years of civilian service is eligible for disability
retirement if he is physically or mentally unable to cany on his duties.
While it need not be shown that the individual is disablecl forwork
rurrelated to his orvn vocation, the disability must not be temporary
due to vicious habits, intemperance, or rvillful misconduct.

An employee retiring for disability is allowed. a minimum basie
annuity. The amount of this guaranteed minimum'lvill not be smaller
tharr the lesser of one of the following : ( 1) 40 pcrcent of the employee's
average salary, or (2) an annuity computed under the general formula
after increasing his total service by the length of time elapsing between
the date of separation and the date on which the employee would attain
age 60.

If, before reaching age 60, a disability annuitant recovers, or is re-
stored to earning capacity, his annuity payments wiII be continued
temporarily to afford him an opportunity to seek reemployment. The
annuity payments will be d.iscontinued on whichever of the following
dates is earliest: (1) the end of the day before reemployment by the
Government, (2) the expiration of one year from the d.ate of medical
examination showing recovery, (3) the expiration of one year from the
clate of determination that his earning capacity is restored..

The Division of Personnel assists any employee making application
for retirement, particularly in the case of disability. The employee shall
be counselled as to the type of annuity best suited to his circumstances
and as to the effect of any alternative avenues open to him. In certain
eases the Agency may initiate the retirement for a disability request if
an employee refuses to make voltrntary application.

Deferred Relirement

An ernployee who is separated from the service for any reason, or
transferred to a position in which he is not under the Act before meet-
ing the requirements for an immediate annuity, is entitled to a deferred
annuity after reaching age 62 if (1) he has completed at least 5 years
of creditable civilian service, and (2) he has been employed under the
Act for at least 1 year rvithin the 2-year period immediately preceding
his separation or transfer.

Discontinued-Service Reliremenl

Any employee involuntarily separated through no fault of his own is
entitled to an immediate annuity if (1) he has been employed und.er the
Act for at least 1 year within the 2-year period immediately preceding
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the separation on which the annuity was based, and (2) he meets either
of the follorving requirements:

(1) Attainment of age 50 and completion of 20 years of creditable
serviee, including 5 years of civilian service.

(2) Regardless of age, if he has complcted 25 years of creditable
service, including 5 years of civilian service.

The basic life annuity is reduced by one twelfth of 1 perrrent for each
full month the retiring employee is under age 60, (but not under age
55), and one sixth of l percent for each full month, if any, he is nnder
age 55.

TYPE OF ANNUITIES

There are three types of annuities

(l) The life annuity-An annuity underrvhicir the retiring em-
ployee takes the full annuity for hiurself and malies no provision
for a survivor annuitant to leceive au anrlrity upon cleath. Any
applicant can make this choice.

(2) The rcclrccecl annuity with benefit to the roidotl or uti(lou)er-An
annuity under which the retiring eniployee takes a recluced
annuity and provides upon tleath an annuity for the u,idorv or
rvidorver. Any marricd applicant rnay select this type.

(3) The rcd,uced annuity with, benefit to a persort, lt auing an insurable
interest-An annuity under rvhich the retiring employee takes
a recluced annuity and provides upon death an arrnuity for a
person named. Any tinmarried employee retiring for auy other
reason than clisability may elect this option as long as he is il
good health and the person nartred has an insurable intc'rest in
the ernployee.

DEATH BENEFITS-ETIGIBIIITY

There are two types of bencfits payable uporr the death of an anrrui-
tant or employee:

(1) The survivor annuity.
(2) Lump-sum payment.

Survivor Annuity

A survivor's annuity is payable to a u,idorv (or rvidorver) and de-
penclent children of a deceased employee rvho has completed 5 years
of civilian service or of an annuitant drawing a reduced annuity. It
rnay also be payable to a person having an insurable interest and rrho
rvas narned by an annuitant upon retirement. A lvidor.,, must have bc'en
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married to the ernployee for trvo years irnmediately before his death or
be the mother of his child born of the marriage. A widor,'er must have
been married to the employee for tu'o years immetliately before her
death or be the father of a child born of the nramiage. In addition,
he must, at the time of the wife's death be incapable of self -support by
reason of mental or physical disability; and have received more than one
half his support from the employet,.

Annuities to survivors begin on the day after the date orr rryhieh the
employee's death occurre<l. The srtrvivor annuity to a t'idon' (o"
t'idower) tcrminates on the last day of the tnotrth irrcceding the one
in rvhieh she (or he) remarries, or clics, or in the case of a u'iclorver,
becomes capable of self-support.

Lump-Sum Poyments

Alump sum death benefft consists of the employee's lump sum eredit
in the Civil Serviee Retirement Funtl. It is payable immediately upon
an employee's death if the employee :

(1) Has less tlran 5 years of civilian service; or
(2) Leaves no widow (or rvidorver) or children entitled to a survivor

annuity.
A lump sum benefft is payable to the person or persons entitlecl under

the follorving order of prececlenee:

First, to the beneficiary or beneficiarics designatecl by the employec
or annuitant.

Seeond, if there is no designated beneficiary, to his rvidorv (or her
rvid.olrer),

Third, if none of the above, to his child or children in equal shares,
rvith the share of any deeeased child distributed to the deseendants of
that child.

Fourth, if none of the above, to his parents or the survivors of them.

Fifth, if none of the above, to the executor or administrator of his
estate.

Sixth, if norre of the above, to lris other uext of kirr rvho may be
cntitled under thc la'n s of thc state in u'hich he u,as douriciled at the
time of dcath.

Designoting o Beneficiory

If an employce or annuitntrt l ishes to desiguate a berreficiary, he
should do so on Standard Form 2808 Desiglnation ol Beneficiarg, and.
forward it, in duplicate, to the Division of Personnel or directly to the
Civil Service Commission, Bureau of Retirement and Insurance,'Wash-
ington 25, D.C.

The designatiou of beneficiary is for lump surn benefit purposes only,
and will not affect the survivor annuity rights of anyone qualified to
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receive these benefits. The person named on the Standard Form 2808
will receive only the lump sum payment, if and when due.

REFUNDS

A refund is a return to an employee of money to his credit in the
Retirement Fund (deductions, deposits and. interest) upon his separa-
tion from serviee or transfer to a position outside the Retirement Act.

Any employee rvho is separated from the sen ice may leave his lump
sum eredit in the fund. However, if he has less than 5 years of credit-
able service he gains nothing from doing so, unless he contemplates
returning to the government service.

If the employee has ffve or more years of govemment service he could
receive a deferred annuity at age 62 by leaving the money in the
Retirement Fund. fn dollars reeeived, the annuity, in most cases, is
more valuable than the refund. Also, r,vhen the ernployee retires at age
62 he can elect a survivor type annuity and protect his rvidorv (or
widorver).

ff an employee does not apply for a refund at time of separation, it
may be applied for at a later date provided that application is filed
$,ith the Civil Service Commission at least 31 days before the com-
mencing date of annuity.

In the case of death, money left in the funcl is payable as a lump
sum death benefit.

APPEAtS

An appeal from any action of the Bureau of Retirement and In-
surance, Claims Division, Civil Service Commission, may be fiIed by a
elaimant or by his designated representative through the Bureau of
Retirement and Insurance, U. S. Civil Service Commission, Washing-
Lon25, D. C. to the Board of Appeals and Revierv.

FITING OF RETIREMENI TORMS

Employees, or formcr employees rvho havc been separated less than
30 days, desiring to rctire, shall submit the following forms, as appro-
priate, together rvith necessary supporting papers, to the Division of
Personnel for forwarcling to the Civil Service Commission:

Standard Form 2801-Retirement (age, optional, disability, discon-
tinued serviee, or deferred).

Standard Form 2801A and 2801B-Disability Retirem,ent.

Standard Form 2802-1? efund, of Retirement Ded,uctions.

Standard Form 2803-Deposit or Red,eposit to Cooer Past Seruice.

Other forms may be sent directly to the Civil Service Commission,
Washington 25,D. C.
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Section 5

DETAITS

This Section describes the procedures for the detail of employees
witliin the Central Of6ce. Procedures relative to agreements with
another agency to furnish or obtain personal services by the detail
of an employee or employees are coyered in Section 1-6, this Volume.

GENERAI

A detail is a temporary assignment of an employee to a position
other than his olvn 'r'vithout change in his civil service or pay status.
It is an expedient device for meeting temporary shifts in workload
and for making full use of employee skills.

In keeping rvith good business practices and applicable civil service
regulations, details must be properly recorded- aud controlled. These
arrangements will facilitate the performance of agency business, pro-
tect employee rights and prevent violation of principles of proper
employee relations, personnel placement, and position classification.

AUTHORIIY IO MAKE DEIAII.S

Details of personnel are approved and formalized by the Director
of Personnel. Informal details for up to one month may be approved
by a division head if both positions involved. are under his supervision.
Renerval or extensiou of details over 30 days must have the prior ap-
proval of the Director of Personnel.

TIMITATIONS ON DEIAIIS

5ecurity

A1l details, regardless of length, must meet security standards if
access to security information or assignment to a sensitive position is
involved.

New Employees

Except for emergency details of 30 days or less, employees newly-
selected from a register of eligibles may not, for the three months after
appointment, be detailed. to a position not appropriately filled from
the register of eligibles.

Detoils for fhree Months or less

An employee may be detailed for a continuous period not exceeding
three months rvithin any period of 12 successive months even if he does
not meet the regular civil service qualifications and length of service
requirements. Details may be made to perform duties which have not
been formalized into an allocated position.

Details within one organization of more than one month but not
exceeding three months, and all details involving two major organiza-
tional units (divisions, regions, etc.) require the prior approval of the
Director of Personnel as prescribed below. Proposed details wiII be
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appraised by the Personnel Branch for ad.ministrative feasibility and
desirability in comparison with other personnel action or assignment
of another employee.

Detoilc of llilore fhon fhree ltlonths

A detail that will exceed three months during any successive 12
month period must be to an established current position for which
the employee meets the civil service standards, including all Iength
of service requirements.

If a detail wiII exceed. six months in any eonsecutive 12 month
period, prior approval must be obtained from the Civil Service Com-
mission by the Director of Personnel. Ordinarily such long term
personnel needs should not be met on a detail basis.

Procedure

The division head shall request prior approval of the Director of
Personuel for details which the of6ce head is not authorized by this
Section to approve by submitting Stand.ard Form 52, Requ,est For
Personnel Action, to the Personnel Branch.

If the detail will not exceed three months and is not to a classifled
position, a brief general description of the administrative need to be
met and the duties to be performed must be given on the Standard
Form 52.

If the detail is for more than three months, the Standard Form 52
shall be presented with a memorand.um of justification. If such detail
is to an unclassified position, there shall be attached Standard Form
75, Pos'ition Description, prepared. as described. in Section 2-2-2 of
this Yolume.

If the detail is for more than six months, Standard Form 58, Erpert-
ence anil, Qteal,i,f,cation Sheet, must be submitted with the documents
required above.

Standard tr'orm 52 shall be prepared and processed as prescribed in
Section 2-l-6 of this Yolume; all usual administrative clearances,
including bucigetary clearance are necessary. These will be obtained
by the Personnel Branch.

I
(
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Section 6

NORMAL WITHIN-GRADE SATARY INCREASES

This section sets forth the statutory requirements of Title VII of the
Classffication Act of 1949, as amended, and applicable polieies and
proced.ures for advancing the compensation of each OA, CFA antl URA
employee paid on a per arurum basis who occupies a permanent posi-
tion covered under the Classification Act and who has not attained the
maximum rate of compensation for the grad.e in which his position is
placed. Volume II, Section 3-2-9, states the Agency policies within
which these policies and procedures will operate.

SERVICE REQUIREIAENIS

In accordance with the provisions of the Federal Salary Reform Act
of 7962, which amended Title VII of the Classification Act of 1949,
as amended, each employee shall be advanced in compensation to the
next higher within-grade rate (step) at the beginning of the pay period
following completion of the following waiting periotls:

(1) each 52 calendar weeks of creditable serviee in salary rates
(within-gratle steps) 1, 2, and 3; or

(2) each 104 calendar weeks of creditable service in salary rates
(within-grade steps) 4, 5, and 6; or

(3) each 156 calendar weeks of cretlitable service in salary rates
(within-grade steps) 7, 8, and 9;

provided:
(1) his work is of an acceptable level of competence as determined,

by the Administrator or his d.esignee, and

(2) he has received no equivalent increase in compensation from any
cause d.uring the waiting period.

Definitions of "ereditable" and "non-creditable" service aud
"equivalent increase" may be secured from the Division of Personnel.

Acceptoble [eve] of Compelence

The term ''acceptable level of competence'' connotes a level of compe-
tence above the minimal level required for a "satisfactory" rating
under the Performance Rating Act of 1950. The term is not, therefore,
necessarily sJrnonymous with a ''satisfaetory " rating ; it is clearly above
what constitutes sufficient competence to warrant job retention. An
10/21/6, Pose I
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employee's \york is considered to be at an acceptable level of compe-
tence if he is making the kind of positive contribution to the operations
of the Agency which truly warrants an increase in pay.

Where specif c performance standards have been established for a posi-
tion, these standards will generally serve as the basis for establishing
an aeceptable level of eompetence. 'Whether performanee standards
exist for a particular position or not, the determining of8cial should
consider, among other factors (and depending upon their appropriate-
ness to the particular position), such eharaeteristics as efficiency, initia-
tive, flexibility, productivity, dependability, judgment, work relation-
ships, and conduct. fn any case, standards used in the evaluation
should be reasonable and should not require a higher than ordinary
standard of performance.

Adverse actions taken or pending against employees must be consitl-
ered in determining levels of competence. Normally, adverse actions for
reasons such as ineffieiency, misconduet, or delinquency indieate that an
employee's 'work is not at an acceptable level of competence. If a
within-grade inerease is rvithheld because of a proposed adverse action,
and the action is subsequently resolved in the employee's favor, the
inerease shall be made effective as of the employee's Normal Eligible
Date, provided it is determined that his work was at an aceeptable
level as defined above.

The determination as to level of eompetence must be made as of the
completion of the waiting period. If an employee has recently entered
on duty, or had a change in supervision at or near the time his level of
eompetence must be determined, the determining official shall consult
x'ith the employee's previous supervisor, if feasible.

RESPONSIBIIITY OF SUPERVISORY STAFF

Since within-grade increases are to be granted on the basis of an
appraisal of the employee's performance, effective leadership by super-
visors requires that they be continuously aware of their employees'
performance, and that they take the proper steps to inform employees
of this evaluation.

When an employee's work shows promise or is at an aceeptable level,
he should be so informed, for effective leadership involves eneourage-
ment as well as correction, anal an employee's potential can be devel-
oped by the right kind of guid.ance.

At the moment that an employee's level of competence falls below an
acceptable level, horvever, the supervisor has a special responsibility to
counsel the employee, clearly identifying the areas of deficiency and
the extent to which they must be correctetl in order to merit a within-
grade increase at the conclusion of the normal waiting period.

DEIERMINAIION

Aulhorized Ofiiciols

Persons heading organization units at the lowest organization echelon
described or identified in Volume II, Policies and. Procedures of the
Poge 2 10/21/53
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Administrator 1 shall determine whether the work of employees within
that unit is of an acceptable level of competenee. The level of compe-
tence of persons heading these units shall be determined by their im-
mediate supervisors. Throughout this manual section the officials
described in this paragraph are referred to as "determining officials."

fn cases where an initial determiuation is subject to reconsideration,
the reeonsideration and final determination shall be made by the ofiieial
next in line of supervision over the offieial making the initial determi-
nation. Throughout this manual section, the offieials described in this
paragraph are referred to as t'reviewing offfcials."

Where there is a vacancy in the position of any of the officials
referred to above, or such officials are absent and there is no duly
designated acting official, the official next in line of supervision over the
vacant position or absent offfciai shall make the initial or ffnal determi-
nation, as appropriate.

Recommendotion of lmmediote Supervisor

Whenever the determining official is not the immediate supervisor
(i.e., the person who, at rating time, is responsible for assignment and
revierv of work, diseipline, and ffrst line guidance and instruction) of
the employee being considered for the within-grade increase, the official
shall eonsider, before making a determination, the recommendation of
the employee's immediate supervisor.

PROCEDURES

9GDoy Advonce Notice to Determining Oftciols

At least 90 days prior to the end of an employee's waiting period, the
Division of Finance and Accounts shall send a 90-Day Adaance Notice,
Form H-837 (Exhibit A), to the appropriate administrative office for
transmittal to the determining official, to advise him that a determina-
tion as to the employee's level of competenee will have to be made as of
the employee's Normal Eligible Date.

Ilpon receipt of the 9A-Day Aduance Notice the d"etermining official
shoulcl, if he is not the ernployee's immediate supervisor, consult with
the immediate supervisor with regard to the employee's work.

Advonce Noiice of Unocceptoble Level of Compelence

As soon as possible, but not later than 60 days before the Normal
Eligible Date, the employee must be notiffed if his work is not at an
acceptable level of competence. The employee must be notified orally
by his immediate supervisor, and in writing by the determining official.
If the determining official is the immediate supervisor, he shall give the
employee both oral and written notiffcation.

The notifieation must state elearly that unless the employee's work
reaches an acceptable level of competence by the Normal Eligible Date,

i

rPart 1 (Sections 7,8, and 9) describes units \yithin the CFA, URA, and YHIICP. Part 2
(Chapters l aad 2) describes units vitrhin the OA and HHFi. Il,egional Offices.
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his within-grade increase wiII be withheltl. In addition the notification
shall identify clearly the areas in whieh the employee's work is below
an acceptable level, and the extent to which they must be someoted to
merit a within-grade increase.

A copy of the written notification shall be submitted to the Director,
Division of Personnel not later than the date it is issued to the employee.

Determinotion

Two weeks before the end of an employee's waiting period, the Divi-
sion of Finance and Accounts shall forward two copies of the Bequest
For And, Action On Determination, Form H-838 (Exhibit B), to the
appropriate administrative office for transmittal to the determiniug
official. The determination shall be made, and two copies of the Request
For And, Act,ion On l)etarmination completed and returned to the
Director, Division of Personnel so as to arrive no later than the
Wednesday following the Normal Eligible Date. The Division of
Personnel will review, authenticate, and forward one copy of the form
to the Division of Finance and Accounts for payroll processing.

Notice of Wirhholding of Wirhin-Grode Solory lncreose

If an employee's within-grade increase is to be withheld because of
his failure to achieve an acceptable level of competence, he must be so
ad.vised, in writing, by the determining official uo later than the Normal
Eligible Date. The notice must advise him of : (1) his deficiencies and
the extent to which they must be corrected to merit an increase, (2) his
right to request the Director, Division of Personnel to initiate a review
of the determination, and. (3) the name and title of the reviewing
official (see Determination, Authorized Officials). In addition the
notice must attach a copy of this manual section so that the employee
may be informed of the policies and proced.ures under which the review
shall be requested and conducted..

A copy of this denial notice must aecompany Form H-838, Request
For and, Action on Delermination, when it is returned to the Director,
Division of Personnel.

nequ$t for Reconriderotion

An employee whose within-grade increase is being withheld may
request without fear of restraint, interference, coercion, discrimination,
or reprisal, that the determination as to his level of competence be
reconsidered.. Such request shall:

1. be submittetl within 10 days of the date of the denial notice (the
Director, Division of Personnel may extend more time if circum-
stances warrant) ;

2. be submitted in writing to the Director, Division of Personnel, in
two copies;
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3. state the basis on which the request is matle, and whether the
employee wishes to make an oral presentation to the reviewi.g
official.

Upon receipt of the employee's request, the Director, Division of
Personnel, shall transmit a copy of the request to the appropriate re-
viewing official, and furnish copies of the covering transmittal memo-
randum to the employee, the employee's immediate supervisor, and the
determining official.

Reconsiderotion

The reviewing official shall conduct a fair, impartial, and objective
appraisal of the case with full consideration of all of the policies and
criteria set forth in the Agency policy statement and this issuance.

Formal hearing, grievance, or appeal procedures will not be used;
however the employee, if he wishes, is entitled to make an oral presenta-
tion to the reviewing official.

The determination in the review and reconsideration shall be final,
and shall be made within 30 tlays of the request.

The reviewing official shall notify the employee, in writing, of the
decision, and shall forward two copies of the notification to the Director,
Division of Personnel no later than the date it is submitted to the
employee. The Director, Division of Personnel shall notify the deter-
mining official and the employee's immediate supervisor of the decision.

If the review and reconsideration results in a favorable determina-
tion, the reviewing official should advise the employee that such deter-
minatiou supersedes the earlier one, and the within-grade increase shall
be granted retroactive to the Normal Eligible Date. If the review aud
reconsideration result in no change, the reviewing official should atlvise
the employee that his performance will be continuously evaluated by
his immediate supervisor.

Further Review Following Deniol

Supervisors must make every effort to encourage employees who have
been denied within-grade increases to bring their performance up to an
acceptable level of competence. A further review of sueh an employee's
performance shall be made by his immediate supervisor no later than
90 days after the effective date of the denial of the inerease ancl the
results of sueh review shall be discussecl with him. The employee's
performance shall be reviewed. periodically thereafter.

At such time as it is determined that the employee is performing at
an acceptable level of competence, the determining officia1 shall submit
to the Director, Division of Personnel a memorandum, in duplicate, so
certifying. A copy of this memorandum must be given to the employee
concerned.

If a favorable determination has not been made within 52 calendar
weeks after the date the employee completed his waiting period, a new
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determination rnust be made at this time, in writing, as to the level of
his competence. Within 50 weeks of the Normal Eligible Date the Divi-
sion of Finance and Accounts shall send the atlministrative office, for
forwarding to the determining official, 2 copies of the Request for anil,
Action on Reil,etermination, Form E-839 (see Exhibit C). A new deter-
mination shall be made and the results certiffed to the Director, Division
of Personnel (2 copies). If the Redetermination results in further
withholtling of the within-grade increase, the procedural requirements
of this manual section, under Notice of 'Withholtling of Within Grade
fncrease, Request for Resonsideration, Reconsideration, and Further
Review Following Denial shall be applicable. The procedures in this
paragraph shall be followed after eaeh succeed.ing determination of an
unacceptable level of competenee.

At such time as his work is determined to be of an acceptable level
of competence the employee shall receive the withheld within-grade
increase effective the beginning of the first pay period following the
date of the new determination.

Procedures Gops ond Non.Complionce

A, employee may not be given a within-grade iuerease until it has
been determined that his work is at an acceptable level of competence,
even though a determination has not been matle as a result of failure to
follow established procedure or incomplete procedural instructions.

'When circumstances arise which are not covered by the procedures in
this section, or when the procedures are not followed due to administra-
tive oversight, error, or delay, the Director, Division of Personnel shall
be promptly notifed, and shall advise and/or take necessary action.
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Section 7

QUALITY WITHIN-GRADE SALARY INCREASES

The following procedures shall be used. in initiating and. taking
action on nominations for faster-than-normal ("Quality") within-
grade salary increases for employees whose performance of the most
important functions of their position substantially and characteristically
exceeds normal requirements so that, when viewed as a whole, the work
performance is of a high degree of effectiveness.

It is important that before using these procedures, offrcials responsible
for initiating aud acting on nominations for quality increases familiarize
themselves with the statutory and Agency requirements, eligibility
criteria, and statement of supervisory responsibilities, described in
Volume II, Section 3-2-10.

INIIIATION

A nomination for a quality increase should be initiated at the level
of supervision most familiar with the requirements of the position con-
cerned, and thus best able to recognize employee performance whieh
exceeds those requirements. Normally the initiator will be the em-
ployee's immediate supervisor.

A quality increase may not be granted in the case of an employee-
(1) 'Who 

has not completed at least six months'service in the position
and grade involved;

(2) Whose impending (a) separation (b) extended IrWOP (c)
change in grade or (tl) reassignment to duties substantially
difierent from those currently assigned, is known to the initiator
of the nomination or to management;

(3) 'Whose regular within-grade salary increase is currently being
withheld due to unacceptable level of competence; or

(4) Against whom there is pending an ad.verse action (or an investi-
gatiou) involviug inefficiency, delinquency, or misconduct.

PREPARAIION

A nomination for a quality inerease shall consist of the following
parts:

1. Form H-840, Nomination For and, Action on Perf ormance Recog-
nition (Exhibit A) in an original and two copies with sections I
and II completecl and signed.

12/22/54 Page I
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2. A written justification of the nomination in an original and one
copy, containing as a minimum the following:
a. In itemized. form, a brief, clear d.escription of each of the

most important functions of the employee's position ;

b. In speeific terms, itemized by function, a clear description
of the manner and period involved. in which the employee's
performance of each of the most important functions of his
position substantially exceeds normal requirements so that
when viewed. as a whole, his work performance is of a high
degree of effectiveness;

c. A clarifying statement to support any nomination in which
the last three months of the period. of high quality per-
formance
(1) inclutled a period of on-the-iob-training, detail to a_nother

assignment, or any leave of absence, totalling individu-
ally or in aggregate in excess of 120 hours, or

(2) immediately followed approval of a previously withheld
regular rvithin-grade salary increase, or irnmediately
followetl a demotion; and

d. A certification by the nominating supervisor that he believes,
on the basis of past experience, the employee's high quality
performance in the same line of work at no change in grad.e is
iikely to continue in the foreseeable future.

3. One copy of the employee's official position description.

The original copies of Form H-840 and. the justification and the copy
of the position description shall be attached together as the original of
the nomination; a copy of Form H-840 and the remaining copy of the
justification shall be attached together as the first copy of the nomina-
tion; and the remaining copy of Form H-840 shall be the second eopy of
the nomination.

SUBMISSION AND APPROVAL

The original and two copies of the nomination shall be submitted to
the appropriate sommissioner, office heail or equivalent, through super-
visory channels, for written concurrence (Section III of Form H-840)
and forwarding to the Exee,utive Secretary of the Incentive Award.s
Committee.

The Exeeutive Secretary shall review the nomination to assure cor-
rectness of information aud compliance with the requirements spelled
out above under Initiation and in Section 3-2-10 of Volume II. The
Incentive Awards Committee shall then reYiew and consider the nomi-
nation and make a recommendation for approval or disapproval. The
Chairman of the Committee shall indicate the recommendation of the
Committee in the space provitled on form H-840 and forward the nomi-
nation to the Administrator, through the Director of Personnel, or to
Poge 2 12/22/64
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the Director of Personnel for approval. The Administrator is responsi-
ble for approving or disapproving all quality increases being gtanted
to employees in grades GS-13 and above; the Director of Personnel is
responsible for approving or disapproving all quality increases being
granted to employees in grades GS-12 and below.

ACIION FOTLOWING APPROVAL

Upon approval of a nomination for quality ilcrease, the Executive
Secretary of the Incentive Awards Committee shall make the follo.wing
distribution of the copies of the approved, nomination: the original shall
be retained in the files of the Committee; the first copy shall be for-
warded to the employee through the initiating supervisor; and the
second copy shall be forwarded to the Division of Finance and Accounts.

Upon receipt of its copy of the approved. nomination, the Division of
Finance and Accounts shall process and make normal distribution of
Standard Form 1126, Payroll, Change Sli,p. 7r recorcliug the employee's
eligibility date for his next normal within-grade salary increase (if
applicable), the time served in the previous rate is creditable toward
completion of the waiting period in the new rate in which the employee
is placed. as a result of receiving the quality increase.

Nominations which are disapproved shall be returned to the initiating
supervisor, through the concurring offi.cial, by the Executive Secretary
of the Committee.

EFFECTIVE DAIE

AIi quality increases shall be effective on the first day of the first pay
period followiug approval. In keeping with the purpose of quality
within-grade increases, the Incentive Awards Committee will as a gen-
eral rule act on a nomination promptly, so that approved. nominations
wiII become effective no later than one full pay period following receipt
of the nomi:ration by the Executive Secretary of ttre CommittJe.

ANNUAT NOIIFICAIION TO EMPTOYEES

Not later than June 30 of each year all employees shall be notiffed of
the number of quality increases gra^nted. during the preceding twelve
month period.

12/22/54 Poge 3
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Section I

PERFORMANCE RATING PLAN

OBJECTIVES AND COVERAGE

This Section prescribes the Performance Ratiug Plan established
for Central Office employees under the authority of the Performance
Rating Act of 1950. The Plan, approvetl by the Civil Service Commis-
sion, provides a means by which:

(1) Performance requirements are made known to all employees.
(2) Performance is appraised in relation to such requirements.
(3) Appraisals are used to improve the effectiveness of employee

performance.
(4) Employee-supervisor relationships are strengthened through

better mutual understanding of work requirements.
(5) Each employee is kept currently advised of his performance and

promptly notified of his performance rating.
(6) Additional training needs are identifietl.
(7) Supervisors are provided with a guide for recommending per-

sonnel actions.

RESPONSIBITITY FOR ADMINISTRATION OF THE PIAN

The Division of Personnel shall (1) provide staff services required
by this plan, (2) ad.vise the Administrator of the efrectiveness of the
operation of the plan, and (3) develop instructions, proced.ures, and
records, or other documents necessary to the proper operation of the
Performance Rating Plan.

Division heads, heads of constituent units, and supervisory employees
are responsible for application of the plan within their respeetive areas.

BASIS FOR RAIINGS

Performance ratings shall be based on the evaluation of the manner
in rvhich employee performance has measured. up to known requirements
of the employee's actual duties. Performance requirements shall be
discussed with the employee at such times as are necessary to keep him
informed of the cument requirements of his job. Ratings may not be
based on any work requirement rvhich is not known to the employee or
which the employee has not had a fair chance to meet.

10/15/61 Poge I
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KINDS OF RATINGS

Each employee will be assigned one of the follorving ratings annually
Satisfactorg.' Work performance is considered SatisfactorA wher. an
employee meets the requirements of the essential duties of his position,
but does uot achieve outstanding performance in all phases of his
work.

Outstand,ing.' Work performance is eonsidered Outstanding when an
employee performs each and every one of his duties in a manner that
not only exceeds normal requirements, but is outstanding and deserv-
ing of special commendation. ft is not enough to perform some of
the duties or the most important d.uties in an outstanding way. It is
necessary that all aspects of performance be done in such an outstand-
ing way as to merit special commendation.

Unsatisf actoryr 'Work performanee is considered ansatisf actorg when
an employee has failed to bring his performance up to acceptable
standards after a 90-day prior notice of such inadequacy.

An entranee rating of Satisf actory shall be assigned to each employee
upon entrance on duty or upon position change. trtor this purpose, a
position change is defined as a change in grade or type of work.

RESPONSIBII.IW FOR RAIINOS

Each employee will be rated by his immediate supervisor, i.e., by the
person who at rating time is responsible for his work assignments,
discipline, and first-line guidance and instruction. Where an employee's
supervisor has changed within g0 days before rating time, the new super-
visor shall, if feasible, consult with previous supervisors as well as the
employee before completing the rating.

Ou,tstanding and Unsat,isfactory ratings within a division or similar
level organization shall be reviewed, together with the required support-
ing documents, by the head of such organization or his designee prior to
referral to the Division of Personnel. If the office head is not in agree-
ment with the rating, he shall give his reasons in a memorandum to be
forwarded with the rating. If he is in agreement he shall initial the
upper left hand corner of the rating form.

SPECIFIC RESPONSTBILITTES OT RAIERS

Each supervisor is responsible for the following activities in applying
the performance rating plan:

Through diseussion, advising eaeh employee of the detailed duties and
responsibilities of his position and of the specific performance require-
ments of that position in terms of quantity, quality, or timeliness of
production, or other appropriate factors.

Diseussing with each employee his job performance and. the adequacy
of that performance in relation to the requirements of his position.

Page 2 10/16/51
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Developing, in conjunction with each employee, a written statement
of performance requirements for each position when seheduled and
required by the OA.

Reviewing the duties and responsibilities of the positions occupied
by employees under his supervision and taking appropriate action for
keeping them current.

Preparing Forms H-117 antl H-117A,1{otice to Employee of Perf orm-
ance Rating (Exhibit A), for each employee.

For each Ou,tstanding rating recommended, preparing a written justi-
fieation, in triplicate, in the format illustrated in Exhibit B, including
the following: (1) An analysis of the way in which actual performance
exceeds normal requirements with respect to each major duty assigned
to the employee. (2) A summary of the employee's overall performance
and reasons why it is outstanding and deserving of special commenda-
tion. (3) A copy of the employee's current position description.

Preparing and delivering to employees whose v,ork performance
warrants an Unsatisf actory rating, an advance written notice that such
a rating wiII be forthcoming unless performance is improvetl before the
rating date. Such a notice must be delivered at least 90 days prior to
the rating date and must speciflcally detail the employee's performance
deficiencies, what he must do in order to bring his performance up to a
satisfactory level, and what efforts his supervisor will make in order to
help him. A copy of this notice shall be forwarded to the Director of
Personnel.

fn case of an Unsatisf actorg rating, preparing a statement, in tlupli-
cate, specifying the facts of the prior warning, the basis for the rating,
and describing the efforts made to help the employee improve his per-
formance during the warning period.

RAIING PROCEDURE

Forms H-117 and H-117A may be requisitioned through regular
administrative channels, and shall be supplied to all supervisors on or
about March 1, annually. The rating period will be from April 1 to
I\farch 31 of the following year.

Each supervisor shall complete his ratings by April 10, except in
the following instances: (1) where an employee has not served 90 days
in the position for vrhich his performance is being rated, or (2) where
the supervisor has changed within 90 days before the rating time. fn
such cases, ratings may be delayed for the length of time necessary
to give the supervisor fully 90 days to evaluate the employee's
performance.

Form If-117 shall be given d.irectly to the employee and Form H-117A
forrvarded to the Director of Personnel, except in cases of Ou,tstaniling
or Unsat'isf actory ratings. In such cases, both Forms H-117 and H-117A,
togethenvith the required supporting documents, shall be fortvarded
to the reviewing official within the constituent unit, division or office,
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who shall forward them to the Division of Personnel after review and
comment or approval.

If the warning notice for an Unsatisfactory performance was not
issued in time to allow the 90-day advance notice period, the rating must
be postponed.

Reeommendations for Outstanding perlormance ratings are for-
rvarded by the Division of Personnel to the fncentive Awards Committee
for consideration. The Committee shall make certain that written state-
rnents are true and factual and that all aspects of performance not only
exceed normal requirements but are outstanding and deserve special
commendation. If the Committee determines that an Outstanding rating
is warranted, it has authority to approve such ratings for employees
under the General Schedule below grade GS-L3, and for aII wage board.
employees.

Recommendations for Outstanding ratings for employees in grades
GS-13 and above are reviewed by the Committee and forwarded with
appropriate recommendations to the Administrator for final action.

The criteria for Outstanding ratings require that all aspects of per-
formance be outstanding, whereas, the criteria for Str.sfained Superior
Seruice awards granted under the fncentive Awards Program state that:
" performanee should exceed most, but not necessarily all, of the require-
ments of the position while meeting normal standards in other aspects. "
Moreover, a minimum of one year in the position for which the em-
ployee is being rated is required in the case of Outstand,img ratings, but
only six months in the case of Sustained, Superior Seraice awards.

Since the criteria for Outstand,ing ratings exceed those for Sustaineil'
Superior Seraice, recipients of Outstanding ratings are automatically
eonsidered for cash awards under the fncentive Awards Program. The
cash award table is contained in Section 2-5-2.

A recommendation for an Ou,tstand,ing rating which does not meet
the necessary criteria under the Performance Rating Plan will be con-
sidered for an award under the fncentive Awards Program, if this
action is coneurred in by the supervisor and the reviewing official.

Notices of Ou,tstand,ing ralings are approved or changed.to Satisfac-
tory and. become official when they are returned to the Division of
Personnel for distribution. The ribbon copy of the justification for the
rating, if approved, is filed in the employee's Personnel Folder ; the sec-
ond copy is forwarded to the employee for his information; and the
third copy is filed in the Division of Personnel performance rating file.

Recommendations for Unsatisfactorq ratings are forwarded by the
Director of Personnel to an ad hoc committee which he appoints to
consider such ratings under criteria which will assure fuII consideration
of all the pertinent facts involved. The ad hoc committee will either
change the proposed rating to Satisfactorgl or confirm the recommenda-
tion of the supervisor. Such ratings wiII become official when returned
to the Division of Personnel for distribution.
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REVIEWS AND APPEAI,S

Board of Review

The Performance Rating Act provides for the establishment of boards
of review for the purpose of eonsidering and passing on performance
rating appeals. These boards of review are composed of three members,
each with an alternate. With the approval of the Civil Service Com-
mission, one such board has been established to serve the OA and con-
stituent units. It is located in Washington and. handles both depart-
mental and field appeals. It consists of one member, the Chairman of
the board, designated by the Civil Service Commission, a second mem-
ber, designated by the Administrator, and the third member, an OA em-
ployee, designated by the appellant. Although it is the privilege of the
appellant to designate the third member of the board of review, this
member is not the persoual representative of the appellant.

Employee's Rightr

An employee who reeeives an Unsatisf actory rating may (1) request
an impartial review of this rating by the Director of Personnel,' (2)
appeal direetly to the board of review, or (3) appeal to the board of
review after obtaining the impartial review.

An employee receiving a Satisfactorg rating may appeal either to
the Director of Personnel for impartial review of the rating or to the
board of review, but he may not appeal to both.

An appeal to the board of review shall be submitted in quatlruplicate,
preferably on Optional Form 6, and may be addressed through the
Director of Personnel. An appellant desiring to address his appeal
directly to the board of review should send it to: Chairman, Board of
Review, care of the Civil Service Commission, 'Washington, D. C.
The appeal must includ.e the name of the employee designated by the
appellant to serve on the board of review. An appellant is also entitled
to have an individual of his own choice appear with or for him at the
proceedings before the board of review. The appellant shall advise the
board of review, in writing of the name of the person, if any, so
designated.

A request for an impartial review by the Director of Personnel shall
be mad.e in writing within 30 days after the employee's receipt of Form
H-117.

Au appeal to the board of re'riew shall be made in writing within 30
days of the employee's receipt of : (1) Form H-117, or (2) a deeision
from the Director of Personnel on the impartial review of his rating.
If the employee withdraws his request for an impartial review by the
Director of Personnel after 30 days have elapsed since he received.
notice of his rating, he may have an additional ten days in which to
appeal to the board of review. Time limits may be waived. for good and
sufficient reasons.

lThis review will be mstlo by on official seleqtod by the As8ist8nt Atlministretor (Administro-
tion) when the review is requested by aa enployee of the Division of Personnel.
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PERSONNEI ACI]ONS BASED ON RAIINGS

Unsotisfoctory Rotings

An employee who is officially rated as Unsatisf actoru shall not remain
in the position in which his serviee was deemed. unsatisfactory. He shall
be reassigned, demoted, or separated from the service, depending on the
circumstances involved in each such case. If an employee is demoted, he
shall receive a salary lower than that last received in the position in
which he was raled. Unsatisfactorg.

The rights of employees und.er the Yeterans Preference Act of 1944
and the regulations of the Civil Service Commission shall be observed in
the handling of demotions or separations resulting from Unsatisfactorg
ratings.

Recsrignments ond Promotions

Performance ratings shall be taken into consid.eration in filling posi-
tions by reassigument or promotion. The continuing appraisal of em-
ployee performance should give supervisors greater appreciatiou of
employee potentialities and. interests and result in more complete utiliza-
tion of their abilities and skills.

Reduclions in Force

Performance ratings shall be recoguized. in reductions iu force as pro-
vitled by the regulations of the Civil Service Commission and the policies
of the Agency.

Wirhin-Grodc Solory lncrcorer
'Wage Board. employees receiving Satisfactory and. Outstanding rat-

ings are entitleil to within-grad.e salary inereases as they become
eligible for them.
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EXHIBIT A
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}IOUSING AND HOTIE FINA}JCE AGENCY

IIOTICE TO EXPLOYEE OF

PERFORI,IAIICE RAT I XG

In &cordece xlth the leelrerents of the Perfohace Eattng Plu of the offlce of tbe Admlols-
trator ud the Perlomuce iattng lct of 1950, you h&ve been Ealtned a rrtlng of:

[]outstuorn3 []rtrstrtory IJUnarttsrctory

asrr..,ir.r-r.t.',
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EXHIBIT A (Poga 2)

Performqnco Roting PIon

UflSm! torl Frlor-rc. l. cor.la.r.a &,i.r..to., *r .. alori rt. ll. r.rrlr-tt. ol tl.
.....1t.1 a.lt.. o, ll. p.lild. l.t a6. rol .cll.r. o.t.i.!ai.a tsrroila t!.ll rl...r ot lt. art.

mmlG krt tsrlo'[lc. l. co..la.r.d O!furdina d.. il qlor.. D.rlofl ...1 .!d .r.r, or. ol
It. i!|t.. l! . Du.r tt.r lot o!1, .rc..d. !016l r.q!lr.E!.., blt l. o!!.t.!dlra Dd a...rrt!t ol
.Ft.l cold.tlor. li ir rot.rotlt ao tsrron.a ol tt. a!il.. or tL D.l l4ort.tt drtl.. lr rt
orkt.dlla nr. lt b ..c....r, ll.a .ll ..Fct. o, rrlorru t a.ro tr ..cl r. o!t.t..ai.a -, ..
lo Frlt.Fct.l cod.aid.

mlE rlm* tort ptloElc. l. corrtd.r.d A^..ti.lo.to., ri.r r. @lor.. i.. t.ll.d to brtra ll.
FrtoEr6. .r lo &..rtrll. .t.ra.ra. .rr.r r.c.Itlla. tGd.r Drlo, loric. ot .!cl h.d.q!.cr.

Ar alor.. teirira r ..ti.lctot, ritira E, (r) r.{!..t .r hD.!ii.I t.rtF o, ll. r.ltrt It tL Dt-

lr alor.. r...lrt!r .r s..ti.ldcto.t r.rlra D, (l) r.qt..a .. lrFrat.l r.rln ol ll. ,.ll.t D, al.
Dlr.laot ol ht.o!..I, (!) rDF.l alt.ctl, ao iL. h.rd ot brld. or (!) .rts.1 lo tt. hrd o, Irlt
rlbr oll.trllr tl. l*rlt.l r.rlr br lb Dlr.cto, o, hr.orml.

At.rp.l ro aL. &.rd o, krtdL, L ddr..t.d tlroral tl. Dlr.ctor ol h!.orr.l or alr.ctl, lo 31.
Cbidr, bta ol Ltlr. crt. ol ti. Clrtl $rtlc. ht.rlor. h.ll!tto!. D. C

b. $crld ,&1, Frrod.o brlir Pl.r. .l Err btr.l. Yol- lll (OrrrrI Olll{} or YoIr V (tt.la
$Ft€l, lo. rr.tbr l.torrlrot.
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EXHIBIT A (Poge 3)

F11?l
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llctrstNc AND tflE FIN tG lcEttct
art!ca at llt a!ttr!atllt0l

IIOIICE TO EIIPLOYET OF
PERFONXAICE RATITG

!, l. @rduce rlth th. reQtrlroGnt! of tbe Prr(omc. B.tltra Plu ot the Offtc! ol th. Ad.
llrlltntor &d tle Pe.fotu&co lrtlDg A.t of 1950. ,ou bove bee, allgned r ntlng ot:

f ] ou*tualos [] srttarrctor f] unsattstron

lS$.rti.o,.t.t..t

2. I h.v. revlerod the dutlea ud rosDonElbllltleE of th! Dosltton occuplcd b, th. esloyee.
lta offlclrl Flltlon de*rlDtloo ol raard t!:

(l)
(2)

(3)

tl
tl
tl

clrrreot sd &cunta
.kcurata rlth llDot ErcaDttona
.Io&curlta

.Il (2) or (!) 18 cheled. Etlo! sirll b. trlthtcd Dro$tl, h, thg auDcnl&r to con4t
ltc Dosltld drerlDtloD.

lS.r.rrt....r....t ttttt.t

3. I har! dlldrErd tha Derforucr reqlrlraot! ol ry Dorltlor ud ry,ertonucs rrth8 rltb
[ ]DCnleL I do lot h€rw Blee u, ot ry .rDe.l rl&t!,

(l.rl.r..'. 31a..,...t

a totta
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EXHIBIT B

thl6
LE at top of
Prope! re cognl.tLod
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also edd. t16t he
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Supervl8ory l4aEgeEeEt ADaJ.yEt

Dhector, Record.B l&.nageEeqt Broch

N-e5(y621

UNITED STATES GOVERNMENT

Memorandum
HOUSINC AND HOME TINANCE ACDNCY

rc Dlrecto! of PersoEnel
Attetrti.on: Iocetrtlve Awds CoooLttee

OATE:

FRoM : Supewl6or, I'lail ed. Files Sectloo

suBrm: OrtstaEdl.ng Perfo@trce RatlDS
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Nomal RequlreEents ActEI Pedoftance
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structre.
beeB acceleratetl
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couterparts ln other encles
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Doath\r reports oa opelatl.oE6 of
the I"b1I Ubtt.

6.

the ltrc@betrtrsaIL of the rustr speclala vhich caeot valt for
prouptness, entl accurate handltng of
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Eeports are @intalned prcpetly
aEd submltted prcdptly ed
adlequte records EelBtalned. the
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2-5-2

Section 2

INCENTIVE AWARDS PROGRAIIA

'l'he Hlll,'A Irrceutive Au,ards I'rogram is established as part of the
Government Employec's Incentive Arvards Program under authority of
Title III of Public I-,larv 763, 83rd Congress, and in accordance with
Civil Service instructions as defined in Chapter 45t and Supplement
990-1 of the Federal Personnel Manual.

PO[!CY

The Agency recognizes and rewards employees who, either individ-
ually or in groups, by their suggestions, inventions or superior per-
Iormince, contribute efficiency, economy, or other improvements in
Government operations, or \vho perform special acts or services in the
public interest in connection with or related to their official employment.

If subsequent to making his contribution, an employee resigns or
transfers from the HHFA he nray still be entitled to an award. If the
employee dies prior to the authorization of an award to which he is
entitled, the award will be made posthumously.

RESPONSIBIIIIY FOR INCENIIVE AWARDS PROGRAM

The Atlministrator shall have speeific responsibility for the operation
of the Incentive Awards Program within the Office of the Administrator,
the Urban Renewal Administration, and the Community Facilities Ad-
ministration.

The Assistant Administrator (Administration) shall be responsible
to the Administrator for the general supervisiorr of the fncentive
Awards Program in the Office of the Administrator, the Urban Renewal
Administration, and the Community Facilities Administration.

lncentive Awqrdr Commitlee

The Committee shall consist of nine members, eight of whom, includ-
ing the chairman, are appointed by the Assistant Administrator (Atl-
ministration) ; three of these members are selected from employees of
the Community Facilities Administration, three from employees of the
Urban Renewal Adrninistration, and two from the Office of the Admin-
istrator. The Director of Personnel or his representative is the ninth
member of the Committee. lfembers are appointed for three calendar-
year terms on a staggered basis, so that three nerv members are ap-
pointed each year. An Exeeutive Secretary shall be designated by the
I)irector of Personnel

6/3/55 Pagc I



2-5-2 lnccndvc Awordr Progrom

The Incentive Awards Committee has the following functions:
(1) To refer employees' suggestious received to the Management

Analysis and Procedures Branch for appraisal, and to review
appraisals submitted by this Braneh.

(2) To eousider and to take appropriate action on nominations for
the payment of awards.

(3) To determine the type of award in the case of eaeh approved
contribution.

(4) To promote understanding of the purpose and objectives of man-
agement improvement activities and to stimulate employee par-
ticipation in them.

(5) To revierr awards approved in regional offices for possible ap-
plicability in other regions.

(6) To consider reeommendations for Outstanding Performance Rat-
ings and Quality 

'Within-Grade fnereases and to make eertain
that written statements are true and factual and that the
justifications measure up to the required standards.

(7) To fix the priority rights of a contributor whose suggestion was
not adopted, but which wes substantially similar to one whieh
rvas subsequently determined to be eligible for an award.

(8) To refer to the General Counsel for an opinion all ideas which
may be patentable or in which the government or the indivitlual
may have commercial or property rights.

The Chairman, Incentive Awards Committee, is authorized to grant
cash awards in amounts not exceeding $400 each for suggestions and
for superior service (including sustained superior service and special
asts or service) when such efforts benefit or affect the central or field
offiees of the Office of the Administrator, the Community Facilities Ad-
ministration, the Urban Reneu,al Administration, or the HEFA Re-
gional offices.

Divieion of Perconncl

The Division of Personnel is responsible for the central administrative
direction and review of the Incentive Awards Program. In this regard,
it shall:

(1) Enlist the support and cooperation of supervisors at all levels
in the program, and encourage them in using the program to
improve operations in their own units.

(2) Insure the objective treatmeut of all suggestions, both from the
standpoint of the employee and the Agency.

(3) Promote maximum employee interest and partieipation in the
program at all levels.
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(4) By means of effective publicity, insure that every employee
und.erstands the program, and emphasize the need for ideas that
have dollar sa.Yings.

(5) Insure adequate documentatiou in support of the action takeu
on eaeh suggestion.

(6) Submit to the Civil Service Commission required reports on the
operations of the Agency's program.

(7) Render guidance to the Inceutive Awards Cornmittee on questions
of entitlement to awards or on any other questions or problems
which may arise in connection with the administration of this
program.

(8) Supply staff assistance to the Incentive Award.s Committee and,
as appropriate, work with and through that committee in dis-
charging its responsibilities.

(9) Encourage the appointment of imaginative and enthusiastic in-
tlivitluals to the Incentive Awards Committee.

Suporvlror

Supervisors at all levels have primary responsibility for making the
most effective use of the Incentive Awards Program. This responsibility
not only includes personal day-to-day support of the program but also
involves advising employees in what areas solutions to problems are
being sought. It requires a complete kno'wledge of the types of available
awards, their criteria, and the procedures for applying for them. Super-
visors, by example and instruction, shall encourage employees to par-
ticipate actively in improving operations in their own units, to be cost-
conscious and. improvement-minded. When necessary, they shall render
assistance to employees in preparing suggestions. They shall also con-
duct periodic reviews of each employee's performance to assure that
proper consideration is given to those individuals qualifying for
Superior Service Awards.

AGENCY AWARDS

Awards granted within the Agency by which employees are recognized
for their achievements are classiffed in four main categories: (1) Dis-
tinguished Service Award, (2) Superior Service Award, (3) Employee
Suggestion Award, and (4) Length of Service Award.

Awards for Outstanding Performance are handled under procedures
outlined in Section 2-5-1, Performance Rating Plan. Recipients of Out-
standing Performance Ratings are automatically considered for Supe-
rior Serviee Awards.

Oisringuishcd Srrvicc Aword

The Distinguished Service Award is the Agency's highest award.
It is conferred by the Admiuistrator once eaeh year upon a limited
6/9/65 Poge 3
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number of employees who haye marle the greatest contributions to the
operation of the Agency. This arvard may be granted in recoguition
of the same employee contribution for rrhich a cash or honorary award
has been previously granted. The Atlministrator, Deputy Administra-
tor, or a designated representative (for the OA central and regional
offiee staffs) and the Commissioners of URA antl CFA may each
nominate not more than three employees a year for this au'ard. Nomi-
nations shall be submitted by August 31 of each year, through the
Director of Personnel to an ad hoc selection committee appointetl by
the Administrator.

Superior Service Awqrd

This award may be granted for any type of service or performance
rvhich merits special recognition, and consists of an honorary award
certifieate, accompanied ordinarily with cash. It must be initiated by
a supervisor of the employee who made the contribution. Superior
Service Awards fall into two categories: (a) Sustained Superior Serv-
iee, and (b) Special Act or Service.

Sustoinad Superior Service

Sustained Superior Service may be defined as the discharge of
regular duties which so substantially exceeds norrnal performance re-
quirements, extending over a period of at least six rnonths, as to merit
special recognition.

It is emphasized that this type of contribution is characterized by the
high level performance of duties over a long period of time. To meet
the standard for an award, performanee shoulcl exceed most, but not
necessarily all, of the requirements of the position, rvhile meeting nor-
mal standards in other aspects. The extent to which performance must
exceed requirernents in most aspects to merit an award often cannot
be established with precision. This is especially true in those areas of
performance which are not subject to exact measurement in terrns of
quantity and quality. Supen'isors ueed to exercise corrsidered judgmetrt
in making evaluations and rccorumendations in such cases.

The following kin<ls of contributions, while not all-inclusive, are
typical of Sustained Superior Service for rvhich an arvard may be eon-
sidered:

(1) Normal production or accuracy standard.s are substantially sur-
passed while satisfactory performance in other job requirements
is maintained.

(2) Superior quality results are attained while normal standards of
quantity are satisfactorily met.

(3) A noticeable inerease in production occurs through continuous
improvement of procedures, systems, or methorls, as the result of
the employee's contributiotrs.
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(4) Outstanding success is achieved. by a supervisor in motivating
the interest and participation of employees in the Ineentive
Awards Program.

(5) The work of the organizational unit, or of a part of the unit, is
processed in an outstanding manner as the result of the em-
ployee's contribution.

(6) High morale is maintained in unusually adverse circumstances
as the result of the employee's contribution.

'Ihe written justification for an award based on Sustained Superior
Service shall follow the general format prescribed for recommendatiorrs
for Outstanding Performance Ratings (see Exhibit B, Seetion 2-5-1,
Performance Rating Plan). In the left column shall be listed those job
requirements which the employee performs in a manner exceeding
normal performance requirements; items in the right column shall
document in detail, including illustrative examples of aecornplishment,
the way in which such job requirements are performed in a manrler
exeeeding normal requirements. It is important that sueh justification
be.as clear, specific, and detailecl as is possible. The statement must be
more than a certification by the supervisor of superior performance.

These written justifications shall be aeeompanied by a copy of the
employee's position description, and by a completed. copy of Form
II-840, Recommendation for Performance Eecognition. Nominations
shall be submitted in duplicate through the Commissioners of constitu-
ent units or rnajor office heads to the Incentive Awards Committee,
Attention: Executive Secretary. If approvecl, one copy of the nomina-
tion will be placed in the employee's personnel file.

Arta rd Scalc

The amounts of cash awards paid for Sustained. Superior Service
based. on intangible benefits shall be established on the basis of the
following table :

Grade of Employee Marimum Amount of Award,
GS-l through GS-8 $200
GS-9 through GS-12 $350
GS-13 and up $500

Speciol Act or Service

Special Act or Service nray be definecl as a lronrecurring, specially
meritorious contribution, achievement, service or performance of an
assignment. It may be, for example, a specific assignment performed
in connection with a special program or activity during an emergency,
or it may be characterized by creative effort important to operatious,
research, or administration. This type of single accomplishment or
service contrasts rvith that of the Sustaiued Superior Serviee type of
co4tribution which refleets,excep[ional perfprmance. over ap,extended
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Typical, but not all-inclusive, of this type of eontribution are:
(1) Performance which has involved the overeoming of unusual

operating difficulties.
(2) Original development or improvement in methods, organization,

procedures, or products which result in substantial benefits or
savings to the Government.

(3) Exemplary or courageous handling of an emergency situatiott,
not neeessarily related to official duties.

(4) Initiative and ereative efforts r'hich make important contribu-
tions to the Agency's programs, such as distinguished authorship.

The written justification for an arvard based on a Special Act or
Service shall explain in detail, giving illustrative examples, the manner
in rvhich the ernployee performed the service or achievemeut for which
he is being cited, and shall indicate clearly why sueh service merits
special recognition. Nominations shall be accompanied by a completed
copy of Form H-840, Eacommend,ation for Parform,ance Recognition,
and shall be submittetl in tluplieate through the Commissioners of
constituent units or major office heads to the Incentive Awards Com-
mittee, Attention: Exeeutive Secretary. If approved, one eopy of the
nomination will be placed in the employee's personnel file.

When a contribution has been made by more than one employee or
by a group of employees, all who have contributed, including super-
visors, may share equally or proportionately in awards. The total
amount of the award shall be the amount authorized. for that type of
award if made to an individual. However, where individual shares of
such group cash awards appear inappropriate, the Committee may
deviate from the scale.

The amounts of cash awards paid for a Special Act or Service based
on intangible benefits shall be established on the basis of the following
table:

Ertent of Application
Limited
Broad
General

Mauimum Amount
$100
$2oo
$300

D c fin'it ion s-Il rt cnt o f Ap'plicat io tt,

Lirnited: Affeets immediate assoeiates or rvork area.

Broad: Affects more than the immediate tvork area or associates, but
is within a major office, program, or constituent unit.

General: Affects a large portion of the HHFA, or is in the public inter-
est in more than one area.

Employee Suggeslion Aword

A suggestion is a proposal expressed iu speeific terms which shows how
to effect-eeouomies irr operatiorr, irterease production, irtprove wotkhg
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eonditions or employee relations, conserve property, improve service to
the public, or otherwise benefit the Government. It may concern a matter
within or outside an employee's job responsibilities. Every employee is
eligible to participate in the suggestion system.

Employee suggestions 'lvill not be evaluated through the suggestion
system when they do not rneet the above tlefinition of a suggestion, or
rvhen it is obvious that the potential benefits of the proposal, if adopted,
would not be sufficient to offset the cost of processing it for evaluation.
Although suggestions may concern a matter rvithin an employee's job
responsibility, they will not be evaluated when they are clearly a matter'
of normal job requirements rvithin that responsibility, or rvhen they are
the result of a speeific project which the employee is d.irected to perform
as a part of the job responsibility, such as assignments under the Man-
agement Improvement Program.

A suggestion or contribution subruitted by an employee will be eligible
for an award when it is adopted and actually put into effect, or a deter-
mination made by appropriate authority that it u,ill be used.

When a suggestion has been nrade by ruore than one employee, or by
a group of employees, all rvho have contributed, including the super-
visor, may share equally or proportionately in the award. As in the
case of an award for a Special Act or Service, the total amount of the
cash award shall be the amount authorized. for that type of award. if
made to an individual. Horvever, where individual shares of such group
award.s appear inappropriate, the committee may deviate from the
scale.

Suggestions on Motle?s Wirhin Job Responsibiliries

fn some jobs a major responsibility is to search for ways of conducting
Agency business with increased efficiency and economy. Positions such
as those of Management Analysts, Program Planners, Classification
Analysts, and principal staff positions are in this category. As a general
rule, when an individual in such a position receives an arvard for a
job-related suggestion, the suggestion is of considerable significance and
goes beyond the seope of normal job requirements.

Suggestions on Mqllers Outside Job Responsibilities

All suggestions d.ealing with matters that are not relatecl to or only
very indirectly related to the suggester's job requirements, may be
considered as the basis for an award.

Procedure for Submitting Suggestiont

Employee Suggestion Form,}J-142, is providecl for the submission of
suggestions, although the use of this form is not mandatory. Sugges-
tions.uay be forn'arded direct to the Chairman or the Executive Sec-
.retary, fneentive A'n-ards Committee. but employees are eneouraged to
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submit suggestions through their supervisors so that supervisors will
have an opportunity to give advice and assistance. Receipt of sugges-
tions shall be acknowledged by the Exeeutive Secretary.

Before revierv by the Committec, each suggestion shall be referred
with Form H-177 A, Report on Employee Bu,ggestion (Exhibit A), by the
Management Analysis and Procedures Braneh, Division of Budget and
Management, to the partieular operating office or offrces concerned with
the subject rnatter of the suggestion. Reviewing offices shall be given
an initial period of two t'eeks in u'hich to appraise the suggestion,
complete Form I{-177A, arrrl return it to the Branch, unless the office
concerned requests an extension of time. Where such offiees d.o not
reply within the initial period, the Branch r,vill sencl a reminder notice,
followed by a second reminder two rveeks later if the suggostion still is
not at hand. Upon receipt of the appraised suggestion, the Manage-
ment Analysis and Procedures Branch shall review the appraisals and
forward. them r.ith its rccomrnendation on Form II-177A to the Com-
mittee. The Committee shall therr rerrierv the matter and make a de-
termination as to the disposition of the suggestion. A copy of each
appraisal shall be sent to the suggester in order that he may knorv the
basis for the final determirration.

lntro-Agency Suggestions

When an idea subrnitted by an employee is considered by the Com-
mittee to have applieation in other HHFA constituent agencies it will be
forwarded direetly to the appropriate agency or agencies. If such an
idea merits an award irr the OA, the awarcl will be granted before such
forwarding to the constituerrt agencics.

lnter-Depqrlmonlol Suggestions

If an employee believes that his suggestion san be applied to the ac-
tivities of other Fetleral departments and agencies, he should dessribe
its application in his submission as specifically as possible. If the Incen-
tive Awards Committee believes that the suggestion has such applica-
tion, it u.ill foru'ard the file r,vith its recommendation to the ageucy to
whieh it is applicable. If the suggestion is not elearly applicable to a
single agency or department, it will be fonvarded to the Civil Service
Commission for appropriate referral.

Suggestions of employees of other Federal departnrents folward"ed by
the Civil Service Commission will be evaluated. and amounts of eash
awards calculated by the Incentive Awarcls Committee on the same
basis and standards used to judge suggestions of OA employees. Re-
ports of action taken on such contributions forward.ed by the Civil
Service Commission shall be returned by the Committee to the Civil
Service Commission. Such reports shall include: (1) the estimated first
year's net monetary savings, if any, and (2) the arnount of the..cash
award that rrould be in order for intangible benefits, if any, under OA
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award scales. Upon receipt of this information, the Civil Service Com-
mission will notify the Committee of the Agency's share of the award
to be paid the suggestor. The Division of Finance arrd Accounts shall
arrange to remit the amount to be paid to the Federal department in
which the suggestor lvorl<s. \Yhen funds are received from other Fed.-
eral departments for payment to an OA employee, such funds shall be
placed in a deposit fund. account. As soon as all such funds are re-
ceived, a single arvard payment will be made to the employee.

AWARD SCAI-/E

'1'ANGII]LE I]ENEI'ITS TABLE

When it has been determinecl that an employee suggestion is worthy
of an award based primarily upon demonstrated. savings, the amount
paid will be set by the follorving award scale as established by Civil
Service Commission Regulations :

TANGIBI]E BENEFITS AMOUNT OF A1YARD
$50-$300 .. $15

$15$301-$10,000 for the first $300 in benefits antl $5
for each additional $100 or fraction
thereof.

$10,001-$20,000 $500 for the first $10,000 in benefits and
$5 for each additional $200 or frac-
tion thereof.

$20,001-$100,000 . $750 for the first $20,000 in benefits ancl
$5 for each additional $1,000 or
fraction thereof.

$100,001 or more ..$1,150 for tlie first $100,000 in benefits and
$5 for each additional $5,000 or
fraction thereof.

Savings from employee contributions rvill be calculated on the basis
of the estimated net savings for the first full year of operation. An
exception may be made in cases r,vhere an improvement with a high
installation cost wiII yield measurable savings continr-ring more than
one year. fn these cases, the award may be based on the new average
annual savings over a periocl of years, r'vhich may not exceed either
the reasonable life of the initial installation or the clearly predictable
period of use, whichever is the shorter.

INTANGIRT,E BENEFITS TARLE

When it is determined that an employee or a group of employees is
eligible for a eash award based solely or primarily on intangible benefits
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derived. from a suggestion as defined in this section, the amount of the
award paid shall be established on the basis of the following table:

Extent of Applieation

Value of
Benefit Limitetl Broad. General

Minor $15-30 $30-100 $100-200
Major $100-200 $200-300 $300-500
Extraordinary $300-450 $450-750 $750-up

Definitions-Value of Benefit

Minor- Modification of an operating principle or procedure
having limited potential value.

Major- Complete revision of a single basic principle or pro-
cedure having a high potential value.

Extraordinary-Initiation of a nerv principle or a major procedure
which materially affects a primary program, such as a
contribution which substantially advances an impor-
tant activity or enhances the Agency's role in the
Executive Branch.

D efi,nit ion s-D rt ent o f Ap plicat io n

Limited 
-Affects 

immediate associates or the work of a section or
branch in which the ernployee is located.

Broad. 
-Affects 

a major portion of the Agency.

General - Affects the entire Agency.

The minimum cash arvard of $15 based on intangible savings shall
not be granted urrless the contribution compares favorably with those
receiving the minimum cash award for tangible benefits.

Suggestions rvhich do not merit the minimum cash award but are
worthy of adoption shall be recognizecl by a letter of commendation
from the Incentive Arvards Committee.

The Agency is authorizecl to make cash awards not in excess of
$5,000 based on either tangible or intangible benefits without prior
approval of the Civil Service Commission.

Lengrh of Service Award

A length-of-service alvard is granted to eaeh employee after the com-
pletion of ten years of Federal service and at five year intervals there-
after. The Service Award consists of a lapel emblem (for men) or a
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pin (for women). Service pins will be of identieal design except for a
different numeral and metal for varying periods of sen'ice as follows:

10 years-Bronze
15 years-Sterling Silver
20 years-Sterling Silver
25 years-Goltl-filletl
30 years-Goltl10k
35 years-Gold 10k with a 2 Pt. white diamond chip
40 years-Gold 10k with a ruby chip
45 years-Gold 10k with a ruby chip
50 years-Gold 10k rvith a 3 Pt. white diamond. chip

OTHER AWARDg

President'r Aword for Distinguished Federql Civiliqn Servicc

Each year the President makes five awards to civilian employees for
distinguished service. When an employee's eontribution is so outstand-
ing and exceptional that appropriate public eommendation eannot be
accorded by the Ageney, the Administrator may nominate not more
than one such eandidate each year to the President's Distinguished
Civilian Service Awards Board.

Federol Womon's Aword for Outstonding Achievement

This is an honorary non-cash award. for the purpose of: providing
special reeognition to'w,omen who have made outstanding contributions
to the efficieney and quality of the eareer service of the Federal govern-
ment; encouraging high standards or performanee from other women
in government; and making more widely known to the public the
variety of eareers for women in the service of the Federal government.
Any woman of the Federal government, rvith no less than three years
eontinuous full-time serviee in the competitive service and who has
attained. a grade GS-9 or above, may be recommended for an award
based upon eareer serviee which has been characterized by outstanding
ability and achie'r'ement in an executive, professional, seientific or
teehnical position.

Recommendations for this arvard may be submitted by Commissioners
of constituent units and major offiee heads upon request by the Atl-
ministrator, through the Director of Personnel to an ad hoc selections
committee appointed by the Administrator.

Nqtionq! Civi! Scrvice Leogue Corcer Service Award

This is an honorary, non-cash awarcl which is sponsored by the Na-
tional Civil Service League. It is presented annually for the purpose
of bringiug to national prominence some of the significant careers of
men and women in the Federal eareer serviee.

Recommendations for this a'ward may be submittecl by Commissioners
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of constituent units and rnajor office heads upon request by the Admin-
istrator, through the Director of Personnel to an ad hoc selections com-
mittee appointed by the Administrator,

Arthur S. Flemming Aword

This is an honorary, non-cash award and is sponsored by the Junior
Chamber of Commerce, 'Washington, D. C. Its purpose is to honor
outstanding young men in the Federal government who have performed
in executive, administrative, technical or scientific fields.

Recommendations for this arvard may be submitted by Comrnissiou.ers
of constituent units and urajor office heads upoll r'equest by the Admin-
istrator through the Director of Personnel to an ad hoc selections com-
mittee appointed by the Ad.ministrator.

Williom A. Jump Memoriol Aword

This is an honorary, non-cash arvard and is sponsored. by the William
A. Jump Memorial Foundation. fts purpose is to recognize men and
'women in the field of public administration who have made notable
contributions to the efficiency and quality of the public service.

Recommend.ations for this arvard. may be submitted by Commissioners
of constituent units and major office heads upon request by the Ad-
ministrator through the Director of Personnel to an ad hoc selections
committee appointed by the Atlministrator.

Rockefeller Public Service Aword

This is a cash award given annually to men and rvomen in the Fed-
eral goyernment who have rendered outstanding service to the nation.
It is administered as a national trust by the'Woodrow Wilson School of
Public and International Affairs, Princeton University.

Reeommendations for this award may be originated by anyorre within
the OA. The formal recommendation, however, shall be submitted by
Commissioners of constituent units and major office heads upon request
by the Administrator, through the Director of Personnel to an ad. hoc
selections eommittee appointed by the Administrator.

EMPTOYEE RECOGNITION

All awards made under tlre Jncentive Awards Program shall be ap-
propriately publicized. This shall include, for example, presenting
awards in appropriate ceremonies with as many eo-'lvorkers of the
awards receipients present as is feasible.

Appropriate notation shall be matle in the personnel folder of any
employee to whom a eash or honorary award has been granted. When
such an employeee is being considered for promotion in accordance
u,ith regular promotion plan procedures, information relating to
any awards granted shall be consir-lered along with all other pertinent
data in making a finerl selection.
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Section 3

STANDARDS OF CONDUCT

The maintenauce of high moral and ethical standards in the public
service is essential both to efficiency in the conduct of Government busi-
ness and to assuring the confidence of the public in their Government.
Unwavering integrily and standards of behavior that reflect credit on
the Government are required of all members of the public service.

The elimination of conflicts of interest in the Federal service is one
of the most important objectives in establishing general standards of
conaluct. A conflict of interest situation may be defined as one in rvhich
a Federal employee's private interest, usually of an economic nature,
conflicts or raises a reasonable question of conflict with his public duties
and responsibilities. The potential conflict is of coneern whether it is
real or only apparent.

ft is essential that consideration be given to two key objectives: (1)
ethical standards of the Federal Government must be beyond reproaeh;
(2) the Federal Government must be in a position to obtain the high
quality personnel needed. for effective, representative government in
the modern age.

Legislation has been enacted to prohibit speciffc activities of Federal
employees which might result in eonflicts of interest. The basic provi-
sions of this legislation are summarized in Exhibit A, and they shoultl
be earefully reviewed by all employees.

8/8/63 Poge I
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This section prescribes stand.ards of conduct, in addition to those
prescribed by statute, for employees of the Ilousing and, Home Finance
Agency in connection with outside employment, financial and other
interests, gratuities, and the conduct of certain aspects of Government
business. It also contains standards relating to representative appear-
ances of former employees.

As used in this Section, the term employee means any officer or em-
pioyee of the Housing and Home Finance Ageney, including the Office
of the Administrator and each of the constituents, except experts,
advisers, consultants, and part-time antl intermittent employees.

Atlditional guides applicable to Presid.ential appointees are contained.
in Executive Order 10939.
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Over and above the statutory limitations, however, there are funda-
mental moral and ethical cousiderations which must govern the concluct
of Federal employees. As lns been said by the Attorney General of
the United States:

Apart from statute, there are certain principles of fair tlealing
which have the force of law and which are applicable to all officers
of the Government. A public ofrice is a public trust. No public officer
or employee can lawfully engage in business activities which are in-
compatible rvith the duties of his of6ce. He cannot in his private or
official character enter into engagements in which he has, or can
have, a conflicting personal interest. He cannot allow his public duties
to be neglected by the reason of attention to his private afrairs. Such
conflicts of interest are not tolerated. in the case of any private
fiduciary, and they are doubly proscribed for a public trustee. (a0 Op.
A.G. 187)

These principles have been strcssetl by the Congress in a Concurrent
Resolution outlining a cotle of Ethics for Government Service (Exhibit
B) antl in the Standards of Conduct for Civilian Employees prepared
by the Civil Service Commission at the direction of the President.

OUISIDE EiAPIOYIAENI

In the absence of some condition which in a particular case dis-
tinguishes public service from other types of employment, Federal em-
ployees are entitled to thc same rights and privileges as all other citi-
zens. There is, therefore, ro general prohibition against Federal em-
ployees engaging in outside cmployment if they wish to or if they feel
the economic need for doing so.1

An employee may not, however, engage in outsiclc employment which
may: (a) interfere with the efficient performance of the employee's
official duties, (b) bring discredit upon, or cause unfavorable ancl rea-
sonable critieism of, the Government or the Agency, or (c) reasonably
result in, or reasonably be construed by others as involving, a conflict
of interest between the private interest of the employee and his official
duties and responsibilities.

Outside Employmenr Which is Not Permiiled

No employee shall engage in any outside cmployment whcn:
(1) The activities involved may be construcd by the public to be

the official acts of the Agency or the employment may in any
way involve the use of public office for private gain.

(2) The connections to be established or property interests to be
acquired may result in conflict between the private interest
of the employee and his official cluty, tend to bias his judgment,
or cause any loss of impartiality.

lTho term employment-as-uscd horsin-means the,performanco of servicss in an omployer-
omployss roletionship, or in the conduct of s privatc business, or as an independcnt contiacior.
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(3) The employment may involye the use of information secured as
the result of employment in the Agency to the cletriment of the
Agency or the public service or may involve any undertaking to
give preferential treatment to any person, corporation, public
agency, or group.

(a) The employment may tend to bring criticism on or cause embar-
rassment to the Agency or have any adverse effect on the cou-
fidenee of the public in the integrity of the Government, or result
in the making of a Governmental decision outside official
channels.

(5) The employment may interfere in any way with the proper and
efficient discharge of the duties and responsibilities of the em-
ployee's official position or may impede government efficieney
or economy.

No employee shall maintain a publicly listed or itlentifietl place of
business for the pursuit of the professional field in which he is employed
by the Agency.

Outside Employment Requiring Prior Approvol

Outside employment in the same professional ffeld as an employee's
official position or in activities related to HIIFA programs is partic-
ularly open to misunderstanding. The same is true of employment by
other public jurisdictions because of the nature of IIIIFA's relation-
ship to agencies of State and local governments.

No employee shall, therefore, engage in outsitle employment falling
into the following categories, except as provided untler the heading
"Teaching, 

'Writing, and Lecturing," below, without the prior approval
of the Director of Personnel:

(1) Emptoyment related to or similar to the substantive programs
conductetl in any part of the Ilousing and Home Finance
Agency. This provision is intcnded to eover, but is not limited
to, the broad fields of real estate, mortgage lending, property
insurance, construction, construction financing, and. planning.

(2) Employment in the same professional field as that of the intlivitl-
ual's official position.

(3) Employment, including appointments without compensation, by
another governmental body.

Teoching, Writing, ond lecturing

Teaching, writing, and lecturing by Federal employees are
to be encouraged so long as the laws and regulations pertaining
ards of conduct are observed. 'Ihese activities frequently
8/8/53
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enhance the employee's value to the Government as well as to increase
the spread of knowledge and iuformation.

Ilowever, when the subject matter (a) is devoted substantially to the
specific duties of an emplo),ee 's position or (b) draws substantially
upon official data or ideas rvhich have not becorne part of the botly of
public information and are not a'r,ailable to others upon request, prior
approval of such activity by the Director of Personnel is required.'

An employee may use his name and title in connection with articles
for publication which bear upon his work in the Agency by submitting
the article first to the Director of Personnel for approval of the activity
and then to the Director, fnformation Branch for approval of the sub-
stance, prior to publication.

MEMBERSHIP tN ORGANIZATIONS

An employee may not, in his official capacity as an offieer or employee
of the IIHFA, serve as a member of a non-Federal or private organiza-
tion except where express statutory authority exists, or statutory lan-
guage neeessarily implies such authority. However, an employee may
serve in an individual capacity as a member of a non-Federal or private
organization, providetl that:

(1) his membership does not involve him in any of the eonclitions (1)
through (5) listed under "OUTSIDE EMPITOYMENT," above;
and

(2) his offieial title or organizational connection is not shown on any
listing or presented in any activity of the organization in such
a manner as to imply that he is acting in his official capacity.

TINANCIAI AND OIHER ]NTERESTS

An employee may not, in his official capacity as a Government em-
ployee, participate in any matter on behalf of the Government in the
consequences of which he, his spouse, minor children or business as-
sociates have a financial interest.

An employee may not (a) have financial interests that conflict or may
reasonably be construed by others to confliet, with his responsibilities
and duties as a Federal employee, or (b) engage in, directly or in-
directly, financial transactions as a result of, or primarily relying upon,
information obtained through his employment. Aside from these restric-
tions and the following specific rules, an employee is free to engage in
lawful financial transactions to tlre same extent as any other citizen.
- , f, tfr"luu" of olEcers subject to the provisions of Dxecutive Order No. 10939, cleEso (a)
ol this sentencs is changed to reatl (a) is deooted, substantially to tha responaibilitiee, prograns,
ot onerations ol the A|encu.

In oddition, such offcer may not receive compensation for any consultation, Iecture, dis-
cussion, writing, or eDpearance if either clauso (a) as amendeal, or clauso (b) is applicable
thereto.

Poge 4 8/8/53



Stqndords of Conduct 2-s-3

Common stock of the Fecleral National Mortgage Association shall
not be acquired by an employee of the Housing and Home tr'inance
Agency or by the spouse or minor child of such employee.

No employee shall be an officer or director of any organization which
is an F}IA-approved mortgage or lending institution or which serv-
ices mortgages or other securities for the Agency. An employee may
hold stock or shares in such an organization provided his official duties
are such that the holding will not create or tend to create a conflict of
interest.

GRAIUITIES AND GITIS

No employee shall solicit, aecept, or agree to accept, directly or in-
directly, anything of economic value as a gift, gratuity, or favor, which
might reasonably be interpreted by others as being of such nature that
it could affeet his impartiality, from any person, corporation, public
agency, or group, if the employee has reason to believe that the person,
corporation, public agency, or group:

(a) Has or is seeking to obtairr contractual or other business or
financial relationships with the Agency.

(b) Conducts operations or activities rvhich are regulated by the
Agency.

(e) Has interests rvhich may be substautially affected by such em-
ployee's performance or non-performance of his official duty.

(d) Is in any way attempting to affect the employee's official actions.

Although under the foregoing criteria, the acceptance of auy gift,
gratuity, or favor directly or indirectly affecting an employee's official
responsibilities would be cleariy adverse to the public interest, this need
not preclude the exchange of usual social cour:tesies lvhich are entirely
free from any improper or embarrassing implications.

No employee shall receive compensation or anything of monetary
value, other than that to which he is duly entitled from the Government,
for the performance of any activity during his serviee as such employee,
and within the scope of his official responsibilities. This prohibition
shall not be construed to preclude the acceptanee of awards for meritori-
ous public contributions given by public service or civic organizations.

FAVORIIISM

No employee shall accord preferential treatment to any person, cor-
poration, public agency, or group in the conduct of official business
except in the manner and to the extent prescribed by specific statutes
or regulations.

No employee shall discriminate for or against any person having
business before the Agency beeause of race, color, creed, sex, or national
origin.
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No employee shall give or use information acquiretl by means of his
position to advance the private interests of himself, his family, as-
sociates, or friends, nor shall he recommend or suggest the use of any
particular or identified non-goyernmental intermediary to deal with the
Agency, or any device or product tested by or for, or used by, the
Agency, except as required by his official duties.

CONDUCIING GOVERNIIAENT BUSINESS

The manner in which an employee conducts himself on the job is
frequently relevant to the proper, economical, and efficient accomplish-
ment of his official duties and responsibilities. In addition, those em-
ployees who are in direct contact with the public play a most significant
role in determining the pubiic's attitude toward the Federal serviee,
both by the manner in which they serve the public and the way in which
they concluct themselves generally in the view of the public.

Each employee must conduct himself in such a manner that the work
of the Agency is effectively accomplished and must also observe the
requirements of courtesy, consideration, and promptness in dealing with
or serving the public or the clientele of the Agency.

Embarrassment to the Ageucy will be avoided. by conducting govern-
meut business on those premises where such business is normally trans-
acted. and through the proper offcial channels. Particular care must
be exercised when the negotiations are being camied on with non-gov-
ernmental personnel.

No employee shall use Federal property of any hind for other than
officially approved activities.

ADVISERS, CONSUTTANTS AND TEI\APORARY EMPTOYEES

Conflict of interest laws are applicable to persons employed by the
Agency as advisers, consultants, experts, and members of advisory com-
mittees. This legislation establishes a category of personnel, termed.
"special Government employees," consisting of those employed by the
Government to perform temporary duties on a full-time or intermittent
basis for not more than 130 days in any period of 365 consecutive days.
Most advisers, consultants, experts, and advisory committee members
employed by this Agency fall in this category of " special Government
employee. " Although the provisions whieh this legislation applies to
special Government employees are somewhat Iess restrictive than those
applied to regular Government employees, it is important that special
Government employees understand clearly the nature and extent of
these limitations. The provisions are summarized in part B of Exhibit
A, and are explairred in detail irr the President's Memorandum of May 2,
1963, entitled "Preventing Conflicts of Interest on the Part of Special
Government Employees" (Exhibit C). A copy of the President's
Memorandum shall be given to each special Government employee upon
appointmeut by the Agency. The Memorandum shall also be distributed
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Stsndordr of Conducl

to all regular employees of the Agency who are charged with the super-
vision of special Government employees.

Consultants, ad.visers, ancl experts shall be required. to complete and
keep current a Btatament of Emplogment and, Xinancial Intarests
(Standard Form 68) prior to appointment to the Ageney. This state-
ment shall be forward"ed to the chief legal officer of the ageney con-
cerned for information and advice as to possible conflicts of interest.

Appointing officers shall in all cases see that experts, advisers, and
consultants are furnished with a copy of these Agency regulations and
other pertinent material governing standards of cond.uct.

PENATTIES

Penalties for violations of statutory restrictions are expressly pre-
scribed by the appropriate sections of the conflict of interest legislation.

Administrative penalties for violating the preceding provisions of this
Section may include offfcial reprimand, suspension, demotion, or separa-
tion.

RESPONSIBILITY OF EMPTOYEES

Each employee of the Housing and Home Finance Agency is re-
sponsible for complying with the provisions of this Section.

For the protectiou equally of the Agency and its employees, it is
desirable to establish as a matter of record the fact that employees
recognize the necessity of eliminating or preventing conflicts between
their private interests and their public responsibilities. Each new em-
ployee will, therefore, be required to file, with the Director of Personnel,
Form HHFA-8, Certifi,cation of Priuate Business ancl linancial Inter-
esfs, prior to entrance on duty.

Under Item 1, the elployee shall list a1l_outside-employment which
requires prior approval of the Director of Personnel:

(1) Employment related to or similar to the substantive programs
conducted in any part of the Housing and Eome Finanee
Agency. This provision is intended to cover, but is not limited to,
the broad fields of real estate, mortgage lending, property insur-
ance, construction, construction financing, and planning.

(2) Employment in the same professional field as that of the intlivid-
ual's official position.

(3) Employment by another governmental body.

Outsicle employment as a teacher, writer, or lecturer does not require
prior approval of the Director of Personnel except as provided
under the subhead Teaclting, Writing, anil, Lccturing, abore. When
prior approval is required such employment should be listed under
Item 1; otherwise it should be listed under Item 2.

Under ltem 2, the employee shall iist all other outsicle employment.
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Under ltem,3, the employee shall list any financial or other interests
which relate directly or iudirectly to the substantive programs cou-
dueted in auy part of the Housing and Home Finance Agency, inelutl-
ing real estate holdings other than the employee's own home or summer
residence.

The signed and completed certification shall be treated in all respects
as confidential information and shall be available only to such persons
as may need such inforrnation in the performance of their official duties
for the Government.

In the event that further action is required with respect to any stated
employment, interest, or activity, the employee will be notified of such
action promptly. It shr-rulcl be noted that employment listed. under Itern
1 requires prior approval of the Director of Personnel (See above).

Certificates shall be supplementecl, using Form HHFA-8 as necessary
to keep them current at aII times.

RESPONSIBIIITY OF SUPERVISORS

Supervisors, on the basis of information supplied through the Direc-
tor of Personnel or through any other soulce, shall be responsible for
guarding against the making of assignments which might involve a
possible conflict of interest.

Supervisory officials are expected to exercise diligence to the end that
the activities of the individuals under their supervision do not result
in criticism of or embarrassment to the Agency. Supervisors eoncerned
are therefore requested to review and endorse or otherwise note Form
HHFA-8 when such {orms are submitted upon the appointment of new
personnel.

If, through any source, a supervisory ofticial receives information in-
dicating a violation of this Section, such information shall be reported
immediately, by memorand.um, to the Director of Personnel. (See also
Section 1-11 of this Volume, relating to referrals to the Compliance
Division.)

RESPONSIBITITY OF T}iE DIRECTOR OF PERSONNET

The Director of Personnel and the Assistant Administrator (Adminis-
tration) are responsible to the Administrator for the general adminis-
tration of the conflict of interest program under this Section. This shall
include responsibility for making determinations regarding the applic-
ability of the procedures and the extent of disciplinary action to be
taken or recommended in individual cases.

In making determinations in such cases the Director of Personnel
shall be guided by this Section and by the decisions of the Outside
Activities Committee. He will refer to the Outside Activities Com-
mittee, through the executive secretary, cases requiring new policy
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judgments or ad.vice on interpretation of existing policy and. other
cases required by these proeedures to be referred to the Committee.

The Director of Personnel shall semi-annually, in June and Decem-
ber, (1) call the attention of each employee to the provisions of this
Section and (2) submit a report summarizing any unusual or difficult
eases of conflict of interest to the Administrator, rvith a copy to the
Outsitle Activities Committee.

Questions relating to the interpretation or applieation of this Seetion
to specific outside interests or activities should be taken up in rvriting
with the Director of Personnel.

RESPONSIBITITY OF THE OUTSIDE ACIIVITIES COMMITTEE

The Outside Activities Committee shall provide poliey guidance in
the administration of this Section and reach decisions in cases of ap-
peals from determinations of the Director of Personnel. The Com-
mittee shall not, however, review matters eoneerned with a eon-
sultant's, adviser's, or expert's Statement of Employment and Financial
fnterests except at the request of the chief legal officer concerned.

The Outside Activities Committee shall, from time to time, revierv the
effectiveness of these policies and shall reeommend to the Administrator
such new or revised policies as may appear desirable.

The Director of Personnel shall servc as executive secretary to
the Outside Aetivities Committee, ad.vise the committee regarding the
administration of the Seetion and regardiug proposerl changes irr the
policies and procedures relating to Standards of Contluct and provicle
neeessary staff services for thc Committee.

The Outsicle Activities Committee shall consist of the Assistant Ad-
ministrator (Administration), who shall serve as chairman ; the
IIIIFA General Counsel, who shall serve as viee chairman; and a rep-
resentative designated. by each of the Commissioners of FHA, PHA,
CFA, and IIRA, and the President of FNMA. The chairman or vice
chairman ancl any trvo members shall constitute a quorum.

8/8/63 Poge 9



Stondords of Conduct 2.5-3

EXHIBIT A

Generol Provisions of Conflict of tnlerest Legislotion

Federal legislation pertaining to conflict of interest is contained in
Public Law 87-849, which came into force on January 21, 1963. One
of the main purposes of the new legislation was to help the Government
obtain the temporary services of persons with special skills whose
principal employment is outside the Government. Public Iiaw 87-849
does this by imposing lesser restrictions on these employees than on the
Government's regular employees.

Restrictions on both groups of employees, however, are far-reaching
in many aspects, and employees who have any question about the law's
application to their own situations should take care to review the full
provisions of Public Law 87-849.

The law makes a clear distinetion between two eategories of employ-
ment. Persons employed on a full-time or intermittent basis for not
more than 130 days in any period of 365 are defined as "special Govern-
ment employees 1" all other employees are considered regular employees.

A. A regular employee of the Government is in general subject to
the follorving major restrictions :

1. He may not, except in thc discharge of his official duties,
represent anyone else before a court or Government ageney in
a matter in which the United States is a party or has an
interest. This prohibition applies both to paid and unpaid
representation of another (18 U.S.C. 203 antl 205).

2. Ife may not participate in his governmental capacity in any
matter in whieh he, his spouse, minor child, outside business
associate or person rvith whom he is negotiating for employ-
ment has a financial interest (18 II.S.C. 208).

3. He may not, after his Government employment has ended,
rcpresent anyone other than the United States in connection
rvith a rnatter in which the United States is a party or has an
interest and in which he partieipated personally and sub-
stantially for the Government (18 U.S.C. 207 (a)).

4. IIe may not, for 1 year after his Government employment has
ended, represent anyone other than the United States in con-
nection with a matter in r,vhich the United States is a party or
has an interest and which was within the boundaries of his
official responsibility during the last year of his Government
service (18 U.S.C. 207 (b)). This temporary--res_traint of
course gives way to the permanent restraint described in para-
graph 3 if the matter is one in which he participated personally
and substantially.
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5. IIe may not receive any salary, or supplementation of his
Government salary, from a private source as compensation for
his services to the Government (18 U.S.C. 209).

B. A speeial Gover:nment employee is in general subject only to the
follorving major restrictions :

1. (a) IIe may not, except in the discharge of his official duties,
represent anyone else before a eourt or Government agency in
a matter in whieh the United States is a party or has an inter-
est and in whieh he has at any time participated personally
and substantially for the Government. (18 U.S.C. 203 antl
205).
(b) He may not, except in the diseharge of his official duties,
represent anyone clse in a matter pending before the agency
he serves unless he has served there no more than 60 days dur-
ing the past 365 (18 U.S.C.203 and 205). He is bound. by this
restraint despite the fact that the matter is not one in which
he has ever participated personally and substantially.

2. He may not participate in his governmental capacity in any
matter in ldrich he, his spouse, minor child, outside business
associate or person 'lvith rvhom he is negotiating for employ-
ment ]ras a financial interest (18 U.S.C. 208).

3. IIe may not, aftor his Government employment has ended.,
represent anyone other than the llnited States in connection
with a matter in rvhich the Unitetl States is a party or has an
interest and in rvhich he participated personally and substanti-
ally for the Government (18 U.S.C. 207 (a)).

4. He may not, for 1 year after his Government employmerrt has
encled, represent auyone other than the Ilnited States in con-
nection'lvith a matter in rvhich the Unitecl States is a party or
has an interest aird rvhich was rvithin the boundaries of his
official responsibility during the last year of his Government
serviee (18 U.S.C. 207 (b)). This temporary restraint of
course gives u,ay to the permanent restriction described in
paragraph 3 if the matter is one in rvhieh he participated
personally anr-l substantially.

There are ccltain exceptions to the prohibitions listed above whieh
are containeil in Public Law 87-849; for purposes of brevity they are
not listed here. Employees who believe that these exceptions may apply
to them should. revielv the full provisions of the larv, and the Attorney
General's Memorandum of January 28, 1963, 28 F.R. 984-89.
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Resolved by the House of Representatives (The Senate concur-
ring), That it is the sense of the Congress that the following code of
Ethics should be adhered to by all Government employees, including
officehold.ers:1

Stondsrds of Conduct 2.5.3

EXHIBIT B

CODE OF ETHICS FOR, GOVER,NMENT SER,VICE
Any person in Government service should:
1. Put loyalty to the highest moral principles and to country above

Ioyalty to persons, party, or Government department.
2. Uphold the Constitution, Iaws, and legal regulations of the United

States and. of aII governments therein and never be a party to their
evasron.

3. Give a full day's labor for a full day's pay; giving to the per-
formance of his duties his earnest effort and best thought.

4. Seek to find and employ more efficient and economical ways of
getting tasks aecomplished.

5. Never cliscriminate unfairly by the dispension of special favors or
privileges to anyone, whether for remuneration or not; aud never accept,
for himself or his family, favors or benefits under circumstances which
might be construed. by reasonable persons as influencing the perform-
ance of his governmental duties.

6. Make no private promises of any kind binding upon the duties of
of6ce, since a Government employee has no private word which can be
binding on public duty.

7. Engage in no business with the Government, either directly or
indirectly, which is inconsistent with the conscientious performance of
his government duties.

8. Never use any information coming to him confidentially in the
performance of governmental duties as a means of making private
profit.

9. Expose corruption wherever diseovered..

10. Uphold these principles, ever conscious that public office is a
public trust.

1 Ilouse Ooncurreut Resolution 175, 85th Congress, adopted July 11, 1958.
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EXHIBIT C

The Presidenl's frlemorondum of Moy 2, 1953

IPREVENTING CONFTICTS OF INTEREST ON THE PART OF SPECIAL
GOVERNI'AENT EIIAPTOYEESI

Memorand,um to the Head,s of Drecutiae Departments and, Agencies

INrnooucrrom

Over the past twenty or more years departments and agencies of
the Government have made increasing use of temporary or inter-
mittent consultants and advisers who serve individually or on ad.visory
bodies. The employment of highly skilled persons on a temporary
or intermittent basis is in the interest of the Government and pro-
vides it with an indispensable source of expert advice and knowledge.
Ifowever, since such persons have their principal employment outside
the Government, conflict of interest problems arise from time to time.

More particularly, many persons serving the Government temporarily
or intermittently are individuals with specialized scientific knowled.ge
and skills whose regular work is in industry, research institutes or
educational institutions. An individual employetl by a university may
aet as an intermittent consultant not only for the Government but for
a private firm and either his university or the firm or both may be
engaged in work for or supported by the Government. A consultant
to the Government may have other financial connections with firms do-
ing business with the Government in the general area of his expertise
and, therefore, bis consultancy. The many possible interuelationships
between a consultant's service to the Government and his own and his
employer's or client's financial interests clemonstrate that conflicts prob-
lems may often arise.

The temporary or intermittent adviser or consultant and the depart-
ment or agency which employs him both must be alert to the possibility
of couflicts. It is, of course, incumbent upon the adviser or consultant
to familiarize himself with the laws and regulations which are appli-
cable to him. The responsibility of the department or agency is
equally great. It is important that it oversee his activities in ord.er
to insure that the public interest is protected from improper contluct
on his part and that he will not, through ignorance or inadvertence,
embarrass the Government or himself. It must assist him to under-
stand the pertinent laws and regulations. It must obtain from him
such information concerning his financial interests as is necessary
to diselose possible conflicts. It must take measures to avoid. the use
of his services in any situation in which a violation of law or regulation
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is likely to occur. Antl it must take prompt ard proper disciplinary
or remedial action when a violation, whether intentional or innocent,
is detected.

Prior to January 27,1963, the date ou which P.I-/. 87-849 (76 Stat.
1119) eame into force, the restraints imposed by the conflict of interest
laws on temporary or intermittent employees of the Unitetl States
were Iargely the sarne as those imposed on persons regularly employed
by the Government. However, in enacting P.L. 87-849, Congress
recognized that these restraints were unduly restrictive, as applied
to temporary and intermittent employees, and hindered the Govern-
ment in obtaining expert services for special needs. Congress d.ealt
with these difficulties in the new statute by establishing a category of
persons designated "special Government employees," and by makiug
the restrictions imposed upon their private activities considerably
Iess extensive than tirose applied to regular employees.

The terrn "special Government employee" is deffned in new section
202 of Title 18, United States Code, which was enacted as a part of
P.Ir. 87-849. The term inclucles, among others, officers and employees
of the departments and agencies, including the District of Columbia,
who are retained, clesignated, appointed or employed to serve, with or
without compensation, for not more than 130 days duriug any period
of 365 consecutive days, either on a full-time or intermittent basis,
under any type of appointment of whatever duration.

The enactment of P.I-/. 87-849 has made it necessary for the depart-
ments and agencies utilizing temporary or intermittent personnel to
revise their conflict of interest regulations with regard to sueh per-
sonnel. 'While the problems arising from the employment of such
personnel wiII undoubtedly vary from one Government organization
to another, and different regulations may in some instances be appro-
priate or uecessary, I believe it is desirable to achieve the maximum
uniformity possible in order to insure general stantlards of common
application throughout the Government. This memorandum is de-
signed to achieve that purpose. It supersedes my Memorand.um of
February 9,7962 to the Heads of Executive Departments and Agencies,
entitled "Preventing Conflicts of Interest on the Part of Advisers
antl Consultants to the Government" (27 F.R. 1341), which is hereby
rescinded.

Coxpr,rcr or. fNTEREST Sunurrs
P.IJ. 87-849 repealed. the six basic conflict of interest laws which

were discussed in my Memorandum of February 9, 7962, and replaced
them with six new sections of Title 18 numbered 202,203,205,207,
208 antl 209. Sections 203 and 205 contain prohibitions affectiug the
activities of Government employees in their private capaeities. As
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already noted, the prohibitions applicable to special Government
employees are less stringent than those which affect regular em-
ployees-i.e., those who are appointed to serve more than 130 days a
year. Section 207 contains prohibitions affecting the activities of
persons who leave the service of the Government. It applies with
the same force to former special Government employees as to former
regular employees. Section 208 sets forth a restriction on the activities
of a Government employee in performing his functions as such. This
section also applies with the same force to both categories of employees.
Section 209, which prohibits a regular employee's receipt of compen-
sation from private sources in certain circumstances, specifically ex-
cludes special Government employees frorn its coverage.

The new sections are set forth in fuII in the appendix to this memo-
randum. It will be noted that all but 18 U.S.C. 202, which is d.evoted.
to the definition of terms, carry criminal penalties. The restraints
imposed by the four criminal sections which are applicable to tempo-
rary and intermittent ad.visers or consultants, and to other persons
falling within the definition of a special Government employee, are
considered below.

18 U.S.C.209 and,205. These two sections in geueral operate to
preclude a regular Government employee, except in the discharge
of his official duties, from representing another person before a depart-
ment, agency or court, whether with or without compensation, in a
matter in which the United States is a party or has a direct and.
substantial interest. However, the two sections impose only the
following major restrictions upon a special Government employee:

1. He may not, except in the discharge of his ofiicial duties, repre-
sent anyone else before a court or Government agency in a matter
involving a specific party or parties in which the United States is a
party or has a direct and substantial interest and in which he has
at any time participated personally and substantially in the course
of his Government employment.

2. He may not, except in the discharge of his official duties, represent
anyone else in a matter involving a specific party or parties in which
the United States is a party or has a direct and substantiai interest
and which is pending before the agency he serves. Ilowever, this
restraint is not applicable if he has served the agency no more than
60 days during the past 365. He is bound by the restraint, if appli-
cable, regardless of whether the matter is one in which he has ever
participated personally and substantially.

These restrictions prohibit both paid and unpaid representation and.
apply to a special Government employee on the days when he does not
serve the Government as weII as on the days when he d.oes.
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Each department and agency should observe the following rules in
obtaining and utilizing the services of a consultant, adviser or other
temporary or intermittent employee :

(a) At the time of his original appointment and the time of each
appointment thereafter, the department or agency should make its best
estimate of the number of days d.uring the following 365 on which
it will require the services of the appointee. A part of a day should
be counted as a full day for the purposes of this estimate, and a Satur-
day, Sunday or holiclay on which duty is to be performed should be
countecl equally rvith a regular work day.

(b) Unless otherwise provided by law, an appointment should. not
extend. for more than 365 days. fn cases where an appointment extends
beyond that period., an estimate as required by paragraph (a) shoultl
be made at the inception of the appointrnent and a new estimate at the
expiration of each 365 days thereafter.

(c) If a department or agency estimates, pursuant to paragraph
(a) or (b), that an appointee will serve more than 130 tlays during
the ensuing 365, the appointee should not be carried on the rolls as a
special Government employee and the department or agency should
instruct him that he is regarded as subject to the prohibitions of sec-
tions 203 and 205 to the same extent as if he were to serve as a full-time
employee. If the estimate is that he will serve no more than 130 days
during the following 365 days, he should be carried on the rolls of
the department or agency as a special Government employee and
instructed that he is regard.ed as subject only to the restrictions of
sections 203 and 205 described in paragraphs 1 and 2 above. Even
if it becomes apparent, prior to the end of a period of 365 days for
which a department or agency has made an estimate with regard
to an appointee, that he has not been accurately classified, he should
nevertheless continue to be deemed a special Government employee or
not, as the ease may be, for the remaind.er of that 365-day period.

(tt) An employee who undertakes service with two departments
or agencies shall inform each of his arrangements with the other. If
both his appointments are mad.e on the same date, the aggregate of
the estimates made by the departments or agencies under paragraph
(a) or (b) shall be deemed determinative of his classifi.cation by each.
Notwithstanding anything to the contrary in paragraphs (a), (b)
or (c), if after being employed by one department or agency, a
special Government employee is appointed by a second to serve it in
the same capacity, each department or agency should. make an estimate
of the amount of his service to it for the remainingi portion of the
365-tlay period covered by the original estimate of the first. The
sum of the two estimates and of the aetual number of days of his
service to the first d.epartment or agency during the prior portion of
sueh 365-day period shall be deemed d.eterminative of the classification
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of the appointee by each during the remaining portion. If au em-
ployee undertakes to serve more than two departments or agencies,
they shall classify him in a manner similar to that prescribed. in this
paragraph in the case of two agencies. Each agency which employs
special Government employees who serve other agencies shall desig-
nate an officer to coordinate the classiffcation of such employees with
such other agencies.

(e) In the case of a person who is serving as a member of an
advisory committee, board or other group, and who is by virtue of
his membership thereon an offrcer or employee of the United States,
the requirements of paragraphs (a), (b), (c) and (tl) should be
carried out to the same extent as if he were serving the sponsoring
department or agency separately and individually.

(f) The 60-day standarcl affecting a special Government em-
ployee's private activities before his department or agency is a stand-
ard of actual past service, as contrasted with the 130-day standard
of estimated future service discussed above. As appears from para-
graph 2 above, a special Government employee is barred from repre-
senting another person before his department or agency at times when
he has servecl it for an aggregate of more than 60 days during the past
365. Thus, although once having been in effect, the statutory bar
may be lifted later by reason of an intervening period of non-service.
fu other rvords, as a matter of law the bar may fluctuate in its effect
during the course of a special Government employee's relationship
with his department or agency.

(S) A part of a day should be counted as a full tlay in connection
with the 60-day standard discussed in paragraph (f), above, and
a Saturday, Sunday or holiday on which duty has been performed
should be countetl equally with a regular work day. Service performed.
by a special Government employee in one department or agency
should not be counted by another in connection with the 60-tlay
stantlard.

To a considerable extent the prohibitions of sections 203 ancl 205
are aimed at the sale of influence to gain special favors for private
businesses and other organizations and at the misuse of governmental
position or information. fn accordance with these aims, it is de.
sirable that a consultant or adviser or other individual who is a special
Government employee, even when not compelletl to do so by sections
203 and 205, should make eyery effort in his private work to avoid
any persoual contact with respect to negotiations for contraets or
grants with the department or agency which he is serving if the subject
matter is related to the subject matter of his consultancy or other
service. I recognize that this will not always be possible to achieve
where, for example, a consultant or adviser has an executive position
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anal responsibility with his regular employer which requires him to
participate personally in contract negotiations with the department
or agency he is advising. Whenever this is the case the consultant or
adviser should participate in the negotiations for his employer only with
the knowledge of a responsible government offrcial. In other instances
an occasional consultant or adviser may have technical knowledge which
is indispensable to his regular employer in his efforts to formulate a
research and development contract or a research grant and, for the same
reason, it is in the interest of the Government that he shoultl take part
in negotiations for his private employer. Again, he should participate
only with the knowledge of a responsible Government official.

Section 205 contains an exemptive provision dealing with a similar
situation which may arise after a Government grant or contract has
been negotiated. This provision in certain cases permits both the Gov-
ernment and the private employer of a special Government employee
to benefit from his performauce of work under a grant or contract for
which he would otherwise be disqualified because he had participated in
the matter for the Government or it is pending in an agency he has
served rnore than 60 days in the past year. More particularly, the pro-
vision gives the head of a department or agency the power, notwith-
standing any prohibition in either section 203 or 205, to allow a special
Governmeut employee to represent before such department or agency
either his regular employer or another person or organization in the
performance of work under a grant or contract. As a basis for this
action, the department or agency head must first make a certification
in writing, published in the Fnoon.rr, Rnersrpn, that it is required by the
national interest.

Section 205 contains three other exemptive provisions, all of which
apply to both special and. regular Government employees. The first
permits one Government employee to represent another, without com-
pensation, in a disciplinary, Ioyalty or other personnel matter. The
second permits a Government employee to represent, with or without
compensation, a parent, spouse, child, or person or estate he serves as
a fiduciary, but only if he has the approval of the officiai responsible
for appointments to his position aud the matter involved is neither one
in which he has participated personally or substantially nor one under
his official responsibility. The term "official responsibility" is defined
in 18 U.S.C. 202 to mean, in substance, the direct administrative or
operating authority to control Government action. The third provision
removes any obstacle in section 205 to a Government employee's giving
testimony under oath or making statements required to be mad.e und.er
penalty for perjury or contempt.

78 A.S.C.207. Section 207 applies to individuals who have left
Gbvernment service, including former special government employees.
It prevents a former employee from representing another person in
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connection with certain matters in which he participated personally
and substantially on behalf of the Government. The matters are those
involving a specific party or parties in which the United. States is also
a party or has a direct and substantiai i:rterest. In atldition, section 207
prevents a former employee, for a period of one year after his employ-
ment has ceased, from appearing personally for another person in such
matters before a court, department or agency if the matters'were'within
the area of his official responsibility at any time during the last year
of his Government service. It should be noted that a consultant or ad.-
viser usually does not have "official responsibility."

For the purposes of section 207, lhe employment of a special Gov-
ernment employee ceases on the day his appointment expires or is
otherwise terminated, as clistinguished from the day on which he last
performs service.

18 U.S.C.208. This section bears on the activities of Government
personnel, including special Government employees, in the course of
their official duties. In general, it prevents a Government employee
from participating as such in a particular matter in which, to his knowl-
edge, he, his spouse, minor child, partner, or a profit or non-profit enter-
prise with which he is connected has a financial interest. However, the
section permits an employee's agency to grant him an ud, hoc exemption
if the interest is not so substantial as to affect the integrity of his serv-
ices. Insignificant interests may also be waived by a general rule or
regulation. Whether an agency should issue a general rule or regulation
and, if it does so, what standards it should set are questions whieh
should be resolved by each agency in the context of its particular re-
sponsibilities and activities.

The matters in which special Government employees are disqualifled
by section 208 are not limited to those involving a specific party or par-
ties in which the United States is a party or has an interest, as in the
case of sections 203,205 and 207. Section 208 therefore undoubtedly
extends to matters in addition to contracts, grants, judicial and quasi-
judicial proceedings, and other matters of an adversary nature. Ac-
cordingly, a special Government employee should in general be dis-
qualified. from participating as such in a matter of any type the outcome
of which will have a direct and predictable effect upon the financial in-
terests covered by the section. Ilowever, the power of exemption may
be exercised in this situation if the special Government employee renders
advice of a general nature from which no preference or advantage over
others might be gained by any particular person or organization. The
power of exemption may of course be exercised also where the financial
interests involved are minimal in value.

Erurcar, Srarpenus or Cououcr
Aside from the conflict of interest laws, there are elementary rules

of ethics in the conduct of the public business by which all those who
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serye the Government are bound. That an individual may serve the
Government only occasionally and for brief periods does not relieve
him from the obligation to abide by those rules. That he may be ueeded
to bring rare or spccialized talents and skills to the Government does
not mean that he should be considered for a waiver. The people of the
nation are entitlecl to ethical behavior of the highest order in the con-
duct of their Government's affairs, from the occasional employee no
less than from career personnel.

Although any discussion of stand.ards of ethics is of course applicable
to all special Government employees, it is espeeially important in con-
nection with the work of advisers and consultants. The following re-
marks are therefore concerned with them in particular.

Insicle Information The first principle of ethical behavior for the
temporary or intermittent consultant or ad.viser is that he must refrain
from any use of his public of6ce which is motivated by, or gives the
appearance of being motivated by, the desire for private gain for him-
self or other persons, including particularly those with whom he has
famiiy, business or financial ties. The fact that the desired gain, if it
materializes, will not take place at the expense of the Government makes
his action no less improper.

An adviser or consultant must conduct himself in a manner clevoid
of the slightest suggestion that he is exploiting his Government employ-
ment for private atlvantage. Thus, a consultant or ad.viser must not,
on the basis of any inside information, enter into speeulation, or ree-
ommend speculation to members of his family or business associates, in
commodities, lantl or the seeurities of any private company. He must
obey this injunetion even though his duties have no connection whatever
with the Government programs or activities which may affect the value
of sueh commodities, land or securities. Antl he should be careful in his
personal finaneial activities to avoid any appearance of acting on the
basis of information obtained in the course of his Government work.

It is important for consultants and advisers to have access to Govern-
ment data pertinent to their duties and to maintain familiarity with
the Government's plans and programs and the requirements thereof,
within the area of their competence. Since it is frequently in the Gov-
ernment's interest that information of this nature be made generally
available to an affected industry, there is generally no impropriety in a
consultant's or adviser's utilizing such information in the course of
his non-Government employment after it has become so available. How-
eyer, a eonsultant or adviser may, in addition, acquire information
which is not generally available to those outside the Government. In that
event, he may not use such information for the special benefft of a
business or other entity by which he is employed or retained or in which
he has a financial interest.

8/8/63



2-53 Stondordr of Conducl

EXHIBIT Q (Posc e)

fn ord.er to avoid any actual or potential abuse of information by a
consultant or adviser, departments and agencies shoultl, through infor-
mation programs, make every effort to insure to the maximum extent
possible that all firms within an industry have aecess to the same infor-
mation that is available to a eonsultant or aclviser who is employed by
any of them. In addition, regular Government employees should avoid
divulging confidential information to him unnecessary to the perform-
ance of his governmental responsibility, or information which directly
involves the ffnanciai interests of his employer. Consultants and ad-
visers should be instructed that information not generally available to
private industry must remain confidential in their hancls, and. must not
be divulged to their private employers or elients. In cases of doubt they
should be encouraged to confer with the chief legal officer or other des-
ignated agency official who can assist in the identiffcation of information
not generally available ancl in the resolution of any actual or potential
conflict between duties to the Government and to private employers or
clients.

Occasionally an individual rvho becomes a Government consultant
or aclviser is, subsequent to his designation as such, requested. by a pri-
vate enterprise to act in a similar capacity. In some cases the request
may give the appearanee of being motivated by the desire of the private
employer to secure inside information. Where the consultant or adviser
has reason to belicve that the request for his serviees is so motivated,
he should make a choice betrveen acceptanee of the tend.ered private
employment and continuation of his Government consultancy. fn such
circumstanees he may not engage in both, Furthermore, he should. dis-
cuss any such offer of private employment with the chief legal offieer of
his Government agency whether or not he aecepts it.

At times a private enterprise or other organization urges the appoint-
ment of one of its employees or members to a particular Government
consultancy. The departments and agencies should discourage this prac-
tice. Any initiative in conneetion with the appointment of eonsultants,
or in securing the names of qualified pcrsons, should eome from the
Government.

Abusa of Offit:e. An adviser or consultant shall not use his position
in any way to coerce, or give the appearance of coercing, another person
to provide any finaneial benefit to him or persons with whom he has
family, business or financial ties.

Gifts. An ad.viser or consultant shall not receive or solicit anything
of value as a gift, gratuity, or favor for himself or persons rvith whom
he has family, business or finaneial ties if the acceptance thereof would.
result in, or give the appearance of resulting in, his loss of complete
independ.ence or impartiality in serving the Government.
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fNnustnv, I-iason, Aonrcur,runE oR OTHER, RppnuspNrlrtws

It is occasionally necessary to distinguish between consultants and
advisers who are special Government employees and persons who are
invited to appear at a department or agency in a representative capacity
to speak for firms or an industry, or for labor or agriculture, or for any
other recognizable group of persons, including on occasion the public at
large. A consultant or adviser whose ad.vice is obtained by a department
or agency from time to time because of his individual qualifications and
who serves in an independent capacity is an offi.cer or employee of the
Government. On the other hand, one who is requested to appear before
a Government department or agency to present the views of a non-gov-
ernmental organization or group which he represents, or for which he
is in a position to speak, does not act as a servant of the Government and
is not its officer or employee. IIe is therefore not subject to the conflict
of interest laws and is not within the seope of this memorand.um. How-
ever, the section of this memorandum headed "Ethical Standards of
Conduct" sets forth rules of ethics by which he should be guided even
though not in the status of a Government official, and. the agency before
which he appears should call that section to his attention.

The following principles are useful in arriving at a determination
whether an individual is acting before an agency in a representative
capacity:

(1) A person rvho receives compensation from the Government for
his services as an adviser or consultant is its employee and not a rep-
resentative of an outside group. However, the Government's payment
of travel expenses and a per d,iem allowance does not by itself make the
recipient an employee.

(2) It is rare that a consultant or adviser who serves alone is acting
in a representative capacity. Those who have representative roles are
for the most part persons serving as members of an advisory committee
or similar body utilized by a Government ageney. It does not follow,
however, that the members of every such body are aeting as representa-
tives and are therefore outside the range of the conflict of interest laws.
This result is limited to the members of committees utilized to obtain the
views of non-governmental groups or organizations.

(3) The fact that an individual is appointed by an agency to an ad-
visory committee upon the recommendation of an outside group or or-
ganization tends to support the conclusion that he has a representative
function.

(4) Although members of a governmental advisory botly who are
expected to bind outside organizations are ro doubt serviug in a rep-
resentative capacity, the absence of authority to bind outside groups
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does not require the conclusion that the members are Goyernment em-
ployees. What is important is whether they function as spokesmen for
non-governmental groups or organizations and not whether they can
formally commit them.

(5) 'Where an adviser or consultant is in a position to act as a spokes-
man for the United States or a government agency-&s, for example,
in an international conference-he is obviously aeting as an omcer or
employee of the Government.

Aorrrrvrsrnlrryg SrEPS

All departments and agencies of the Government shall

(1) bring this memorandum to the attention of all special Govern-
ment employees who serve them as advisers or eonsultants, of such other
special Government employees as they may determine and of all regular
employees who supervise such advisers, consultants and others;

(2) review their existing rule_s andregulations and make apqropriate
revisions or issue new rules and regulations to promote the policies set
forth in this memorandum; and

(3) take such other measures as may be appropriate to impress upon
the consultants, advisers antl other special Government employees re-
ferred. to in subdivision (1), and upon Government officials with whom
they work, that they have a responsibility to avoid situations in which
a potential conflict of interest may exist. These individuals should also
be eautioned to avoid situations in which a special Government employee
might be thought to be influencing governmental action in matters with
regard to which he has a financial or other personal interest, or to be
using inside information for private gain.

'While it would be highly desirable, in order to minimize the occur-
rence of conflicts of interest, for departments and agencies of the Gov-
ernment to avoid appointing to advisory positions individuals who are
employed or consulted by contractors or others having a substantial
amount of business with that department or agency, I reeognize that
the Government has, of necessity, become increasingly concerned with
highty technical areas of specialization and that the number of individ-
uals expert in those areas is frequently very small. Therefore, in many
instances it will not be possible for a department or agency to obtain the
services of a competent adviser or consultant who is not in fact employed
or consulted by such contractors. In addition, an advisory group may
of necessity be composed. largely or wholly of persons of a common class
or group whose employers may beneflt from the ad.vice given. An ex-
ample would be a group of university seientists advising on researeh
grants to universities. Only in such a group can the necessary expertise
be found. fn all these circumstances, particular care should be exercised
to exclude his employer's or clients'contraets or other transactions with
the Government from the range of the consultant's or adviser's duties.
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Drscr,osunr oF FTNANCIAT, fNTERESTS

In order to carry out its responsibility to avoid the use of the services
of consultants or advisers in situations where violations of the conflict
of interest laws or of these regulations may occur, each department or
agency of the Government shall, at the time of employment of a con-
sultant or adviser, require him to supply it with a statement of all other
employment. 'Ihe statement shall Iist the names of all the companies,
firms, State or local governmental organizations, research organizations
and educational or other institutions which he is serving as employee,
officer, member, director, adviser or consultant. In addition, it shall list
such other financial information as the appointing department or agency
shall decide is relevant in the light of the duties the appointee is to per-
form. The appointee may but need not be required to reveal precise
amounts of investments. Each statement of private employment and
financial interests should be forwarded to the chief legal ofiicer of the
department or agency concerned., for information and for advice as to
possible conflicts of interest. In addition, each statement should be re-
viewed by those persons responsible for the employment of consultants
and advisers to assist them in applying the criteria for disqualification
which are set forth in this memorandum. Such statements should. be
kept cument throughout the period during which the consultant is on
the Government rolls.

IIEGAI, INTpRpnoTatTON

Whenever the chief legal officer of a department or agency or his
designee, believes that a substantial legal question is raised by the em-
ployment of a particular consultant or adviser he should advise the De-
partment of Justice, through the Office of Legal Counsel, in order to
insure a consistent and authoritative interpretation of the law.

This memorandum shall be published in the Fnurn.a,r, Rpcrsrpn.

Jonrq F. KpNNnov

Trlr-Wsrro lfousu,
Mag 2,1963.

AppnNorx

f8 U.S.C. 202. Defindtions,

(a) For tho purpose of sections 203, 205, 207, 208 antt 209 of this title the term
"special Government employee" shall mean an offieer or employee of the executive
or legislative branch of the Unitetl States Government, of any intlepentlent agency
of tho United States or of the District of Columbia, who is retainetl, designated,
appointetl, or employed to perform, with or without compensation, for not to exceetl
one huntlred antl thirty tlays tluring any perioil of three hundred and sixty-ffve
consecutive tlays, temporary tluties either on a full-time or intermittent basis, or a
part-time Unitetl States Commissioner. Notnrithstanding the next precetling sentence,
every person serving as a part-time local representative of a Member of Congreos
i:r the Member'g homo tlistrict or State shall bo classifetl as a special Government

8/8/59



2-5-t Slondordc of. Conduct

EXHIBIT Q (Pose 13)

employee. Notwithstantling section 29 (c) and (d) of the Act of August 10, 1956
(70A Stat.632; 5 U.S.C.30r (c) and (il)), a Reserve ofiicer of the Armetl tr'orces,
or an omoer of the National Guartl of the Uniterl States, unless otherwise an ofiicer
or employee of the Unitetl States, shall be classifed as a special Government em-
ployee while on active tluty solely for training, A Reserve officer of the Armetl
Forees or an ofrcer of the National Guard of the Unitetl States who is voluntarily
serving a periotl of extentled active tluty in excess of one huntlred and thirty tlays
shall be classified as an ofrcer of the Unitetl States withia the meaning of section
203 and sections 205 through 209 antl 218. A Reserve officer of tho Armetl Torces
or an oficer of the National Guartl of the Unitetl States who is serving involuntarily
shall be classifietl as a special Government employee. The terms " officer or em-
ployee" antl "special Government employee" as usetl in sections 203, 205, 207
through 209, antl 218, shall not inciutle eulisted members of the Armetl Forces,

(b) For the purposes of soctions 205 antl 207 of this title, the term t(official
responsibility" means the tlirect administrative or operating authority, whether
intermetliate or fnal, antl either exercisable alone or with others, and either per-
sonally or through subortlinates, to approve, tlisapprove, or otherwise tlireet Gov-
ernment action.

18 U.S.C. 203. Compensation to Members of Congress, oflicers, anil others in rnat-
ters affecti,ng the Gol)ernrnent,

(a) Whoever, otherwise than as provitled by law for the proper clischarge of
ofrcial tluties, directly or intlirectly receives or agrees to receive, or asks, demantls,
solicits, or seeks, arry compersation for any serviees renderetl or to be rentlered either
by himself 61 sa6f,[s1-

(1) at a time when he is a }fember of Congress, Member of Congress Elect,
Resident Commissioner, or Resialent Commissioner Elect; or

(2) at a time when he is an officer or employee of the United States in the
executive, legislative, or juclieial branch of the Government, or in any agency of tho
Uniteil States, including the District of Columbia, in relation to any proceetling,
application, request for a ruling or other tleterrnination, contraet, elaim, controversy,
charge, accusation, arrest, or other particular matter in which the United States is
a party or has a direct and substantial interest, before any tlepartment, agency,
court-martial, officer, or any civil, military, or naval commission, or

(b) Whoever, knowingly, otherwise thau as provitled by law for the proper dis-
charge of official duties, rlirectly or indirectly gives, promises, or offers any com-
pensation for any such services rentleretl or to be rentleretl at a time when the person
to whom the compensation is given, promised, or offeretl, is or was such a Member,
Commissioner, omcer, or employee-

Shall be fned not more than $10,000 or imprisonetl for not more than two years,
or both; antl shall be incapable of holding any office of honor, trust, or profft untler
the Uniteit States.

(c) A special Government employeo shall be subject to subsection (a) only in
relation to a particular matter involving a specific party or parties (L) in which he
has at any time participated personally and substantially as a Government em-
ployee or as a special Government employee through decision, approval, tlisapproval,
recommendation, the rendering of atlvice, investigation or otherwise, or (2) which
is pending i:l the tlepartment or agency of the Government in which he is servi-ng:
?rotsid,eil,, That clause (2) shall not apply in the case of a special Goverument em-
ployee who has eerved in such tlepartment or agency no more thaa sixty days tluri-ng
the immediately precetling period of three huntlretl antl sixty-fve consocutive days.
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18 U.S.C. 205. Actdaities of ofi,cers anil enq)l,ogees in cladrns against and, other
rnatters ofecting the Gouernment.

'Whoever, being an officer or employee of the United States in the executive,
legislative, or jutlicial branch of the Government or in ary ageucy of the United
States, including tho l)istrict of Co1umbia, otherwise than in the proper diseharge
of his official tluties-

(1) acts as agent or attorney for prosecuting any claim against the Unitetl
States, or receiveg any gratuity, or any share of or interest in any sueh claim in
consitleration of assistauce in the prosecution of such claim, or

(2) acts as agent or attorney for anyone before aay tlepartment, agency, court,
court-martial, officer, or any civil, military, or naval commission in connection with
any proceeding, application, request for a ruling or other tletermination, contract,
claim, controversy, charge, accusatiotr, arrest, or other particular matter in which
the United States is a party or has a tlirect antl substantial interest-

Shall be finetl not rnore than $10,000 or imprisoned for not more than two years,
or both.

A special Government employee shall be subject to the preceiling paragraphs
only i:r relation to a particular matter involving a specifc party or parties (1) in
which he has at any time participated personally and substantially as a Government
employee or as a special Government employee through decision, approval, dis-
approval, recommenilation, the rentlering of advice, investigation or otherwise, or
(2) which is peniling in the department or agency of the Government in which he
is serving: Protsitleil, That clause (2) shall not apply in the case of a special Gov-
ernment employee who has served in such tlepartment or agency no more than sixty
tlays during the immetliately precetling period of thrce huntlretl antt sixty-five con-
secutive tlays.

Nothing herein prevents an offieer or employee, if not inconsistent with the faith-
ful performance of his tluties, from acting without compensation as agent or attor-
ney for any person who is the subject of tliseiplinary, loyaltn or other personnol
atlministration proceetlings in connection with those proceetlings.

Nothing herein or in section 203 prevents an officer or employee, inclutling a
special Government employee, from acting, with or without compensation, as agent
or attortrey for his parents, spouse, chiltl, or arry person for whom, or for any estate
for which, he is serving as guardian, executor, atlministrator, trustee, or other per-
sonal fitluciary except in those matters in which he has participatetl personally and
substantially ag a Government employee, through tlecision, approval, clisapproval,
recommentlation, the rentlering of atlvice, ilvestigation, or otherwise, or which are
the subject of his offieial responsibilitS providetl that the Government ofrcial re-
sponsible for appointment to his position approves.

Nothing herein or in section 203 prevents a special Government employee from
acting as age[t or attorney for another person in the performance of work untler
a grant by, or a contract with or for the benefit of, the Unitetl States provitled that
the head of the department or agency concerned with the grant or contract ghall
certify in writing that the natioual interest so requires.

Such certiffcation shall be published in the tr'pora-Lr, REGrsrER,

Nothing herein prevents an officer or employee from giving testimony untler
oath or from making statements requiretl to be matle untler penalty for perjury
or contempt.

18. U.S.C.207. Di,squali,f,cation of former ofi,cers anil emplogees in rnatters oon-
necteil, with former duties or olfrci,al responsi,bildtdes; d,i,squal,ifi,catdon of partners,

(a) Whoever, having been an officer or employee of the executive branch of the
United States Government, of any intlependent agency of the Unitetl States, or of
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the Distriet of Columbia, inclutling a special Government employee, after his em-
ployment has ceasetl, knowingly acts as agent or attorney for anyone other than
the Unitetl States in connection with auy judicial or other proceeding, application,
request for a ruling or other tletermination, eontract, claim, controversy, eharge,
accusation, arrest, or other partieular matter involving a specifc party or parties
in which the Uniterl States is a party or has a tlirect anil substantial interest and
in which he participatetl personally antl substantially as an officer or employee,
through decision, approval, tlisapproval, recommentlation, the rendering of atlvice,
investigation, or otherwise, while so employed, or

(b) Wloever, having been so employetl, lvithin one year after his employment
has ceasetl, appears personally before any court or tlepartment or agency of the
Government as agent, or attorney for, anyone other than the Unitetl States in
connection with any proceeding, application, request for a ruling or other deter-
mination, contract, claim, eontroversy, charge, accusation, arrest, or other particular
matter involving a specifie party or parties in which the Unitetl States is a party
or directly and substantially interestetl, antl which was untler his official responsi-
bility as an officer or employee of the Government at any time within a periotl of
one year prior to the termination of such responsibility-

Shall be ffned not more than $10,000 or imprisonetl for not more than two years,
or both: Proaided,, That nothing in subsection (a) or (b) prevents a former officer
or employee, inclutling a fornrer special Government employee, with outstantling
scientific or technological qualiflcations from acting as attorney or agent or appear-
ing personally in connection with a particular matter in a scientific or technological
fieltl if the heatl of the tlepartment or agency concernetl with the matter shall make
a certification in writing, publishetl in the Fnorner, Rnotsrnn, that the national
interest woulcl be served by such action or appearance by the former olfieer or
employee.

(c) Whoever, bei:rg a partner of an officer or employee of the executive branch
of the Unitetl States Government, of any inrlepentlent agency of the Unitetl States,
or of the District of Columbia, inclutling a special Government employee, acts as
agent or attorney for anyone, other than the Unitetl States, in connection with any
jutlicial or other proceetling, application, request for a ruling or other tletermina'
tion, contract, claim, controversy, charge, accusation, arrest, or other particular
matter in which the United States is a party or lias a tlireet and substantial inter-
est anal in which such officer or employee of the Government or special Government
employee participates or has participatetl personally antl substantially as a Govern'
ment employee through decision, approval, disapproval, recommentlation, the rentler-
ing of ativice, investigation or otherwise, or which is the subject of his official
responsibility-

Shall bs fined not more than $5,000, or imprisoned not more than one year, or both.

A partner of a preseDt or former offfcer or employee of the executive branch of
the United States Government, of any intlependent agency of the Unitetl States, or
of the District of Columbia or of a present or former special Government employee
shall as such be subject to tho provisions of Eections 203,205' and 207 of this title
only as expressly provitled in subsection (c) of this section.

18 U.S.C. 208. Acts affecting a ptersonal, financi'al i,nterest.

(a) Except as permittetl by subsection (b) hereof, whoever, being an officer
or employee of the executive branch of the United States Government, of any in-
ilependent agency of the Unitetl States, or of the District of Columbia, inclutling
a speeial Government employee, participates personally ancl substantially as a Gov-
ernment officer or employee, through tlecision, approval, tlisapproval, recommentla-
tion, the rentlering of atlvice, investigation, or otherwise, in a judicial or other
proceetling, application, request for a ruling or other tletermination, contract, claim,
controversy, charge, accusation, arrest, or other particular matter in which, to his
knowletlge, he, his spouse, miuor child, partner, orgardzation in which ho is serving
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as omcer, director, trugtee, partner or employee,
whom he is negotiating or has atry arrangement
has a financial interest-

or any person or organization with
concerning prospective employment,

Shall be finetl not more than $10,000, or imprisoned not more than two years, or
both.

(b) Subsection (a) hereof shall not apply (1) if the offi.ccr or employee frst
atlvises the Government official responsible for appointment to his position of the
nature antl circumstances of the jutlicial or other proceetling, application, request
for a ruling or other tletermination, contract, claim, controversy, chargc, accusation,
arrest, or other particular matter antl makes full disclosure of the financial interest
antl receives in adva,nce a written tletermination maile by such official that the in-
terest is not so substantial as to bo deemetl likely to affect the integrity of the
services which the Government may expect from such ofrcer or employee, or (2) if,
by general rule or regulation publishetl in the Frornar, REGrsrxR, the fnancial ia-
terest has been exemptetl from the requirements of elause (1) hereof as being too
remote or too inconsequential to affect the integrity of Government officers'or
employees ' services.

18 U.S.C. 209, Sal,arg of Goaernrnent ofi,cdals antl emptl,ogees pagable onl,g bg Ani,tetl
States.

(a) Whoever receives any salarn or any contribution to or supplementation of
salary, as compensation for his seryices as an ofrcer or employee of the executive
branch of the Unitetl States Government, of any indepentlent agency of the United
States, or of the District of Columbia, from any source other thaa the Government
of the United States, except aB may be contributetl out of the treasury of any State,
county, or municipality; or

Whoever, whether an inclivitlual, partnership, association, corporation, or other
organization pays, or makes any contribution to, or in any way supplements the
salary of, any such ofiicer or employee unaler circumstances which woultl make its
rcceipt a violation of this subscction-

SLall be llnctl not more than $5,000 or imprisonetl not more than one year, or both.
(b) Nothing herein prevents an officer or employee of the executive branch of

the Uniterl States Governnlent, or of any iutiepenclent agency of the Unitetl States,
or of the District of Columbia, from continuiug to participate in a bona frle pen-
sion, retirement, group life, health or accitlent insurance, profit-sharing, stock bonus,
or other employee welfare or benefit plan maintained by a former employer.

(c) This sectior does not apply to a special Government employee or to an officer
or employee of the Government serving without compensation, whether or not he is
a special Government employee, or to any person paying, contributing to, or sup-
plementing his salary as such.

(d) This section tloes not prohibit payment or acceptance of contributions,
awards, or other expenses untler the terms of the Government Employees Training
Aet (Public Iaw 85-507, 72 Stat.327; 5 U.S.C. 2301-2379, Juiy 7, 1958).
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under the direct Supervision of such persoh may, within a perio,il of
[wO yoarq attpr the terminatiop of sueh ernployment, appqar in a repre'
sentative papaeitr bqfore the OA unless, in eaeh matter. he obtalns thc
prior approval of the .{.drninistratos or a pbr$on authorized by the
Administrator to gpanf guc[ 4ppy9v4!,

po0nirlonr

The term "representative capaaity" shall mean the funetion of reR-
dering fepresentative services to anv pemon, frm, qorporation, or asso-
ciation. "Representative serviees" does not inelurle a request for', or the
makine of inquiries concernins, information whieh is available to tJre
general nublie or the trnnsmission or submission. in a routine rnanner. of
dec.uments, forms or ethgr information fgr usual gr por1nal pryoeissing.

Ecrn of lcquerl

Br+ouesfg try former- offieers ol emploltees to appear in a representative
cqpaeity before the OA may be made by letter, in duplieate, addressed

!ll!?r!! Fcsr t
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to the head of the division before which such former offieer oT employee
desires to appear. Each such request must set lbrth, undeii oatt; ine
following information :

(1) A brief description of his duties and functiorrs while employed
with the HHFA, and the duration of his employment;

(2) The subjeet and. scope of the matter in which he desires io upp"u,
in a representative capacity;

(3) 'Whether the consideration of the matter would have devolved
upon any division, braneh, or' other unit in which he.waS employed,
either during or subsequent to his employment therein;

(4) Whether while he was employed with the EHFA, the matter
was.pending therein; and, if it was so pending:

(i) Whether he gave personal consideration to it, or had any
knowledge of the facts involved thereiu while so employed; and

(ii) Whether he:is assisting orjwill be assisted.by any person
who has personally considered it or gained personal knowledge of
the facts thereof while employeil by the HHFA.

Borir for Dcniol

No approval to appear in a representative eapacity before the OA
will be granted if such appearance would be in violation of law or other-
wise contrary to the public interest, or might involve an improper
exerciseofpersonalinflueucebyth9applicant.

Any former officer or employee violating the provisions of this section
shall be barred from appearing in a representative capacity before the
OA for such time as the Administrator may prescribe.

. The director of the division to which a request to appear is made is
authorized to approve or deny the request. However, an appeal.from a&
adverse {eciqion may be taken to the Administrator.

'When a requeSt is received, the directoi of the dii,ision conceined
shall forward the extra copy to the Personnel Braneh, where the in-
formation on the applicant's letter will be eheeked against his officibl
employment record. The Perscnnel Braneh shall report its findings to
the division direetor, and offer any other pertinent information or ad-
vice on the request.

The division direetor shall also solicit information and. adviee in suclt
cases.from the division or.offiee where the applieant was formerly em-
ployed; frorh the 

.DiVisicjn 
bf-I-/biv, in'hppropriate eases; and. from any

other sources which he deems necessary or suitable for further inquiry:

' On the basis of the report from th'e'Fersonnel Braneh and from the
information and advice secured through: further inquiries, the division
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director shall approve or deny the applicant's request, and shall notify
the applicant of such action.

Appoolr

Whenever a request is denied, the division director shall, in his reply
to the applieant, state the reason or reasons for his decision; and he
shall inform the applicant that he may, within 10 d.ays, ask for a review
of the decision by the Administrator.

If the applicant whose request has been denied asks for a review by
the Administrator, the entire request file shall be forwarded to the
Deputy Administrator, who will review the case and make his recom-
mendation to the Administrator. When the Administrator has indicated
his decrsion, the ease file will be returned to the division direetor, who
will prepare a letter for the Administrator's signature notifying the
applieant of the Administrator's decision.

iilc Rccord

Upon conclusion of the matter on which the request to appear was
made, the division direetor shall attaeh the original request, and a copy
of all subsequent eorrespondence on the rerruest, with the material on
which the appearance was made. The remainder cf the request file, 'rvith
eopies of all correspondence and any nertinent comments, shall be for-
warded to the Personnel Branch for filing.
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Section 5

PROBATIONARY AND TRIAI. PERIODS

Probationary and trial periods are an extension of the examining
process. They permit the Agency, through its supervisors, to evaluate
employee potential and on-the-job performance as a further check
against written or unassembled examinations and oral interviews used
prior to the original selection. Employees may be separated during the
probationary or trial period without recourse to the usual separation and
appeal procedures 1 if work performance or conduct is not satisfactory
to the Agency.

PROBATIONARY PERIOD

Each new employee selected from a civil service register of eligibles
and given a career-conditional appointment must complete a probation-
ary period. An employee converted to a career or career-conditional
appointment must also complete a probationary period, although certain
previous seryice may be counted toward the completion of this required
probation.

The probationary period for full-time employees is one year, consist-
ing of 52 weeks of 40 hours each, or 2080 hours. Part-time employees
lnust serve the equivalent number of hours.

Creditoble Service foword Completion of Probqtion

All prior servicc which meets the specifications in Chapter S-2, FPM,
shall be counted. toward completion of a probationary period.

I:eave with pay, leave without pay, which does not exceed.22 working
days, and furlough for military service, taken by a full-time employee is
creditable towartl the completion of the probationary period.

The promotion, demotion, reassignment, or transfer of a career or a
career-conditional employee before he has completed the probationary
period is subject to completion of the probationary period in the new
position.

Effect of Complerion of the Probotionory Period

Upon completion of the probationary period. an employee automati-
eally has these additional rights:

(1) He may rot be separated except for such cause as will promote

1 See Appendix B to Section 5, Chapter S-1, FPlf.
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the efficiency of the service and he Itas thc riglrt to appeal to thc
Civil Service Commission.

(2) He may be promotecl, transferred, reassigued, or reirlstated, rvith-
out taking a competitive examination, subject to the conditions
prescribed. by the Civil Service rules and regulations. He may, of
course, be required to pass a noncompetitive examination when
such an examination is required to enter a new occupational fleld.

TRIAL PER]OD

Any employee who has received an unlimited appointment to a Sched-
ule A position and who has not previously completed a trial or proba-
tionary period, shall serve a orle year trial period.

PROCEDURE UPON APPOINTMENT

After receiving an appointment or being converted to an appointment
requiring a probationary or trial period, an employee will be informed
by memorandum from the Director of Personnel of the purposes of such
period, and dates it will begin and end. A copy of the memorandum to
the employee'lvill be sent to the employee's supervisor.

Supervisory Responsibiliry

During the probationary or trial period the supervisor is responsible
for seeing that the employee is given a full and fair trial.

Specifically, the supervisor shall :

(1) Explain the standards of performance which the employee will
be expected. to meet.

(2) Observe carefully the employee's conduct, general character
traits, and performance.

(3) Make every effort to understand the employee's on the job prob-' 
lems, and give him proper job guidance.

(4) Study the employee's potentialities and cletermine his suitability
for government work.

(5) Take proper steps to separate the employee if, after a full and
fair trial, it is determined that his performance or conduct make
him unfit for satisfactory service.

(6) Certify to the satisfactory completion of a probationary or trial' 
periodaccording to the procedures of this Section for satisfactory
employees.

Certificotion of Sotisfirctory Employees

Prior to the end of the tenth month of an employee's probationary or
trial period, the Division of Personnel will notify the emPloyees super-
visorf in writing, of the approaching completion date of the period antl
of the certification required. In the space provided on this notice, thc
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supeNisor shall ccrtify as to the eruployee's satisfactory performance,
conduct, and general character, and not later than the completion of the
tenth month of service return the notice to the Division of Personnel.

Through supervisory chaunels, the Director of Personnel will notify
the employee in writing, upon the satisfactory completion of his pro-
bationary or trial period.

Seporotions 1

Due to Unsotisfocbry Peilormonce or Conduct

If an employee serving a probationary or trial period demonstrates
by his work performanee or conduct his unfitness or lack of qualifications
for continued Federal service, his supervisor shall initiate separation
action. Such action, in the form of a brief memorandum, shall be taken
as soon as these facts become apparent, but not later than the completion
of the tenth month of service. The memorandum, recommending separa-
tion action shali (1) explain why the employee is unsatisfactory and
(2) outline the measures that have been taken toward correction. It
shall be addressed to the Director of Personnel and shall provide space
for the approval of the head of the constituent unit or office, or his
designee.

The effective date of the separation notice shall not be later than the
completion date of the normal probationary or trial period and it will
be issued to the employee prior to separation. If the effective date of the
separation occurs after the normal end. of the probationary period, pro-
cedures under Part 9 or Part 22, as appropriate, of the Civil Service
Commission Regulations must be followed in effecting the employee's
separation, even though the separation notice has been delivered to the
employee before the end of the period.

It is the Agency's policy to furnish every separated employee with
sufficient factual information as to the d.eficiencies which led to his
separation.

While good management practices make it desirable to warn an em-
ployee of his deficiencies and to aid him in overeoming his weaknesses,
failure on the part of the supervisor to do this shall not preclutle his
separation if necessary.

Due to Condirions Arising Prior to Appointment

When an employee during his probationary or trial period fails to
qualify for government service as a result of character investigation or
because of information which, hatl it been known, would have prevented
him from receiving the appointment in the first instauce, the usual sepa-
ration procedures as described in Section 9.202 of. the Civil Service Rules
and Regulations will be followetl.

Appeol Rightr

An employee separatecl during his probationary or trial period has no
appeal rights within the OA. However, he may submit a written request
-11"" epi"naix B to Section 5, Chapter S-1, FPM.

9/28/51 Poge 3



2-5-5 Probotionary ond Triol Periods

to the Director of Personnel within 48 hours of the receipt of the notice
for a review of the action. If the Director of Personnel concurs in the
separation the effective date will not be altered.

An employee separated during his probationary or trial period has no
appeal rights to the Civil Service Commission unless, in his opinion, the
adverse action was taken for political reasons not required by law or for
other prohibited reasons of a discriminatory character.

An employee separated during his probationary or trial period due to
conditions arising prior to appointment has the additional right of ap-
peal to the Civil Service Commission on procedural grounds, as pro-
vided in Section 9.301 of the Civil Service Rules and Regulations (Chap-
ter Z-t, FPM).

Documenlolion

A copy of all correspondence relating to an employee's probationary
or trial period is filed in his offieial personnel folder.
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Section 5

FINANCIAT RESPONSIBILIIIES OF EMPTOYEES

The Housing and llome X'inance Agency expects its employees to
conduct their financial affairs in accordance with accepted. ethical
standards. Those employees who are paid from funds which are not
subject to customary legal means of garnishment are under special
obligation.

POUCY

The way in which an individual employee manages his finanoial
affairs becomes a matter of concern to the Agency when:

(1) The attitude of the employee toward his personal financial
obligations tends to bring the tr'ederal service into public
disrepute.

(2) The Agency is placed under significant administrative ex-
pense because of complaints of creditors, salary garnishment, or
levy against salary.

(3) X'inancial irresponsibility is reflected in job performanc'e, or
when an employee in a position of trust makes himself subject
to coercion.

(4) The employee fails to meet his tax or other obligations to the
Federal, state, or loeal governments.

INDEBIEDNESS IO GOVERNMENIAL UNITS
'Whenever the Agency receives formal notice of tax delinquency or

other similar government indebtedness on the part of an employee, the
employee wiII be required to explain such delinquency and to make
satisfactory arrangements with the governmental jurisdiction involved
for the liquidation of the indebtedness. Non-payment of governmental
obligations will be considered a yery serious indicator of financial
irresponsibility.

When an employee of this Agency owes Federal taxes or other tlebfb
to the Government, he should pay such debts when due or make satis-
factory arrangements for payment with the agency concerned,

It is the policy of the X'ederal Government to cooperate with state
and local Governments in taxation matters. As a part of this coopera-
tion, the Agency upon requ€st, furnishes. state and local taxing juris-
dictions with employee earnings information.

OTHER INDEBIEDNESS

The HHFA will not act as agent for the collection of claims of debts
against its employees. 'When a elaim is received from a non-goyern-
ment source it will be brought to the attention of the employee
with the expectation that he take the matter up with the cretlitor, and
if the claim is just, arrange a satisfactory settlement.
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Willfut neglect in tlebt matters reflects on the fitness of an employee
and will be suffieient cause for administrative action.

EVATUAIION TACIORS

In determining what action is appropriate under policies of this
Section, it will be assumed that the employee intentls to meet his just
financial obligations, and that in most instances the failure to do so is
the result of poor management or misfortune rather than willful neg-
lect or dishonesty. Poor financial management, however, may subject
the employee to tlisciplinary action 'when it rs$ults in criticism of the
Agency, administrative expense, or below standard job performance.
Severe irersonal misfortune will be considered as a mitigating circum-
stance in the evaluation of the financial responsibilities of an employee.

Firms or pensorxt who supply goods or services are not relieved of
their responsibility for investigation before extending credit, and over
extension of credit will be considered as an evaluation factor in decitl-
ing the degree of disciplinary action to be taken, if any.

'When a claim of debt is disputed by an employee, the Agency can
not undertake to determine whether or not the debt is just, nor will
any part of thie policy be inter:preted or applied to coerce an employee
into the payment of unjust or disputed debts or to prevent an employee
from the exercise of his legal rights and free access to the courts or
other legal processes in settling his financial dfficulties without
prejutlicing his st&tus as an employee.

DISCIPIINARY ACTIONS

Neglect in debt matters may be sufficient cause for disciplinary
action. Such diseiplinary aetion may range from official reprimand. to
dismisssal in accordance with the evaluation factors above and the facts
of the individual case.

Inclebtedness to Federal, State, or local governments are consitlered
a partieularly serious matter. The nature of the disciplinary aetion
will reflect this seriousness. Except in cases of severe personal mis-
fortune, a failure to pay Federal income taxes which results in a levy
against salary will in all cases subject the employee to disciplinary
aetion.

PROCESSINO OF LEVIE3 AND CO0/iPtAlNrS

Any formal notice of tax delinqueney or garnishment shall be for-
warded to the OA X'iseal Officer who will arrange for necessary pay roll
action and notify the Personnel Branch. Any other claim or eomplaint
shall be referrned to the Personnel Branch by the reeeiving office.

tECOnDS

Correspondence and other records related to indebtedness or finan-
cial eounseling are confdential and are not, in general, part of the
employee's Official Personnel Folder. Eowever, any administrative
aetion taken under the provisious of this Section will be reflected in
the employees' Official Personnel Folder.
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Section I

NORMAT TOURS OF DUTY

The administrative workweek for the Central Office shall be 40 hours.
The tour of duty shall be 5 days of 8 hours each from Mond.ay through
Friday.

Normal duty hours shall extend from 8 :45 a.m. to 5:15 p.m. One haif
hour shall be allowed for a lunch period. When it is administratively
desirable to establish hours of duty for au employee or groups of em-
ployees dilfering from the normal duty hours established in this Sec-
tion, they may be established by heads of constituent units and divisions
with the concurrence of the Director of Personnel.

PARI-TIME AND INIERI,IIITENT EMPTOYEES

fn order for a part-time or intermittent employee to earn annual and
sick leave they must be schedulecl for work in advance. The schedule
must provide for duty in each adrninistrative workweek and must indi-
cate specific dates or days and hours of duty within the administrative
workweek. Generally, such schedules rnust be established at least one
pay period in advance and cover at least one pay period. (See Sections
2-7 -3 ar,d 2-7 -4 for Ieave accrual rates. )

Regular tours of duty for intermittent employees which will permit
the accrual of leave rvill be established by heads of constituent units
aud divisions'with the concurrence of the Director of Personnel. Copies
of schedules for intermittent employees should be furnished the PayroII
Section, Divisiou of Finanee and Accounts and the Division of Person-
nel. For part-tirne employees the tour of duty wiII be recorded on the
Notification of Personnel Action, Standard Form 50, at the time of
emplo;,ment or pay adjustment.

legol Holidoys

The holitlays enumerated below shall be observed as non-workdays:

Adminisrrstive Prqcticc Hondbook

Poil 2. Perronnel Administrotion
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New Year's Day
Inauguration Day 1

Washington's Birthday
lVlemorial Day
Independence Day
I-.,abor Day
Veterans' Day
Thanksgiving Day
Christmas Day

January 1
January 20
February 22
May 30
July 4
1st Monday in September
November 11
4th Thursday in November
December 25

2-7-l

Counties,
antl tr'alls

Whenever a holiday observed as a non-workday falls on a Saturday,
the holiday shall be observed on the Friday immediately preceding
such Saturday.

1 Legal holiday only in the District of Columbia, Montgomery and Prince Georges
Ilaryland, Arlington and Fairfax Counties. Virginla, snil the cities of Alexantlria
Church, Yirgtnia.
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Whenever a holiday observed as a uon-worktlay falls on a Sunday,
the holiday shall be observed the following Monday, except for Inaugu-
ration Day, which shall be as desigrated at that time.

Additional non-workdays may be prescribed by statute or Executive
order. A.nouncements of such non-workdays will be issuetl in the
Staft Bulletin.

ATIENDANCE

Employees are expected strictly to observe the uormal duty hours
established for their office. Occasional tardiness of less than one hour
may be excused by supervisors, but habitual tardiness of whatever
d.uration shall be charged. to leave and in flagrant cases shall be cause
for disciplinary action.

I
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Seclion 2

OVERTI'iAE AND OTHER PREIIAIU'IA PAY WORK

The Federal Employees Pay Act of 1945, as amended, provides for
premium compensation at legislatively authorized. rates for the follow-
ing classes of work performed by full-time employees, to the extent
that the payment of such premium compensation will not cause the
aggregate rate of compensation for any employee to exceed the rate of
$15,030 per annum, or $578.40 for a given biweekly pay period.

( 1) Work which is officially ordered or approved in excess of forty
hours in any administrative workweek.

(2) Work performed on holidays designated by Federal statute or
Executive Order, if the employee was officially assigned to duty
on such a holiday and if the holiday falls within lris basic forty-
hour workweek.

(3) Work performed between the hours of 6:00 p.m. and 6:00 a.m.
rvhen an employee's prescribed regulal tour of duty or any part
thereof falls betu,een such hours.

The Act further provides that, at the discretion of the head of the
agency concerned, full-time employees may, if they so request, be
granted time off from duty in lieu of payrnent for irregular or occa-
sioual overtime work.

This Section prescribes policies and procedures goveruirrg the author-
ization and payment of official overtime u'ork, 'lvork on legal holidays,
and regularly scheduled night lvork compensable at premium rates of
pay.

E'IAPI,OYEES INEI,IGIBTE FOR PREIIAIUM CO'IAPENSAIION

The Comptroller General has ruled that the following classes of em-
ployees are not full-time employees within the meaning of the Federal
Employees Pay Act of 1945, as amended, regardless of the number of
hours of work they may perform, ancl therefore are ineligible for pre-
rnium compensation under the Act:

(1) Experts and consultants appointed pursuant to Section 15 of
tlie Act of August 2, \946 (Public Law 600).

(2) Classified employees appointed on a "when actually employed."
basis for whom no regular administrative worl<rveek of 40 hours
has been established.

AUIHORIZING OIFICERS

The heads of constituent units and the following officials have been
authorized to order or approve official overtime work or work on a
legal holiday by fuII tirrre employees working under their supervision,
subject to the provisions of this Section:

Community Facilities Commissioner
Urban Renewal Commissioner

(1
t, )

)
(3) Deputy Administrator
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-1) General Counsel
5) Assistant Administrator (

6) Assistant Administrator (

7) Assistant Administrator (

8) Assistant Administrator (

9) Assistant Administrator (

0) Assistant Administrator (

1) Assistant Administrator (

Administration)
Congressional Liaison)
Housing for the Elderly
Intemational Housing)
Program Policy)
Public Affairs)
Urban Transportation)

1

1

12) Director, Compliance Division
13) Director, Community Disposition Staff
14) Executive Secretary, Voluntary }Iome Mortgage Credit Pro-

gram
( 15 ) Director, Audit Division
Authorized officials may establish tours of duty which inelude regu-

larly scheduled night work only with the concurrence of the Director of
Personnel, as provided in Section 2-7-1 of Volume III.
AUTHORIZATION AND SIGNATURE CARDS

The authority to olcler or applove official overtime rvork or work on a
Jegal lrolirlay nlay btr redelegated. Each redelegation shall be made in
ri'riting on Fonl H-212, Au.thorization antl Signature Crzrd, which shall
be fully txecuted to indicate the authority of tlre officer to rvhom the
lcdelegation is made and to shorv his ofificial autographic signature. The
executer] Form I'I-2'12 shall be transrnitted to the Division of Finanee
and Accounts.

\Yhenevcr thc authority of tur officer to u,}rour such a reclelegation of
autlrority has becrr rnade is rer,ohecl, or his serviccs are terrnirraterl, the
aulhorized offirrer who macle the rerlelegation of authority shall notify
the Division of Finance and Accounts of the fact iu rvriting.

OVERTIME

Policy

It is tlre policy of the Office of the Admiuistrator that supervisors shall
plan and schedule the worh of employees so that tlreir work will be com-
pleted during the basic forty-hour tvorliweek. Overtime should not be
ortlcrecl to accornplish special pro.jects which could be accotrplishecl
during the basic wor'l<week by rescheduling other work of a less urgent
nature. Ilorvever, subject to the limitation with respect to overtime by
errnployees in grade GS-12 and above, prescribed below, authorized.
officers may direct the performance of irregular or occasional overtime
by any ernployee or employees in instances when it is determined that
(1) the overtime is necessary to meet deadlines in u'ork schedules or
other conditions beyond their control or (2) to overcome peak u,orkloads
of a temporary nature that do not justify the hiring of additional per-
sonnel. The Office of the Administrator wiil compensate employees for
overtime work so ordered, either by overtime pay or by granting them
compensatory leave, in acrcordance with the provisions of this Section.

Overlime by Employees in Grode GS-I2 ond Above

In general, it is assumed that professional employees in grades
GS-12 aud above u,ill devote such time, including voluntary overtime,
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to their duties as is required to discharge them in a creditable manner.
Ilowever, in offices where the pressure of work is such as to make
frequent overtime unavoidable, it is recognized that a portion of such
time should be compensated so that employees do not suffer out-of-
pocket expcrrse for extra rleals ancl similar costs. Accordingly, in
such cases overtime may be authorized and directed to be performed
in accordance with this Section by employees in Grades GS-12 and
above as follows: 2 hours for a Saturday, Sunday, or holiday but
only one day in any one \veek-end, ancl not to exceed t hour on any
rcgular work day.

No further overtime pay or time off for overtime work will be
allou,cd. to eurployees in Gracle GS-12 and above except in very unusual
cascs pursuant to specific approval by the Assistant Administrator
(Administration). Such approvals will be granted only on the basis
of rremorandum requests submitted prior to the performance of the
u,orh. Each such reqnest shall be prepared ancl submitted in duplicate
over the signature of t.lre authorizing officer cotrcerned and shall contain
zr full explauation of the neecl for: the ovcrtime work, the name and
grarle of the ernployce or employees rvho rvill be directed to perfonn
tlre u,orl< if approval is granted, ancl the approximate number of hours
of overtime lvhich r.vill be required. The memoranrlnm shall contain
{l spacc for the approval of thc Assistant Administrator (Aclministra-
tion).

Thc Assistant Aclurinistrator (Administration) will return the orig-
inal arrcl duplicate copy of ea<rlt approved or rejected memorandum
request for the approval of overtime worl< to the authorizing officer
concerncd. 'Ihe original of each approved memorarrdum request shall
be transmitted to the Division of Finance and Accounts together rvith
tlre S.F. 1130, Time ancl Attcndance Report l and the Form H-200.2,
Approual of Oucrtime Work, on which the particular overtime is
reported, as hereinafter providerl.

Computolion of Overtime Employment

Overtime Employment Unit

Overtime employrnerrt shall be computed on the basis of periods of
30 minutes or multiples thereof and shall be reported accorrlingly.
Periods of lcss tharr 30 rninutes shall be c.lisregarcled.

Leove with Poy

Absence from duty on authorized leave with pay during the basic
u'orkrveek, including authorizecl absences on legal holidays, non-work
days, and days of compensatory time off shall not have the effect
of reducing the amount of overtime compensation to rvhich an em-
ployee may be entitled during an administrative worklveek.

Leove Wirhout Poy

For any period of leave without pay within the basic 4Ohour rvork-
week, an equal period of service performecl ontsiile the basic workweek,
-Gio-rJ'z-2, 

Time anil Attendance rieports.

5/23/62 Pose 3



2-7-2 Overtime qnd Other Premium Poy Work

but during the same administrative workweek, must be substituted and
paid for at the rate applicable to the employee's basic rvorkr,eek, before
any remaining periods of service cran be paid for at the overtilne rate.

Coll-bock Overlime

Any period of authorized overtime performed by an employee on a
rlay outside his scheduled basic workweek, or for rvhich he is called
back to his place of employment after the close of business on a sched-
uled rvorkday, sliall be considered to be at least tu'o ltours in tluration
for the purposc of computing overtime employment hours.

Time in Trqvel Stqtus

Time spent by an employee in an official travel status outside his
regularly scheduled hours of work, including days outside his sched-
uled basic lvorkweek, may uot be considered as hours of employment
entitling the employee to either regular compensation or overtime
compensation.

Volunlory Overtime

Voluntary overtinle is overtime worked at the option of the err"rployee
which has not been officially authorized arrcl approvctl in accrirclanee
with the provisions of this Scctiorr. Such overtirne is not compensablc
either by overtime pay or by grants of comperlsatory time off. No
records of voluntary overtirnr: shall be urairrtainetl.

Computotion of Overtime Poy

Overlime Poy Unit

Overtime pay will be computed on the basis of periods of 30 minutes
or multiples thereof.

Overtime Poy Rates

An employee whose basic per annum salary rate does not exceed
the minimum scheduled. rate of Grade GS-9 will be paid for authorized
overtime at the hourly rate of one and one-half times his basic hourly
salary rate.

An employee whose basic per altnum salary rate exceeds the mini-
mum scheduled rate of Grade GS-9 will be paicl for authorized over-
time at the hourly rate of one ancl one}alf times the basic hourly
salary rate at the minimum scheduled rate of Grade GS-9.

Eftect of Night Psy Difterentiol on Overtime or Holidoy Poy

The night pay differential allowed an employee who is assigned to
regularly scheduled. night work shall not be inelutled in the basic per
annum salary rate used in computing any overtime or holiday pay
to which he may be entitled.

Effect of Cosr-of-living Allowonce on Overtime or Other Premium Poy

The territorial cost-of-Iiving allowauce paid to an employee assigned
to duty at a territorial post outside the continental United States shall
not be included in the basic per annum salary rate used in computing
any overtime or other premium pay to which he rnay be entitled.
Poge 4 5/23/62
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Efred of Annuity Dedudions on Overtime or Other Premium Poy

The gross per annum salary rate of the position held by a reernployed
annuitant (rate prior to the annuity deduction required to be made
from his salary) shall be used in computirrg any bvertime or other
premium pay to rvhich he may be entitled.

Compensolory leova

Any employee may be permitted to take compensatory leave in lieu of
overtirne pay for authorized occasional or irregular overtinle work if he
so requests, subject to the approval of his leave approving of8cer and
the lirnitatious hereinafter stated. Ilowever, an employee tr,ho is pro-
hibited by reason of the aggregate cornpensation limitation (i.e., compen-
sation at the rate of $15,030 per annum or $578.40 for a given birveekly
pay period) from receiving overtime compensation may not be granted
compellsatory leave in lieu of such prohibiterl oyertime compensation.
Such leave shall be granted at the rate of orre hour off for each hour of
overtime worked for which the employee would otherwise be entitled
to overtime pay.

An employee's request to take compensatory leave in lieu of overtime
pay shall be made not later than the last workday of the pay period in
wlrich tlre overtime is performed and shall be recorded on the Tim,e and
Attecrdance Report on which his attendance and leave for the particular
pay period are reported.

The total accumulation of compensatory leave for any employee shall
not exceed 40 hours at any one tirne. Accordingly, if the amount of com-
pensatory leave reported for credit to an employee will result in a
balance of compensatory leave to his credit in excess of 40 hours, the
timekeeper shall credit the employee with overtime work for which pay-
ment shall be made for the excess number of hours, regardless of rvhether
the employee has requested compensatory leave in lieu of overtime pay.

Compensatory leave shall be scheduled by employees'leave approving
officers so as to permit liquidation of earned leave credits within 90
calendar days of the date on which such credits were earned. Accord.-
ingly, timekeepers shall maintain records of compensatory leave credits
to the accounts of employees and shall indicate for each such credit the
expiration date of the limitation period. ff an employee fails to take
compensatory leave in the amount of a particular leave credit prior to
the expiration date of the limitation period, the timekeeper shall request
that payment for the leave be made to the employee. The request shall
be made by reporting the total number of hours for which payment is
to be made on the employee's Time and, Attend,ance Report for the
reporting period immediately following that in which the use limitation
period. expired.

Overtime Authorizqtion ond Approvol Procedure

When it is determined that it is necessary for an employee or group
of employees to perform overtime work, the officer or employee responsi-
ble for the work shall secure authority which may be oral or written for
its performance on an overtime basis from an officer rvho has been
delegated authority to order or approve overtime work by the particular
5/23/62 Poge 5
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staff unit or personnel concernecl. Each such request should be for a
Iimited period covering, at the most, a single pay period, and should
irrdicate the nature of the deadline project or rvorkload problem in-
volvecl, the grades of the ernployees who will perform the work, and
the estirnated overtimc u'hich will be required.

There shall be maintained on a daily basis a detailed memorandum
record of the overtime worked by each authorized employee. tr'ollowing
the cornpletion of all overtirne work required in the pay period. Form
lT-200.2, Approual of O'uertirne Work, shall be prepared for the ap-
proval signature of the offfcer who authorized the work, in accordance
rvith the detailed instructions hereinafter providecl.

The authorizing officer shall review the Form H-200.2, Approual of
Ouertime Worlt, to assure its confonnance with his authorization and,
if he finds it in order, shall enter his approval signature in the space
provided and return the approved form to the timekeeper for the staff
unit wlrich performed the overtime. The timekeeper shall transcribe
the approved hours of overtime worked by each employee (exeept
overtirne 'lvorked by ernployees borror'ved from other reporting units)
on the Tint,c o,ntl Attendance Report for the pay period and indicate
u,hether tlre overtime, in each case, shall be paid for at overtime rates or
erediterl as compensatory time for rvhich leave vvill be granted. The
approved Form II-200.2 shall be forwarded to the Division of Finance
anil Accounts with lhe Ttnta and Attendance Report.

If overtime work has been authorized for performance on the last
Friday of the pay period or on the following Saturday, the Time and,
Attcndance Report and supporting Form TI-200.2 shall not be for-
l'arded to the Divisiorr of Finance and Accounts until completion of
the work in order tJrat firur entries of the o'r,ertirne work may be made
on both recorcls.

Reports of Overtime Performed by Borrowed Employees

If an employee is borrowed from one time and attendance reporting
unit to perform overtime work for another reporting unit, his overtime
shall be recorded and approved on the Form H-200.2, Approual of
Ouerlinte Work, prepared by the borrowing unit. An additional copy
of the Form H-200.2 shall be prepared. by the borrowing unit and
transmitted to the timekeeper for the lending unit, in order that the
overtirne work perforrned by the bomowed. employee may be correctly
transcribed on the Time and, Attend,a,nce Report on which his regular
attendance and leave are recorded.

Prepdrotion of Form H-2OO.2, Approvol of Overlime Work

A Form H-200.2, Approual of Ouertime Worlt, shall be prepared from
the memorandum record of overtime worked pursuant to each authoriza-
tion, in accordance with the attached Exhibit A and the following
instructions which are numbered to correspond with the numbered.
entries on the exhibit:

(7) Reporting Unit: Enter the rame of the constituent unit or divi-
sion, lvhen appropriate, and. the name of the branch, staff, or
other reporting group exactly as it is shorvn on the Time and
Attenclance Report.
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(2) Pay Period.l[o...Enter the beginninEi and ending dates of the
pay period during which the overtime $,as performed.

(3) Name of Employee .. List, in alphabetieal sequence rvith tlre last
name first, the name of each employee of the unit rvho per-
formed overtime work.

(4) Borrowed, Em,ployees: If employees were borrowed from other
units to perform overtime work, list their names separately,
in alphabetical sequence with the last name first, under the
caption "Borrowed Employees."

(5) Lencli,ng Unit: Opposite the narne of each borrowed ernployt'c,
enter the namc of the unit from which he was borrowed, in
order that the overtime work approved on this form may be
readily compared by the Division of Finance and Accounts
rvith that reported on the Time and Attendance Report of the
Iending unit.

(6) Hours of Ouertime Worked,: Enter in the appropriate daiiy
blocks opposite each employee's name the exact number of
hours of overtime (including fractions of one-half hour) wlrich
he r,vorked each day.

(7) Total: Enter the total number of hours of overtime rvorked
by each employee during the pay period.

(8) Total: Enter the total number of hours of overtime worked by
all employees each day of the pay period.

(9) Cross-total: Enter the total number of hours of overtintc
worked by all employees during the pay period (the total of
column (7) which should agree with the total of entries on
line (8) ).

(70) Justilication for Ouutinr,c.. Enter a brief statement indicatiug
the nature of the deadline project or l,orhload problem rvhich
occasionecl the overtime.

(77) Name and, Title: Secure tlie approval signature and title of the
authorizing officer.

HOTIDAY WORK

Any employee who is cxcused from duty bccause of a holiday 1 or a
day observed in lieu thereof which falls within his basic 40-hour l,orir-
rveek shall be entitled to his basic compensation for that day.

Any employee who is assigned to duty on a holiday or on a clay
observed in lieu thercfore which falls rvithin his basic 40-hourn ork-
rveek shall be compensated at his rate of basic compensation plus
premium compensation for not more than 8 hours of such rvork at a
rate equal to his rate of basic compensation.

The premium pay to which an employee is entitled for authorizerl
work on a holiday shall not be considered in determining the amount
of any overtime pay to r,vhich the employee may be entitled for author-
ized work in excess of 8 hours on the holiday.

Any period of authorized duty performed by an employee on a

1 See Section 2-7-1, Normtl Tours of Duty
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holitlay or on a day observetl in Iieu thereof shall be considered to be
at least two hours in duration for purposes of compensation and shall
be reported accordingly.

Authorized work on holidays which do not fall within an employee's
basic 40-hour work week shall be treated as authorized overtime for
compensation purposes and shall be reported. as overtime work rather
than as holiday work.

Holiday work shall be authorized in accordance with the proced.ure
for authorizing overtime and shall be approved. on Form IJ-200.2,
Approual, of Ouertime Work, together with overtime work, if any, for
the pay period in which it was performed. However, whenever suclt
holiday worh falls within an employee's basic 40-hour rvorkweek, en-
titling him to compensation at the holiday rate, a notation shall be made
on Form H-200.2 to indicate that the day on which the rvork lvas per-
formed was a holiday and the holiday shall be identified. (See Exhibit
A, shorving rvork performed by Frank B. Newton on a holiday which
fell within his basic 40-hour workweek.)

Holiday work shall be reported on the appropriate Time and At-
tenilance Report in accordance with the procedure prescribed for re-
porting overtime work.

REGUTARTY SCHEDUTED NIGHT WORK

Premium compensation at a rate of 10 percent in exeess of his basic
compensation shall be paid to an employee for work between 6:00 p.m.
and-6:00 a.m. if his regular daily tour of duty or any part thereof
falls betrveen such hours and has been recorded on his Standard Form
50, Notification or Personnel Action, or other document approved by
the Director of Personnel.l The 10 percent night pay differential is
not payablc for any period of night rvork which falls outside an em-
ployee's prescribed regular daily tour of duty.

Payment of a night pay differential may not be made for periotls
rvhen an employee is on leave except in the ease of paid (annual, sicli,
or compensatory) leave u,hich totals less than 8 hours during a singlc
pay period.2

If an employee who is entitled to a night pay differential is excusetl
from duty on a holiday, he shall be paid the night pay differential for
the holiday, in addition to his basic compensation for that day, even
though thc holiday occurs rvithin a periotl rvhen he is on leave rvith pay.3

If an employee rvho is entitled to a night pay differential is author-
izecl to perform overtime or to rvork on a holitlay falling rvithin his
basic 40-hourn'orkrveek, he shall be paicl the night pay differential for
his regular hours of night rvork, plus overtime or holiday compensa-
tion at the authorizecl rates for such rvork computed on his basic per
annum salary rate.

The hours of night work forwhich an employee is entitled to a night
pay differential shall be recorded and identified on the Time and, At-
lend,ance Report on which his attendance and leave are reported, in
accordance u,ith the detailed instructions contained. in Section 2-7-7.
-lG-s".*o 

z-2"1, Normal rours oI Duty.
2 See 36 Conrp. Gen. ?34.
8 See 36 Comp. Gen. 733.
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Section 3

TEAVE-GENERAI PROVISIONS

COVERAGE

All employees of the Offiee of the Administrator are governed by
these regulations, except :

(1) Part-time and intermittent employees for whom a regular tour
of duty on at least one day of each administrative workweek has
not been established in advance.

(2) Persons engaged under contract on other than a personal service
basis.

(3) Employees paid on a fee basis.

(4) Employees serving without compensation.

(5) The Administrator and such other employees specifieally ex-
cepted from the Act by order of the President.

LEAVE ADITAINISTRAIION

The Administrator is responsible for leave administration in the
Agency.

Division directors are responsible for leave administration within
their respective jurisdictions. Division directors antl the employees
to whom they assign responsibility for granting and denying leave
camy the heaviest responsibility for the honest and equitable adminis-
tration of the leave regulations and policies. Only they can make the
d.ecisions that reconcile the needs and. desires of employees with the
requirements of the work situation. fn order to achieve goocl leave
administration, Ieave approving officers must accept personal responsi-
bility for: (1) familiarity and compliance with these proceclures and
policies; (2) making sure that employees understand the provisions that
apply to them; (3) fair and honest enforcement of the leave system;
and (4) judicious use of the discretionary authority that is theirs
in leave administration.

Each employee has a personal responsibility for complying with the
provisions of the leave regulations in such ways as arranging with his
supervisor to take annual leave at such times as will fit in with the
needs of the office and of other employees; taking sick leave only in the
circumstanees provided for in the leave system; and reporting and
signing for leave as provided in this Chapter.
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TECHNICAT RESPONSIBITITIES

Technical responsibilities for the leave system are assigned. as follows:
(1) The Personnel Diuision is responsible for the development and

interpretation of leave poliey.

(2; The tr'inance and, Accoun,ts Diuision is responsible for the mainte-
nance of leave records and for interpreting regulations concern-
ing the maintenance of these records.

(3) Each d,iaision d,irector is responsible for (a) administering these
regulations with respect to the employees under his jurisdiction;
(b) designating employees in his organization who may grant
or deny leave; (c) subject to the approval of the Director of
Personnel, issuing instructions prescribing the conditions under
which employees may be granted leave and (d) providing for
the maintenance of biweekly time and attendance reports for
each employee under his jurisdiction.

DEFINIIIONS

'Ihis paragraph provid.es a glossary of terms commonly used. in leave
administration.
Absence'w'ithout leaae (AWL)-Ary absence from duty without per-

mission.

Accruecl leaue-Tlnt part of the leave for the current leave year which
an employee has earned to date and has not used.

Accumulated, unnuql l,eaue-The unused annual leave remaining to the
credit of an employee at the end of the leave year.

Adm,,inistratiae toorktoeelt-Any seven consecutive calendar days.

Ad,aance lea,ue-Leave granted before it is earned.

Break in seraice-Separation from the rolls of one or more workdays.

Compensatorg time off-Time off without charge to Ieave of any kind
for approved overtime performed.

Contag,ious d,isease-A disease ruled as subject to quarantine or requir-
ing isolation of the patient as defi.ned by health authorities having
jurisdiction.

Court leaue-Leave for attending court as a witness on behalf of the
United States or the Government of the District of Columbia, or
for the jury duty in any State court or court of the United States.

E m,plog ee-Civilian offrcer or employee.

Eacused, absence-Absence aalministratively authorized or approved
which does not result in a charge to leave of any kind, or in loss of
basic salary.

ErteniLad leaae-Continuous leave of absence in excess of 22 workdays.

Poge 2 7/15/54
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Furlough-Temporary nonpay status and. absence from duty required
by the appointing authority beeause of lack of work or funds.
(See also "Military furlough".)

Eome leatse-A" period of leave with pay (apart from annual or sick
leave), authorized by law for use in the U. S., in the Commonwealth
of Puerto Rico, or in the possessions of the U. S., after being earned
and accrued by an employee on the basis of a period of service with
the OA or constituent unit at a post of duty outside the U. S., or
outsicle the employee's place of residence if his place of residence
is in the Commonwealth of Puerto Rico or a possession of the U. S.
Home leave may be granted to eligible employees under the
provisions of the Federal Personnel Manual, Chapter 630 (Sub-
ehapter 6).

Int ermitt ent employ ees-4mployees who render irregular or occasional
services. ("'When actually employetl" employees are an example
of intermittent employees.)

Leaue of absence-A period of time granted to an employee to be absent
from his duties.

Leaae gear-The period beginning with the first complete pay period
of the calendar year to the beginning of the first eomplete pay
period in the following calendar year.

Leaae without pay (LWOP)-Nonpay status and absenee from d.uty
granted upon an employee's request, or absenee without pay sub-
stituted for annual or sick leave requestecl by an employee when
he does not have suf,ficient leave to his credit.

Med,ical certif,cate-Written statement signed by a registered practic-
ing physician, or other practitioner, certifying to the period of tlis-
ability of the patient while he was undergoing professional treat-
ment.

Militarg furlough-Temporary ronpay status and absence from duty
granted by the appointing authority upon employee's entering U.S.
military service or other similar organization designated by law
or regulation.

Mil,itary leaue-The period of leave with pay from official duty author-
ized for civilian employees rvho are members of the National Guard,
Offrcers' Reserve Corps, Enlisted Reserve Corps, Coast Guard Re-
serve, or Naval and Marine Corps Reserve, on clays on which they
are engaged in annual training duty.

Nonpay status-Iteave without pay, suspension, and furlough without
pay.

OueriLrawn l,eaue-The amount of leave aclvanced beyond. that which
has accrued and which is not later earned by the employee.

Part-tim,e emplogees.-Bmployees who are appointed for service limitetl
to deffnite portions of each day, week, or month, aud who perform
service in accordance with such appointments.
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Pag period,-Biweekly, semi-monthly or other pay period.

Permanent ernploqee-Employees appointed to serve without a definite
time limitation.

Personal certificata-Certificate executed by an employee attesting that
his abseuce was due to illness which incapacitatetl him for duty.

Reporting unit-An organization unit under a supervisor who has been
authorized to approve leave and to certify time and leave reports
for employees under his supervision.

Suspens,ion-Temporary nonpay status and absence from duty required
by the appointing authority for disciplinary reasons, or other rea-
sons pending inquiry.

Tenr,porarg employee-fimployee whose appointment is designated as
temporary, or who is appointed to serve for a period with a definite
limitation, such as "not to exceed 1 year."

Tour of d,u,ty-The number and schedule of hours an employeee is ex-
pected. to be on duty during each pay period.

Unl,iquid,ated, ad,uance-That part of advanee leave which has not yet
been earned. or covered by a refund.

When, actu,ally entploycd (WAE) entytloyea-4. rvorker employed on
an irregular or occasional basis whose sehedule of hours or days
of work is not necessarily based on a prearranged sehedule and
who is compensated only for the time when actually employed.
(Such an employee may be paid on an annual, per diem, or per
hour basis.)
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Section 4

ANNUAT ]EAVE

AII employees of the Office of the Administrator, except those spe-
cifically excluded. in Section 2-7-3 of. this Chapter, are coveretl by the
single leave system established by the Annual and Sick I-,reave Act of
1951, as amended antl Civil Service Commission regtrlations basetl on
that Act.

ACCRUAT OF ANNUAT TEAYE

leavr Cotrgoricr

Employees are placed in one of four leave categories depending on
(a) whether or not they have completed 90 days of current continuous
service under one or more appointments without a break in service of
one workd.ay or more, antl (b) their total creditable Federal Service.
Creditable service for leave purposes consists of:

(1) Any X'ederal service for which Civil Service retirement de-
ductions were made.

(2) Any Federal service for which the Civil Service Commission
will accept retirement deposits or redeposits.

(3) Al1tr'ederal military service on full pay and allowences.
The Personnel Branch will determine the amount of ereditable serv-

ice and the leave category for all employees under the system.

Sfordord Tcanlnology for lcovc Cotogoricr

Cernoonv 0 New employees or persons reemployed after a break in
service. Ximployees in this category will not receive
credit for leave earned until they have been employed
continuously for 90 days without a break in service.
At the end of the 90 day period, persons in this cate-
gory will be credited with the leave earned duriug the
initial 90 day period and placed in category 4, 6, or 8,
tlepentling on their prior f,'ederal service.

Cersoonv 4 Employees with less than 3 years service. Employeea
in this category will earn 4 hours of leave for eaeh full
bi-weekly pay period.

Cersoonv 6 Employees with more than three but less than 15 yeaps
of service. Employees h this category will earn 6 hours
of leave for each full biweekly pay period, ercept that
the accrual for the last full biweekly pay period in the
calendar year shall be 10 hours.

Clrrsoav 8 Employees with 15 or more years of service. Employ-
ees in this category will earn 8 hours of leave for each
full biweeHy pay period.

Psn-firnc atr-d lnt mrltr.nt EmPloy..t

Part-timeremployees earn annual leave if they are schetluled iltu ail"
aonae ta perfoim duty on at least one tlay of each administrative work-
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week. Their hours of duty are accumulated until they total the amount
neeessary for one hour of annual leave credit.'

Part-time employees earn one hour
Category annu&l leave for each:

4 20 hours in pay status
6 13 hours in pay status
8 10 hours in pay status

Intermitteirt employees earn leave as part-time employees if scheduled
in advance to perform duty in at least one day of each administrative
workweek. Part-time aud intermittent employees do not earn leave
for any hours in pay status in exeess of the base pay hours in an ad-
ministrative workrveek. They may not earn more leave in a }eave year
than would a full. tirne employee in the same leave category.

Chonger in lcove Cstegori.g

Employees will be notified of changes in leave category by means of
a Pay Roll Change Slip, Standard Form 1126.

Any change frorn leave category 4 to 6 or 6 to 8 takes efrect as of the
beginning of the ffrst pay period following that in which the employee
completes the preseribed period of service. Change from leave category
"0" takes place the first workday after completion of the required 90
day period.

lccvc Accruol in Non-Poy Status

Annual leave acerues to an employee only when in pay status. When-
ever a full-time employee's absence in nonpay status totals, during
a leave 'year, the equivalent of the base pay hours in one biweekly
pay period, his credits for annual leave are redueed by the amount
he earns in one biweekly pay period. No leave shall accrue to an
e.mployee who is in a nonpay status for an entire leave year.

leove'Accrusl for Froctionol Pay Pcriods

Annual leave is not earned during fractional pay periods oceurring
at the beginning or end of a period of service. However, when an em-
ployee transfers between positions with difrerent pay periods, he will
acerue leave on a prorata basis for any partial pay period immediately
before or after the transfer

ACCUMUUITON OF TEAVE

Ernployecs Stqtionod in thG Continrntol United Stotes

Employees stationed in the continental Unitetl States may carry orler
from one leaae gear to the next a maximum of 30 days of annual-leave.
Ilowever, those employees who were entitled on,January 3, 1954 to carry
over more than 30 days annual leave eontinue to keep their maximum
leave accumulation until they use annual leave in excess of the amount
earned during the current leave year. Whenever this happens, the
balanee at the end of the ledve year becomes the maximum accnmula-
tion- 'When the balanee at the end of the leave year drops below 30
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days, the maximum allowable accumulation for future years beeomes
30 days.

Emptoyccc Stotioncd Outdde thc Conrincnto! Unitcd Stotcr
Employees stationed outside the continental Unitetl States and uot

subject to the rules of the Foreign Service of the tlnited States may
carry over as many as 45 days of annual leave from one leave year to
the next. The 45 day maximurn is applieable only if they were: (a)
directly recruited. or transferred from the unitetl states by the Federal
Glovernment; or (b) they were reeruited locally but were originally
recruited from the United States and have substantially continuous
employment by other Federal ageneies, United States firms, interests,
or organizations, international organizations in which the Unitetl States
partieipates, or foreign governments, and their conditions of employ-
ment provided for their return transportation to the ITnitetl States;

_or (c) they were recruited locally but were at the time of employment- only temporarily absent from the United States for purposes bf travel
or formal stud.y, and maintained residence in the United States during
sueh temporary absence; or (tl) they are not normally residents of
the area concerned but were discharged from the military service of the
Ilnited States to aecept employment with an ageney of the Federal
Government

'When employees who have aeeumulated more than 30 tlays of annual
leave under this provision return to the United States, the excess over
30 days remains to their credit until usetl in the m&nner described
for employees stationed in the continental United States who are
permitted to retain an aecumulation of more than 30 tlays.

AVAIIABIIIIY AND ADVANCES OF ANNUAL I.EAVE

Annual leave accruing during the ff,rst 90 days of employment in the
Federal service, or following reemployment after a break in service of
one workday or more, is not available for use until completion of the
90 tlays. Leave earned. during the initial period may not be substituted
for L'WOP taken during that period. Ilowever, annual leave which
is reeredited. to an employee upon reemployment after a break in serv-
ice may be used. during the initial 90 day period or subsequently.

After the eompletion of 90 tlays of continuous employment in one or
more appointments, without a break in service of one workday or more,
a permanent or indefinite employee, regardless of his length of Federal
service, may be granted all annual leave that has acerued and ailvanced.
annual leave that will acerue to his credit up to the end of the leave year.
A temporary employee who has completed 90 tlays current eontinuous
employment may be granted annual leave that has accrued and ailvance
annual leave that will accrue to his credit up to the tlate set for the
expiration of his temporary appointment or the end of the leave year,
whiehever is earlier.

Annual leave will not be advanced in the following cases:
(a) If there is a likelihood that the employee will retire or be sepa-

rated. from the service bdore the date when he will have
earned the leave.

(b) If the absence is due to pregnancy or confinement.

Villr ?ogc I

I



,.r4

ORANTINO OF ANNUAT IEAVE

Annuil:lcavi
I

Authoriry lo Approvc Lcovc

The head of each division shall designate by positions or categories
of positions the persons authorized to approve annual leave. Usually
the supervisor of each time aud attendance reporting unit will be so
designated and will be responsible for approving all leave for that unit
exeept his own leave.

Administrotivc Dircrotion

Employees with aunual leave to their credit shall be granted such
leave at their request at such time and in such amounts as will best
reconcile the respective needs of the employee and the OA. Approving
officers shall by March 31 of each year, in consultation with the em-
ployees involved, establish a schedule which will assure each employee
an adequate yaeation and which will provide employees an opportunity
to use annual leave which might otherwise be lost under the regula-
tions on maximnm accumulation. In exercising their discretion und.er
these regulations, approving officers shall give full consideration to the
needs of their employees. I-leave that has been granted may be revoked
by approving offieers and employees recalled to duty if the work needs
of the agency make such action necessary.

Approving offieers are required to grant annual leave to employees
who have sufficient annual leave to their credit when:

(1) An employee who is not entitled to eourt leave is required to
be absent because of jury duty.

(2) An employee is to be placed on furlough in lieu of separation
by reduction-in-force. Upon the request of such an employee,
he should be granted, immediately prior to furlough, any an-
nual leave to whieh he is entitletl. An exception to this rule
is sometimes neeessary, in which case the offfcial notices of
reduetion-in-force will state the eond.itions under which the
leave may be grantetl.

(3) An employee under reduction in force separation notice re-
quests permission to use his eurrent years leave aecrual before
separation. (If an extension of the notice period is necessary
SF-52, " Request for Personnel Action, " should be submitted. )

Vacolion Leovc

Supervisors should encourage employees to take atlequate vaeations
Sufficient continuous leave should be granted. for vacation purposes to
provide rest and recreation, and therefore to be of benefit both to the
employee and the agency. The period of continuous leave granted
must be determined in the light of work requirements, but whenever
possible it should be not less than two weeks.

After permissible leave is taken or reserved for vacations, employees
shoultl be pemitted to use any additional annual leave to which they
are entitled for shorter periods of absence for personal matters.
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hrYolulfory borr '..

rn, certain ernergency situations employees may be required to take
Ennual leave. sueh action rnay be takeu only after carelul considera-
tion of all factors relevaut to the situation. ]lramples of energency
situations when involuntery annual leave may be required are:

(1) Reduction-in-force.
(2) Anticipated reduction-in-force under circumstanees such that

if the reduction is made there will be insufficient funds for
lump-sum payments u:nless annual leave balanees are redueed.

(3) During the period of advanee notice of suspension or separa-
tion, if the employee does not apply for annual leave or leave
without pay.

(4) Pentling disability retirement of an employee whieh the OA
has requested and the employee opposed. If the employee, has siek leave to his credit, and applies for it, he should not
be put on involuntary annual leave until he has used all of
his sick leave.

The authority to require an employee to take annual leave is dele-
gated to division directors, and to such other offieers as the division
directors may designate.

A supervisor may, however, place an employee untler his direetion
on involuntary annual leave for not to exeeed one work day if the em-
ployee reports fqr duty in a condition unfft for work, excluding sick-
ness, or when his eond.uct eonstitutes a hazard to his fellow-workers or
is harmful to the'interests of the service.

lcoy. Enrout Berw.en Officiql Stotiont

The appropriate approving officer at the releasing station is author-
ized to approve annual leave to be taken by an employee enroute to I
new permanent duty station provided the leave (1) is applietl for in ad-
vance aud (2) tloes not extend beyond the employee's scheduled report-
ing date at the new station. Prior clearance must be obtained from the
appropriate approving officer at the new station for leave extending
beyond the scheduled reportiug ilate.

An employee who wishes to request annual leave, or to extend.
approved annual leave, while enroute antl after leaving his oltl station
must apply to the appropriate leave approving officer at the new station.

llilitory RcrcrvLlr

Employees who are members of armed serviceg reserve componente
may be called up for short tours of aative duty for which military
leave cannot be granted. A reservist may, for instance, be called to
active duty for a two or three clay period for the purpose of a physical
examination prior to reeall to an extend.ed period of active military
tluff. If the employee has available annual leave, it will be granted
for such purposes. The employee may, in such cases, receive both
his military pay and allowances and his civilian salary without violat-
ing the d.ual-compensation statutes.
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lcovc Bcforo Soporrti'on

Exeept to allow an employee to use his current year's leave aeerual
whieh would otherwise be lost, it is not OA policy to grant annual leave
to an employee whenever there is reason to believe that the employee
may separate before returning to active duty. Leave requested solely
in order to avoid a lump sum payment before separation should be
refused.
APPIICAIION FOR AHNUAT IEAVE

Employees should. request leave from their immediate supervisors.
Requests may be oral except as indicatetl below. Generally, on approval
of an oral request, the employee shall sigu the Time and Attentlance
Report in advance of the period of leave. Exceptions to this may be
made in times of emergency, or when the leave grant is for a specific
purpose and the exact number of hours eharge is not knorvn iu advance.

Uo ol Application lor Leovc, Standord Form 7l
An Application for Leaue, Standard Form 71, is required for the

following types of non-routine leave:
(1) Advances of annual leave in excess of threo days.
(2) Leave for which the employee is unable to sign the Time and

Attendance Report prior to it being forwarded from the report-
iug unit.

(3) Leave for whieh final approval rests with an approving author-
ity other than the supervisor of the time and attendanee re-
porting unit.

(4) Leave in cases where the employee is not located suffciently uear
the supervisor to apply in person, or wheu the employee is in
travel status.

Unrcheduled Ab:snce

Employees who must be absent because of emergeneies should apply
for leave within the first hour of the working day.

Applications for emergency leave or extensions of leave and any
inquiries coneerning such applications may be made, at the expense of
the employee, by telephone, telegraph, or other means of communica-
tions.

An employee absent without permission will be carried on the Time
and Attendance Report in nonpay status (AWIr). This may later be
converted to annual or siek leave, depentling on the circumstances, if
the employee has leave to his credit and has couvincing reasons for his
failure to apply in advance for such leave. The eonversion may take
place after the end of the pay period.

CHARGE TO I.EAVE ACCOUNTS

l/linimurn Chorge

The minimum charge for annual leave is one hour. Charges for
absenee in excess of one hour are made in multiples of one hour. Un-
avoidable absence from duty of less than one hour may be excused. un-
der certain conditions. Supervisors may excuse short periods of tard-
iness. They may, for in.stance, have the employee make up the lost time
at a later d.ate.
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Doyr Nor Ghorgcd-Hof, doyr
Annual leave is eharged only for absence upon days when an em-

ployee would otherwise work and is not charged for regular holidays or
non-working days establishetl by Federal statute or by Executive or
administrative order. Wlen a holiday occurs on Sunday, the following
Monday is observed as a holiday. Exeeptions to this rule are made
if the regularly' scheduled basic work week inclutles Sunday.

Subrtitution of Si.l for Annuot Lcovc

When sickness occurring within a period of annual leave lasts at least
three eonsecutive work days and is supported by a medical,certifieate
or other evidence administratively acceptable to the leave-approving
officer, siek leave may be granted to cover the period of illness, and
charges to annual leave reduced accordingly.

DISPOSIIION OF ANNUAT TEAVE ACCOUNT

When an employee transfers to or is reemployed. in another position
covered by the Annual antl Sick Leave Act of 1951 without a break
in service, his leave aceount is certified to the new agency, for credit
or eharge. For all other separations, except in the ease of death or when
an employee is reporting for active military service, a lump strm pay-
ment is made for leave remaining to his credit, exelusive of any leave
accrual in the current year which will give the employee a total of more
than 30 days.

An employee who has been regularly scheduled to perform duty dur-
ing each administrative work week and is transferred, or separated and
reappointed, to a position in which he is no longer regularly scheduled
to perform duty in each administrative workweek will be paid a lump-
sum for annual leave to his credit at the time of separation or transfer.

Recrediring of Lecvc after lump Sum Poyment

If an employee who has received a lump sum paJrment in settlement
of his leave account returns to duty (regardless of the length of the
new appointment) prior to the date that his unused leave would have
expired, he must refund the amount of the lump sum payment that
would cover the unexpired. portion of his leave together with necessary
tax deductions. All such leave wiII be recredited to the employee and
will be immediately available for his use regardless of his leave category.

Employce's Leove ond Acrive Military Servicc

Any employee who is furloughed or separated to enter active service
with the armed forces may elect to receive a lump-sum payment for all
annual leave to his credit or to have it heltl to his cretlit until he returns
from duty in the arrred services.

The leave account of an employee who leaves, or has left, a positiou
und.er the Annual and Sick I:eave Act of 1951 to enter military
service, and is reemployed in a position under that Act, will be certiffed
for credit or charge provided that the employee is reemployed without
a break in service or without a break of not more than 52 continuous
calendar weeks after separetion from military service or from hos-
pitalization eontinuing after discharge for not more than one year.
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For employees not entitled to statutory or regul,Btory restoration
rights, milifary ser-vice is considered a break in service for leave pur-
poses and. & new 90 day waiti4g periotl is required upon return to
Govemment employment.

D.orh

The beneficiary of 'a deceased. employee will reeeive paymenf for all
annual leave to the employee's credit, inclutling the current year's
annual leave accrual

hr0orollon oft* Approl

The leove account of an employee who is separated and then re-
storcd to a position; as the result of an appeal, is certified for credit or
charge as of the time of separation.

Scporotion of Enployccr lndcbrcd for A&oncc Annuol loovc

If an employee is separated while intlebted for advanced annual leave,
he must refund the amount due and unearned, or have such amount
d.educted from any salary due him. No refund is necessary if the
separation is caused by death, retirement for tlisability, or if the em-
ployee is unable to retum to duty beoause of a disabilrty and presents
a medical certificate so stating.
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Part 2. ?rrronml Admlni*rotion
Choprr 7. Ailadoncr .nd l.ov.

Sectlon 5

stcr 1EAVE

All employees of the Office of the Atlministrator except those spe-
cffically exeluded in Section 2-7-3 of. this Chapter, are covered. by ihe
singlo leave system established by the Annual and Sick Ireave Act of
1951 and Civil Service Commission regulations based upon that Act.

ACCnUAI OF SICK TEAVE

tr'ull-time employees earn and are eredited with 4 hours of sick leave
for eaeh full biweekly pay periotl (13 tlays a leave yeal).

Part-time and intermittent employees earn one hour of sick leave for
each 20 hours in pay status, provided that they are seheduled. in ail,uamca
to perforrn duty on at least one work tlay of each administrative work
week. This advance sehedule must provide for duty on specffic days of
the week and at speeific hours of the day.

Slck looyr Accruo! in Non-Pay Stotur

Sick leave accrues to an employee only when he is in pay status.
Whenever a full-time employee's absences in non-pay status totals the
base pay hours in one biweekly pay period, his credits for sick leave
are redueed by 4 hours. Any time in non-pay status less than the hours
of a full biweekly pay period is dropped at the end of the leave year.

Lrovo Accrtrsl For Froctionol Poy Pcriodr

Sick leave is not earned. during fractional pay periods occuring at
the beginning or end of a period of service. However, when an em-
ployee transfers between positions with different pay periods, he will
accrue leavo on a prorata basis for any partial pay periods immetliately
before or after the transfer.

ACCUmU]ATTON OF SICK ]EAVE

Unused sick leave may be aeeumulated. to an employee's credit with-
out limit.

orAmtitc oF stcK tEAvE

Division Directors shall tlesiguate by position or eategories of posi-
tions the penons authorized to approve leave. Usually the supervisor
of each time and attendance reporting unit will be so designated and
will be responsible for approving all leave for that unit except his
own leave.

Sick leave is granted under any of the following eireumstanees:

1. 'When the employee is unable to work because of sickrress or injury.
l2fia/52 Pogc t
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2. When the employee is unable to work beeause of pregnancy and
conffnement.

3. 'When the employee must be absent to be examined or treated by
a doctor, dentist or eye-specialist.

4. When an employee is needed to take care of a member of his im-
mediate family who has a contagious disease (see definitions on
page 2, 2-7-3).

5. When the employee has been exposed to a eontagious tlisease and
his presence would jeopardize the health of others.

Employrc Rcrponribiliry

It is the employee's responsibility to request sick leave only at such
times and under such circumstances as are outlined in this proeedure.
Ee is rcquired to promptly submit all forms, eertificates, or statements
neeessary in requesting or supporting grants of siek leave.

Suprwlrory lcrponribiliry

Supervison are rcsponsible for determining that each eharge to siek
leave is justifietl. If for any reason the employee's statement or medical
certificate is not satisfactory, the supervisor shall require the employee
to submit additional evidence. If aceeptable evid.enee is not forth-
coming, the absenee shall be charged to annual leave or leave without
pay.

tubrtitution of Sick For Annuol lcovc

When sickness occuring within a period of annual leave lasts more
than three consecutive work days and is supported by a medical eer-
tificate or other administratively acceptable evidence, sick leave may be
granted to cover the period of illness, anil charges to annual leave
reduced accordingly.

Sick Lcovc ln llotcrnity Cr.e3

Sick leave may be granted in maternity cases only for sueh periods
or period when the employee js unable to work. Annual leave or leave
without pay may be interrupted in ortler to grant siek leave for such
periods. The grant of leave without pay may not exeeed six months.

Tcrmlnol Sick Lrovc

Properly authorized siek leave may be granted immediately prior to
separation. The date on which the sick leave expires may be the date
of separation.

APPLICATTON AND APPROVAT FOR SICK I,EAVE

Employees shoultl request sick leave approval from their. immediate
supervisors. Requests for approval may be oral exeept as indieated
herein.

fiming of Rcqucrts

Except in unusual circumstances, arrangements for, and approval of,
appointments for medical, dental, and optieal treatment anil ex-
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smina,tisa must be sufficiently in advanee to allow for any necessary
adjustments of work sehedules. Employees who must be absent beeause
of sickness should see that their supervisors are notified within the first
hour of the working day or as soon thereafter as possible. X'ailure to
comply with this pmeedure may result in the absence being charged to
annual leave or to leave without pay.

Urc of Applicotioa For lcovc, Stondord Form 7l

An Application lor Leaue, Standard X'orm 71, is required for the
following types of siek leave:

1. Leave for which the employee is unable to sign the time and
attendanee report prior to it being forwarded frcm the reporting

unit.

2. Sick leave in exee$ of three days.

3. Requests for advance sick leave.

4. Leave for which final approval rests with an approving authorif
other than the supervisor of the time and attend.anee reporting
unit.

5. Lreave in eases where the employee is not located suffieiently near
tho supervisor to apply in pemon, or when the employee is in
travel status.

Ilcdicol Ceili0corcr

Sick leave in exeess of three work days must be supportetl by a
medieal certifieate (see definitions, page 3, 2:l-3) or other atlminis-
tratively acceptable evidenee. The instructions on the SF-71 require
that the reason for not submitting a medical certifieate must be indi-
eated therton. Sick leave of less than three work days may be granted
without a medical certificate. The supervisor may, however, require
a medical certifieate for any periotl of absbnee for which he tleter-
mines it administratively tlesirable.

Abrcnt Without lcovc
'When an employee is absent without permission and has not ac-

counted for himself by the end of the pay period, he will be carried in
non-pay status (AWL) and the Time and Attendanee Report will be
so noted. This may later be converted to sick or annual leave, depend-
ing on the cireumstanees, if the employee has leave to his eredit ancl has
eonvincing reasons for his failure to apply for sueh leave.

ADVANCE OF SICK IEAVE

Division Directors may grant advance sick leave of not more than
30 days when the request is supported by an aceeptable medieal eer-
tiffcate. No such advanee shall be made if :

1. The employee holds a limited appointment, or one expiring on a
specified date, in excess of the total sick leave that would acerue
during the remaining period of such appointment. tr'or this pur-
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pose an employee serving in a probational or trial periotl shall
not be construed as holding a limited appointment.

2. The employee requests the advance to take care of a member of
his immetliate family who has a contagious disease or when the
employee has been exposed to a eontagious disease.

3. The employee requests the advance because of pnegnacy or con-
finement.

4. It is.reasonably apparent that the employee will separate or retire
before he could aecrue the advanced sick leave.

SICK I.EAVE ACCOUNT

The minimum charge for sick leave is one hour. Charges for absence
in excess of one hour are made in multiples of one hour.

Doyr Not Chorgcd-Holidoyr

Sick leave is charge,il only for ahsence upon days when an employee
would otherwise work and. is not charged for regular holidays or non-
work days established by X'ederal statute or by Executive or adminis-
trativo order. When a holiday occurs ou Sunday, the following Mon-
tlay is observed as a holiday. Exceptions to this rule are matle if the
regularly scheduled basie work week includes Sunday.

Dirporillon Of Thr leove AGGounl

Upon reemployment of an employee eovered by this leave system on
or after January 6,7952, without a break in service, or a break of not
more than 52 eontinuous ealend.ar weeks, the employee's sick leave
aecount shall be certified to the employing agency for credit or eharge
to his aecount.

The sick leave account of an employee who leaves, or has left, a
position under the Annual and Sick Ireave Aet of 1951 to enter the
military service and is reemployed in a position under the Act will be
certified for credit or charge provided that the reemployment is with-
out a break in serviie or a break of not more than 52 continuous ealen-
dar weeks after separation from the military serviee or from hospitali-
zation continuing after discharge for not more than one year.

The leave account of an employee who is separated and then restored
to a position, as the result of an appeal, is certified for eredit or charge
as of the time of separation.

Seporcting Employccr lndebrrd For Advoncc tick lcovc

If an employee is separated while inclebted for aclvanee siek leave,
he must refund the amount due and unearned, or have sueh amount
deducted from any salary due him. No refund is necessary if the sepa-
ration is caused. by death, retirement for tlisability, or if the employee
is unable to return to duty beeause of tlisability antl presents a medieal
eertifieate so stating.
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Section 6

TEAVE WITHOUT PAY

Leave without pay is a temporary nonpay status and absence from
duty granted upon an employee's request. The use of leave without
pay is a privilege and may be allowed or denied in accordance with
the policies and standards prescribed herein except in the case of
disabled veterans who are entitled to leave without pay if necessary
for medical treatment under Executive Order 5396. All employees
are eligible for leave without pay except those specifically excludetl
from leave privileges by the provisions of Section 2-7-3.

A request for the use of leave without pay shall be allowed only after
an administrative decision that a grant of such leave will be in the
interests of management. In granting leave without pay, consideration
shall be given to the general effectiveness of the employee and his past
record in using his annual and sick leave. Except as provided below,
leave without pay may be granted to an employee even though he has
annual and sick Ieave to his eredit.

Initial grants of leave without pay shall not exceed 12 months. Al-
though such grants may be renewed for any like, or shorter periotl,
requests for renewals shall be scrutinized. even more carefully than the
original grant for adherence to the criteria outlined below.

AUTHORIZED GRANIS OF IEAVE WITHOUI PAY

Leave without pay may be granted, all other factors being favorable:
(1) To cover an absence without pay substituted for annual or sick

leave when the employee has no leave to his credit.
(2) To protect the status of an employee: (a) who is unable to per-

form his duties and who is pending disability retirement from
the time his sick and annual leave are exhausted until the date
of the Civil Serviee Commisson's action approving or disap-
proving his application, and (b) between the date of the Civil
Service Commission's approval of an employee's application for
tlisability retirement and the end of the month in which such
approval is granted, provided that the employee was not alreacly
in a leave without pay status during the preceeding month fol-
lowing the exhaustion of his sick and annual leave.

(3) For the period the employee is paid disability compensation by
the Bureau of Employees' Compensation because of injuries re-
ceived on the job or because of an occupational disease. Leave
without pay may also be granted to an employee pending fi:ral
action by the Bureau of Employees' Compensation resulting from
employment-connected injury or disease.

(4) For the purpose of recovery from illness or disability not of a
permanent or disqualifying nature, when continued employment
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or immediate return to employment would threaten the impair-
ment of the employee's or others' health.

(5) tr'or edueational or training purposes, r,vhen the course of study,
research, or other activities is in line with a type of work per-
formecl by the Ageney and completion of which would contdbute
to its best interests.

(6) In the event of serious personal emergeneies.

Ordinarily, leave without pay should not be granted in maternity
eases until all sick and annual leave have been exhausted; however, in
the event the gmployee has sick leave to her credit but does not submit
a medical certification of incapaeity for duty for any part of the
period of absenee for which sick leave is requested, such part of the
leave period should be charged to annual leave or, if her annual leave
is exhausted, to leave without pay.

SHORI PERIODS OF I.EAVE WIIHOUI PAY

I.,eave without pay for less than 23 workdays in a leave year is a
matter for the administrative discretion of the leave approving officer
authorized to approve grants of annual and sick leave for the employee.
Leave without pay requested as a substitute for annual or sick leave
should be reviewed in terms of the approval criteria given in this
Seetion and those in the Sections on Annual Leave (2-7-4) or Sick
Lteave (2-7-5). freave rvithout pay substituted for sick leave should be
supported by the same documentation required to substantiate the siek
leave. Reasons for granting leave without pay should be noted on the
appropriate time and attendance report in the space provided for
remarks.

EXTENDED I.EAVE WITHOUI PAY

Extended leave without pay (leave r,vithout pay in excess of 22 work-
clays in a leave year) shall be granted only when the services of the
employee can be spared without undue detriment to the rvork of the
Agency and when it appears that there is a strong likelihood of his
return to work at the end of the leave period. This consideration is
neeessary since carrying an employee in a leave without pay status
results in eertain costs or inconveniences to the Governmeut, such as-

(1) I-ioss of service whieh may be needed in the Agency.
(2) Necessit[ to emplo;, or train a replacement on a temporary basis.
(3) Obligation to provide active employment at the end of the

approved leave period.
(4) Complication of retention preference registers in the event of

a reduction-in-force.
(5) Encumbrance of a position.
(6) Credit of six months of each year torvard retirement.

Therefore, eaeh request for extended leave without pay shall be
examined carefully to assure that the value of the Agency and the needs
of the employee are suffieient to offset these eosts and administrative
lnconvenlences.
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Procedurc

Requests for extended leave without pay shall be made in writing by
the employee, explaining fully the reasons for the request. The original
and one copy of the request, which shall be add.ressed to the Director
of Personnel, shall be submitted to the employee's leave approving
officer. In the case of illness, the request must be accompanied by a
medical certificate or statement from the attending physician. Except
in the case of illness or emergeney, the request should be made at least
two weeks in advance of the beginning of the Ieave period.

Upon d.etermination by the leave approving officer that the employee's
request should be honored, a Standard Form 52, Request for Personnel
Action, shall be prepared and submitted through the normal approving
authorities to the Personnel Branch. The Standard Form 52 shall include
a justification showing how the request meets the standards and a state-
ment as to whether temporary help will be needed during the absence.
The original of the employee's memorandum request and any medical
certificates should be attached to the original copy of the Standard
Form 52; a copy of each of the Standard Form 52 and the employee's
memorandum should be filetl by the leave approving officer.

Notice of approval of the request shall be made by Standard. Form
50, Notif,cation of Personnel Action. Notice of disapproval shall be
furnished the employee by memorandum from the Personnel Branch,
stating the reasons for sueh action. A copy of the memorandum shall
be furnished the employee's leave approving officer.

Claoronre

An employee, upon being granted leave without pay for a period of
3 months or more, shall return all advaneed funds and Government
property for which he is accountable to the responsible organizations.
Form H-58, Clearance for Fino,l Salary Paymetfi, shall be initiated and
processed in such cases, in accordance with the procedures prescribed in
Section 2-4-3.

EFFECT ON ANNUAI. AND SICK TEAVE ACCRUAIS

For each 80 hours of absence without pay, a reduction of the em-
ployee's annual and sick leave cretlits shall be made in the same amount
as his leave earnings for an equivalent period of time.

EFFECI ON SIEP INCREASES AND CREDIIABIE SERVICE

Leave without pay in excess of two workweeks within the period re-
quired for one periodic step increase extends the waiting period for such
step increase for an equivalent period. Leave without pay in excess of
6 workweeks within the period required for a longevity step increase
extends the waiting period for that type of increase for an equivalent
period of time.

Not more than 6 months of leave without pay in the aggregate in any
calendar year may be eounted as creditable service for retirement pur-
poses.
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EPFECT ON PROBATTONARY PERIODS

'Whenever leave without pay in excess of 22 workdays within the one
year probationary period is granted to a probationary employee, his
probationary period will be extended by the number of days of leave
without pay exceeding 22 workdays.

EFFECT ON OVERIIME PAY

For any period of Ieave without pay within a basic 40-hour workweek,
an equal period of service performed outside the basic workweek, but
during the same administrative workweek, must be substituted and paid
for at the rate applicable to the employee's basic workweek, before any
remaining periods of service can be paid for at the overtime rate.
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Section 7

TIITAE AND ATTENDANCE REPORTING

Proeedures for the maintenanee, eertification, and submission to the
Division of Finance and Accounts of time and attendance and leave
records of employees of the Central Office are contained. in the Time-
keeper's Handbook.

These procedures pertairr to the mechauics of timekeeping; questions
in this connection should be referred to the Division of Finance and
Aecounts. Questions concerning the policies and regulations on leave
administration and the authorization and approval of overtime and
other premium pa)' rrorli slrould be referred to the Division of Personnel.
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Section 9

VOTING TEAVE

POltcY

fn accordance with the letter tlated April 14, 1958, from the Special
Assistant to the President for Personnel l\Ianagement, the following
policy is hereby established for granting leave for yoting and registra-
tion purposes.

Insofar as practicable, without interfering seriously with operations,
employees who desire to vote or register in any election or in referen-
dums on a civic matter in their community shall be excused for a
reasonable time for that purpose as follows:

(1) As a general rule, where the polls are not open at least three
hours either before or after an employee's regular hours of work
he may be granted an amount of excused leave which will permit
him to report for work three hours after the polls open or leave
work three hours before the polls close, whichever requires the
lesser amount of time off.

(2) Under exceptional circumstances where the general rule does
not permit suffieient time, an employee may be excused for such
additional time as may be needed to enable him to vote, depend-
ing upon the particular circurnstances in his individual ease,
but not to exceed a full day.

(3) If an employee's voting place is beyond normal commuting
distanee and vote by absentee ballot is not permitted, the em-
ployee may be granted sufficient time off in order to be able
to make the trip to the voting place to cast his ballot. Where
more than one day is required to make the trip to the voting
place, offices shall observe a liberal policy in granting the neces-
sary leave for this purpose. Time off in excess of one day shall
be charged to annual leave or if annual leave is exhausted, then
to leave without pay.

(4) For employees who vote in jurisdictions which require regis-
tration in person, time off to register may be granted on sub-
stantially the same basis as for voting, except that no such time
shall be granted if registration can be accomplishecl on a non-
work day and the place of registration is within reasonable
one-day, round-trip travel distance of the employee's place of
residence.

ADMINISIRATION OF VOIING TEAVE

The Personnel Director is responsible for the overall administration
of the HHFA voting leave policy.

In the Central Office, the Personnel Branch is responsible for making
known to employees speeific jurisdictional voting and registration re-
quirements and major election dates ineluding the time polls open and
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close. The eriteria for granting leave for voting and registration
shall be in keeping with the policy outlined above.

It is the general responsibility of the constituent unit and division
heads, and the specific responsibility of each leave approving officer
to be certain that the actual time granted is based on specific informa-
tion regarding the time the polls are open. All leave for voting pur-
poses shall be applied for in advance.
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GENERAI.

In order to reduce the additional traffic congestion caused by severe
snow or icing conditions on Washington's streets, highways, and
bridges, the following dismissal policy has been adopted as general gov-
ernment policy. There shall be no early dismissals because of winter
traffic conditions in the 'Washington area except under the provisions
of this policy.
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Section I I

DISMISSAIS DURING HAZARDOUS WEATHER

DEIERIAINAIION OF EARTY DISMISSATS

Early dismissals of employees will be based on the finding by the
District Engineer Commissioner and a decision of the designated Assist-
ant to the President that the eondition of streets and highways in the
Metropolitan area is, or will be, such that early staggered dismissals
of employees is essential to reduce the probability of extremely serious
and hazardous traffic congestion and driving conditions.

NOilFICAT|ON OF DtSrlArSSAl

The Director of Personnel will be notified by the Executive Director
of the Civil Service Commission through the Secretariat of the Inter-
agency Advisory Group, whether or not severe snow or icing conditions
warrant early d,ismissal. If dismissals are proposed, the District Engi-
neer Commissioner will indicate the specific time, in advance of regular
closing hours, to be followed.

The Director of Personnel will inform the heads of constituent units
and offlces of the decision. The latter shall then dismiss all employees
who are in actual duty status without charge to annual leave, for the
specified period prior to the normal closing time.

In acting in accordanee with this authorization, heads of constituent
units and offices shall give due consideration to the fact that extra public
transportation probably will not be available at the earlier dismissal
hour and so advise employees affected.

To avoid congestion of telephone circuits, employees shall not caII
the Division of Personnel, the Civil Service Commission, or the District
Engineer Commissioner for advance information, and shall refrain from
making personal arrangements on the telephone before dismissals are
announced.
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TARDINESS BECAUSE OF WEATHER CONDIIIONS

Snow or ice conditions developing during the night before an em-
ployee's regular work hours should not ordinarily be the basis for
absence from work, but under unusually severe conditions heads of
constituent units and. offices may exeuse tardiness they consider not
reasonably avoidable.

CLOSING DOWN OF AtI. FEDERAI. ACIIVIIIES DURING UNUSUAT SIOR'IAS

There may be very rare occasions when a storm during off duty hours
renders road conditions impassable to heavy traffic so that it is deemed
essential to close all Federal activities in the 'Washington area. Under
such conditions the District Engineer Commissioner will adv-ise the
designated Assistant to the President that conditions are such that only
personnel engaged. in services which cannot be suspended or interrupted.
should be required to report for work.

The decision of the Assistant to the President will be immediately
released to the area wire services for prompt dissemination throughout
the local radio, television and press.

Under such circumstances, employees shall be responsible for appris-
ing themselves of any public announcements through the radio, televi-
sion or press, before assuming that government operations have been
suspended and that their absence will not be charged to annual leave.

Any day that employees are excused from reporting for work uncler
the circumstances related under this heading shall be a non-work day
for leave purposes but shall not be a holiday for any purpose.

NOIICE IO EMPIOYEES

fn order to eliminate a major cause of stalled vehicles cluring periods
of severe traffic congestion, employees should be reminded occasionally
during the winter months that it is particularly important that adequate
fuel be kept in their cars.
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BENEFICIARIES FOR OTHER THAN RETIRE'UTENT FUNDS

Unless other beneficiaries are designated in writing, unpaid compen-
sqtlon (leave, salary, travel expenses, etc.) due a deceased s-ployee
shall be paid to the persons surviving at the date of death in the follow-
ing order of preeed.ence:

OA Adrbhltrotlvr Prcctb lLcdbocL

Port 2. Pmonnol Adnftfttrutbn

Clt!p0.r E. Comprnratlon

2+5

(1) To the widow or widower of the employee;
(2) If there be no surviving spouse, to the child or children of such

employee, and deseendants of d.eceased. ehildren, by reprcsen-
tation;

(3) If none of the above, to the parents of such employee, or the
survivor of them; and

(4) If there be none of the above, to the tluly appointed legal repre-
sentative of the estate of the deeeased employee, or if there be
none, to the person or persons determined to be entitled thereto
under the laws of the domicile of the deceased employee.

Employees who wish to designate a different order of payment than
stipulatetl above must complete Standard Form. 1152 and return it to
the Payroll Office. Standartl Xrorm 1152 may be obtained from the
Payroll Offiee or the Personnel Branch. (Xror designation of beneffciaries
for retirement funds, see Seetion 2-4-4, Retirement.)
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Seclion 6

SATARY RETENTION

When an employee whose position is subject to the Classification Act
is reduced in grade through no fault of his own, and. not because of a
reduction in force due to lack of funds or curtailment of work, he is
entitled under the couditions specified in the Salary Retention Act of
1958 to retain his rate of basic compensation.l (FPM, P-1-64).

If it is determined that the Salary Retention Act applies to an em-
ployee who is being downgraded not more than three grades, he shall
(1) retain the rate of pay he was receiving prior to the reduction in
grade; antl (2) be paitl at this rate for two years, provided that he
continues to be employed in the OA, CFA, or URA, in the Central
office or in the field, without a break in service. If he is downgraded
more than three grades, his pay is set und.er the formula specified in
FPM, P-1-66.

PROCEDURE

When an employee is given the thirty day advance notice of down-
grading (Section 2-2-2) he shall also be informed whether he is entitled
to salary retention benefits.

If it is determined that the employee is not entitled to such benefits,
he shall be informed of his right to appeal to the Civil Service Com-
mission. He may appeal the determination even though he also appeals
the classification action of the change to lower grade. (FPM, 21-330.06)

E'YIPLOYEE RIGHIS DURING REIENIION PERIOD

Periodic ond longevity Step lncrcoses

During the retention period an employee is eligible to earn periodic
or longevity increases in the grade to which he was demoted.

Reorsignnenl Al Sqm6 Grode level

Reassignment during the retention period. to another position at the
same grade level due to conduct, character, or inefficiency, at the
employee's own request, or due to a reduction in force based on lack of
funds or eurtailment of work shall terminate the retained rate.

r Questions of salary savings under laws prior to August 23, 1958, may be referred to the
Director of Personnel.
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ff an employee with a retained. pay rate is promoted or demotetl
during the retention period, his rate of pay is adjusted in accordance
with the rules set forth in the Federal Personnel Manual. (FPM, P-1-7)

Retirement ond Group Life lnsursnce

The retained rate shall be used to compute retirement benefits and
determine Group I-rife Insurance payments.

PAY ADJUSIMENI

An employee, upon termination of his retention period, shall have
his rate of pay atljusted within the grade in which he is serving in
accordance with the highest previous rate rule (FPM, P-1-7). However,
where the employee's retention period is terminated under one of the
conditions in the law which would deny him the benefits of salary reten-
tion, his rate of pay shall be adjusted within the grad.e in which he
is demoted at the discretion of the appointing office.
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Generql Policy for ln-Service Troining

In-service training is essentially a management function. Constituent
unit and. offi.ce heads may authorize in-service training to meet specific
needs as they arise. While such training does not require the formal
approval of the Director of Personnel, it should be developed in con-
sultation with the. Employee Development Staff in ord.er to avoid.
duplication of similar training efforts in other parts of the Agency. The
financing of in-service training will be accomplished with regular
administrative funds.

The need for in-serviee training is inherent in many organization
situations such as employment of nerv people, appointment of new
supervisors, assignment of additional duties, installation of new or
revised systems and proced.ures, transfer or reassignment of personnel
as a result of a shift in workload, or change in the over-all mission
of the organization unit.

In-serviee training need not be elaborate, formalized, or expensive
to be effective. One of the most effective training methods is on-the-job
coaching rvhere the employee learns by tloing.

Utilizing Troining Progroms of Orher Agencies

If a training need. cannot be met through OA facilities, facilities of
other Government agencies may be utilized under authority of the
Government Employees Training Act. The agency sponsoring the
training has the option of accepting or rejecting such requests. Utiliza-
tion of programs of other agencies must be approved by and processed
through the Division of Personnel. The Division of Personnel will
notify management of the availability of training in other Government
installations when such training has applicability to IIHFA prograrnsi
and operations. Form If-830, Request and, Authorizati,on for Training
(Exhibit A), will be used to request training in other agencies when-
ever there is a fee or agency charges are involved.. See ttProcedure for
Requesting Out-Service Training" below.

Roqueste from Other Agencies to Participola in Cenlrol Office Troining Progroms

Requests from other Government agencies to participate in Central
Office in-service training programs shall be referred to the Division of
Personnel. 'Where spaces are available in such training programs and
the training of other than OA personnel will not violate HHFA policy
or interfere with the proper cond.uct and effectiveness of the training,
other than OA personnel may participate. Employees from constituent
agencies will be given first priority in sueh cases. Reimbursement from
participating agencies wiII be requesteil as appropriate. An indication
that reimbursement will be expected will be announced in advance of
the beginning of the training. As soon as possible, the Division of
Personnel will furnish information concerning the amount of reimburse-
ment, the participating agency to be billed, and the date of billing, to
the Division of Finance and Accounts.
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Cooperotive Troining Agreemenl3 with Orher Agencies

A training need may be met through a cooperative arrangement under
which the training facilities and. resources of the OA are combined with
those of one or more other agencies. Negotiations for such arrangements
will be initiated and approved by the Division of Personnel.

IRAIN|NG THROUGH NON-GOVERN|/IENT FACIL|TIES (OUI-SERVICE TRAINING)

Definirion

Out-service trailing is that conducted by any of the following non-
Government facilities: the government of any State, Territory, or
possession of the United States; any foreign government or international
organization, or instrumentality of either; any medical, scientific, tech-
nical, educational, research, or professional institution, foundation,
agency or organization. Training conducted on Government property
by a non-Government person is considered to be training through a
t'non-Government facility" and is, therefore, classified as out-service
training.

Responsibiliries

Each employee benefiting from out-service training wiII be expected
to devote every effort to deriving maximum benefit from his training
and will be required to submit a rvritten evaluation of his experience
at the conclusion of the training period.

Mauagement at all levels will review program operations on a colt-
tinuing basis in ortler to itlentify problem situations which can be
corrected by training and will take steps eommensurate with available
resources to meet the training need. Speeiffcally, constituent unit,
office and division heads will see that:

(1) Reviews of training needs are conclueted on a regular basis,
making use of existing management records and production and
staffing studies.

(2) Funds are mad"e available where possible when a sound training
investment is indicatetl to fiIl a legitimate training need.

(3) The use of training and employee development programs is
encouraged when it is in the best public interest.

(4) All out-service training conducted in their organization is
properly evaluated.

(5) Preliminary determination is macle, by consulting with the Divi-
sion of Personnel, that training within Government is not reason-
ably available in terms of distance, timing and other factors,
before submitting requests for training in non-Government
facilities.

(6) AII offers of contributions, awards or payments in connection
with training in non-Government training facilities are referred
to the Assistant Administrator (Atlministration) for approval
prior to acceptance.

Pogc 4 4/12/61



General Troining Policies ond Procedures 2-9-t

(7) No indiviclual employee or partieular group of employees receives
a disproportionate share of out-service training.

The Division of Personnel will:
(1) Serve as an information clearing house and consultant on OA

training and employee development matters.
(2) Develop procedures and policies on the conduct of out-service

training and employee development programs.

(3) Review training needs at least once every three years.

(4) Evaluate out-service training courses as appropriate.
(5) Prepare training reports required by the Civil Service Com-

mission, the Congress, or other outside authority.
(6) Review requests for training in non-Government facilities to

determine that such training is in conformity with Agency train-
ing policy and over-all training plan, the Govemment Employees
Training Act, and. Civil Service Commission regulations, and.
make appropriate recommendations to the Assistant Adminis-
trator (Administration) on all out-service training matters.

(7) Maintain administrative controls to assure that the number of
man-years of out-service training in any fiscal year does not
exceed one percent of the total man-years as shown by the OA
budget estirnates for that year.

(8) Maintain a file of written agreement forms signed by employees
given out-service training.

(9) Maintain a record of estimated expenditures for out-service
training.

(10) Keep records of contributions and awards received by HHFA
employees in connection with out-service training.

(11) Keep records of waivers of limitations on training through non-
Government facilities granted by the Administrator or the Civil
Service Commission.

Generol Policy for Troining in Non-Government Focilities

In considering requests for approval of specific training in non-
Government facilities, approving authorities will generally approve only
that training which has a clear and direct relationship to the present
or future duties of the employee proposed for training. Opportunities
for training in non-Government facilities are to be used" within the
general framework of established training needs. HHFA policy recog-
nizes that out-service training may provide incentive and motivation
for employees and an opportunity for the Agency to recognize and
reward and further develop emploSrees of outstanding potential while
at the same time meeting training needs.

fn aruiving at a decision to send one or more employees to a non-
Government facility, consideration will be given to the possibility that
4/72/61 Poge 5
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the same expenditure used to conduct training by a non-Government
person on Government property may result in more employees being
trained for the same expenditure of money without seriously affecting
the quality or effectiveness of the training.

Out-service requests initiated by individ,ual employees will be con-
sidered under the same criteria that apply to any other traini:rg
requests and will generallS' require the same levels of authority for
approval.

Prohibirions ond Requiremenrs in the froining Act ond CSC Regulorions Governing
Troining Through Non-Government Fociliries

The Government Employees Training Act and the CSC Regulations
contain the following prohibitions and restrictions governing the recom-
mendation and approval of out-service training:

(1) An employee may not be trained in a non-Government facility
to fiII a position by promotion if there is available, at or within
a reasonable d.istance from the place or places where the duties
of such positions are to be performed, another Agency employee
of equal ability and suitability who is fully qualified to filI such
position. Career or career-conditional employees selected. for
training given primarily to prepare them for promotion, must
be selected through merit promotion plan procedures if this
training is required for promotion.

(2) An employee may be trained. in non-Government facilities only
if adequate training is not reasonably availabie within Govern-
ment facilities.

(3) Training may not be authorized by or through a non-Government
facility which teaches or advocates the overthrow of the Govern-
ment by force, or by or through any individual with respect
to whom determination has been made by a proper Government
administrative or investigative authority that there exists a
reasonable doubt of his ioyalty to the United States as ascer-
tained pursuant to CSC Regulation 39.308.

(4) Training in a non-Government facility may not be authorized
solely to provide an opportunity to obtain an academic degree.

(5) The number of man-years of training in non-Government facili-
ties shall not be more than one percent of the total man-years
as shown by the OA butlget estimates for the same fiscal year.
Training courses of 40-hours duration or less are not chargeable
to this ceiling.

(6) Except for training courses of 40-hours duration or less, an
employee will be given out-service training only if he has had
at least one year of civilian Government service without a break
in service since his latest entranee on duty date in the Federal
service

(7) An employee selected for out-service training must agree in
writing before the training begins to remain with the Agency
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of copies as required for Form H-830 and should eover aII pertinent
factors of the proposed action.

AII requests regardless of approval authority shall be submitted to
the Director of Personnel.

An original and five copies of Form H-830 should be submitted on
requests for out-service training; additional copies are required if
transportation or procurement is involved, or if the training is for more
than 40 hours. Requesting and approving officials need sign only the
original of the Form. Faesimile signatures wiII be used to indicate
approvals on the copies of the form.

For training of more than 40 hours of duration, the employee must
complete and sign the agreement portion of the form.

Distribution of approved copies of Form H-830 wiII be macle by the
Division of Personnel as follorvs:

Original -Division of Personnel training file
Copy 

-Official 
Personnel Folder. This copy

rvill be routed through the Division
of Budget and Management.

Copy -Division of Finance and Accounts

Copy 
-Employee. 

This copy will be re-
turned" through the requesting office
as notification of approval to that
office.

Copy -Division of General Services (if
official transportation or procure-
ment will be involved)

Copy 
-Division of Finance and. Accounts

(if training is for more than 40
hours)

Disapprovetl requests for training will be acknowledged on the re-
verse side of Form H-830, or by memorandum citing reasons for dis-
approval. Form H-830 accompauying a disapproved request will be
returned to the requesting offce.

Obligoring Procedures

If the training will require the expenditure of funds, appropriate
Ageney funds must be obligated before the Agency is committetl to
undertake the training. The original antl all copies except one of
Form H-830 will be forwarded to the Division of Finance and Aceounts
by the Division of Personnel. If funds are available the Division of
Finance and Aecounts will complete Item 13, retain one copy, and
return the original and the other copies to the Division of Personnel.
If funds are not available, the Division of Finance and Accounts will
so notify the Division of Personnel.

When all administrative clearances have been made and the request
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approved, the Division of Personnel will then take the necessary steps
to order the training.

If the final cost of training will be less than the amou:rt originally
estimated and. reserved, or if the expenditure will not be made, the
Division of Personnel will advise the Division of X'inance and Accounts
by memorandum as soon as such situation beeomes known, in order that
the related obligation may be reducecl or cancelled, as appropriate.
Ilowever, if the final cost of training will exc.eed the amount of funds
previously reserved, an additional fund reservation, properly docu-
mented, shall be secured from the Division of Finance and Aecounts
prior to incurring obligations therefor.

Notificotion of Completion of Oul-Service froining

Upon completion of an approved tour of out-service training by an
employee, the original requesting offiee should. notify the Division of
Personnel by memorandum. An information copy shall be trausmittetl
to the Division of Finanee and Accounts, Payroll Section.

Notificotion of Fqilure to Complete Out-Service Troining

If, at any point in his training period, regardless of length, an em-
ployee fails to complete his training satisfactorily the requesting office
should promptly notify the Director of Personnel. A tlecision of action
to be taken in such cases shall be made on an individual basis by the
Direetor of Personnel. "Satisfactory completion" of training will
normally mean meeting the usual requirements of the organization or
institution offering the training.

Employee Agreement Requiremenl

Each employee given out-service training of more than 40 hours shall
be requirecl to agree in writing to remain with the Agency for at least
three times the length of the training period or repay the additional
expenses of the training, unless he is involuntarily separated. For
training costing $500 or more, exclusive of compensation, per cliem
and transportation, the employee must agree to remain with the Hous-
ing ancl Home Finance agency for at least three times the length of
the training period or six months, whichever is longer, or repay the
additional expenses of the training unless he is involuntarily separated.

Foilure to Fullill Agreements

An employee who plans to leave the Agency and transfer to another
Government agency before completing the required service obligation
period shail notify the Director of Personnel through his supervisor in
writing at least ten working-days before the date of the proposed action.
The Director of Personnel will determine whether total repayment shall
be required or if repayment would be against equity, good conscience,
or the public interest. The employee will be notified of his deeision as
soon as practicable and prior to the employee's leaving the HHFA.

An employee who fails to give at least ten work-days advance notice
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of his intention to lear.e the HHFA and transfer to another Govern-
rnent agency before completing the required service obligation period,
and does leave the agency, will be liable for repayment of the additional
expenses incurred by the Government in connection 'rvith the ttaining
covered by the agreement. The Director of Personnel rvill determine
n hethel total or partial repayrrent slrall be required or if such repay-
rnent rvould be against equity, goocl corrscience, or tlre public interest.

Any other employee n'ho fails to fulfill the terms of his service obliga-
tion rvill be requirecl to pay to the Governrnent aclditional expenses
incumed in connection rvith his traiuing unless the Director of Person-
nel, determines that repayment rvould be against equity, goocl con-
science, or the public interest. Ernployees rrho fail to fulfill the terms
of their service obligation because of involuntary separation ate not
tequired to make repayrnent.

Irr eaclr case t,Iien al employee rrill be required to make total or par-
tial repayment or lyhen lepayrnent u'ill be rvaived, the Division of Per-
sonnel rvill imrnetliately notify the Divisiou of Finance anal Accounts,
Pay16l1 Section.

froining Expenses ro be Borne by OA

Training expenses u,hich the OA may pay in connection with out-
service training inelude travel, per diern, tuition, registration fees,
rnatrieulation fees, library and laboratory ser'\,ices, purchase or rental
of books, materials, and supplies, and other services or facilities directly
related to the training of employees. fn addition, the transportation of
immediate family, household goods. and personal effects, antl relatecl
transportation services may be paid by OA u'hen the costs clo not ex-
ceed the estimated per diem payments for tlie period of training. Mem-
bership fees shall uot be paid unless sueh fees are a necessary cost
directly related to the training itself or u'hen the payrnent for mem-
bership t'ill result in a total savings to the Government for the training,

Per cliem will be authorized in accordanee u'ith Section 4-4. "Per
Diem for Travel Within the Continental lrnited States."

Merhod of Computing Troining Period

Normally, employees assigned to out-service traiuing are expected to
eonform to the usual attendance praetices of the training facility. IIow-
ever, an employee assigned to fuil-tirne tlaining in a non-Government
training facility s'ill be counted as being in traitring the same number
of hours he is in pay status cluring his training up to a maximum of
8 hours per day or forty hours per rveek. An employee assigned on less
than a full-time basis till be counted as being in training for the num-
ber of hours he spends in elass or rvith the instructor in such training.
Training time does not inelude stutly time or time spent in going to and
from class.
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fime ond Ailendonce Reporting

An employee assigned to full-time training away from his official sta-
tion till be considered in continuous duty and pay status, even though
the usual hours and rules of attendance of an out-serviee training facil-
ity are at variance l,ith the normal Federal tour of duty hours. Such
variauce shall not result in charges to leave against the employee nor
in claims for overtime.

On the other hand, absences of an employee for purposes generally
covered b;, Agency annual and siek leave policy shall continue to re-
quire the application of the usual leave approval proceclures and charges
to the appropriate leave account. Consequently, if leave is taken for any
reason, the employee shall submit a properly executed S. F. 71, Applica-
tion f or Leaue, to his leave approving officer. If possible, the eompleted
S. F. 71 shall be submitted prior to taking the requested leave.

Acceptonce of Contribulions, Awords, ond Poyments

Tlre Assistant Administrator (Administration) may authorize at em-
ployee to accept a contribution or award, in cash or in kind, incident to
training in non-Government facilities, or aceept payment, in eash or in
kind, of travel, subsistenee, and other expenses incident to attendance
at rneetings, if sueh contribution, alarrl, or payment is made by an
organization determined by the Seeretary of the Treasury to be exempt
from taxation under the fntenral Revenue Code of 1954 and if the
contlibution, at,ard, or payment is not a rervard for services rendered
the organization prior to the training ol ureeting, and its acceptanee
rvould otherrvise be proper and ethical uncler CSC regulations.

Requests for approval to accept such contributions, awards, and
payments shall be made through the Division of Personnel to the Assist-
ant Administrator (Administration), rvith sfficient documentation to
indicate the nature of the organization rnaking the offer and the condi-
tions uniler rvhich the contribution, alard, or payment is to be made.

Approval of such requests shall be handled on an inclividual basis.
Where expenses incident to out-service traiuiug are reduced by the
a.pproved acceptance of awards, eontributions, and payments, a proper
reduction shall be made in the Government payment as described in
Bureau of the Budget Circular No. A48.

Atlendonce ol Meetings

Attendance at meetings or conventions by HHFA employees pri-
marily to represent the Agency or to present the Agency's viev's in a
particular area rvill be requested and authorized as outlined in Sec-
tion 4-2.

Attendance at meetings or conventions by HHF A employees for train-
ing purposes rrill be requested on Form H-830 and 'rvill be processed
according to proeedures outlined in this Seetion as an out-service train-
ing request.
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EXHIBIT A
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EXHIBIT A (Pqge 2)

INSTRUCTIONS FOR COMPLETINC FORM H.830

Fbm H-830 should be completed on aII requests for training ln non-Government facilities o! tuvemfient
fdcilltles.on . relhbursabl€ basis. Requests should be sulmltted to the oirector of Personnel in the
Centra). offlce ed to the Directo!, Ad,rinistrative Brdch, i.n the Regional office. After qproyal.
copies of the fom Ehould be retumed to the Direcbr of Persoonel or lhe Direcbr, Adninistrative
3!qch, ror distrlbutloh.

Requ€stlng ed apprcving officlals need si$ onlJ the orlglnal of the fom; facsiDile sl@arures nry
be used on the coDies, rcr lraining of nore th& 40 hours duration, the enployee to be tratned must

sj.n the agreeDent portion at the bottom of the fom on the original ed all copies.

Request,s oust be suhittecl at leas! twelve $orkdrys in advece of the begiming of the tlainint,

The follouing instructions should be noled in conpleting Flm H-830,

Ir.r , - shov last nMe, first n@e, nlddle lnitid.
r!.r 2 - $oy position tttle. cs grade ed &nual salary.
fte& 3 - Show date !n nMerals (10-20-30).
fl.r 4 - Shor career, careeFcondillonal, or other tJDe o, appointnent.
ft.D 5. - Years of curren! continuous civiliu service mry ioclude service in other agencies if thera

has b€en no intertenlng bre*.
ft.r 6 - sho{ constituent, offlce, or division nse ed official duw station.
ft.r 7 - Describe curlent duties sd lesponsibilities and indlcate clearly how the employee or pro-

gra sill benefi! from increased knorledge or skills acquir€d tbroush this training.
f!€n 8 - Describe DroDosed traininc, includina conten! od method: a copy of the ooouncement nry

serve this Dumose.
ft.{ 9 - shor school, univ€rsity, Drofessional orgaization, compey, or olher training facillty ed

its Iocation.
ItcB 10 - tn cohputing sorkdrys for full-time trainios, sho{ the number of drys to be spent in train-

ing but not in excess of 5 drys per seek, rcr part-trme training detemine actual hours
in attendsce od convert to 8-hour d{s. b not include travel lime io showing dales of
lraining period or conDuting rorkdrys.

Ite^ 11 - tf aII training is received during duty hours, show 100% on official time: if all training
is received duritrg orf-duty hours, shou 100% employee's !ime: i! bired, sho* proportions.

frem ,2 - Fiscal infomation needed for alploval action ed accountiag Duryoses.
,r.e 14 - bmplete for lraitring o! mre tha 40 hours duration.

TflIS TRAINING REQUEST IS DISPPR'VED NR llIE 
'OIOVING 

REASOil(S)

)
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Section 2

IRAINING CO'$MIIIEE

This Section proyides for the establishment of a Training Committee,
the members of which shall be designated by the Director of Persounel,
to advise and consult with him on matters pertaining to employee
development and training in the OA, CFA, antl UBA.

Compodlion ond Selection

The Training Committee shall be composed of 15 members desiguated
by the Director of Personnel and representing a cro$s section of super-
visory and staff members in the OA, CFA and URA. Selection will,
of necessity, be made only from Central Offiee personnel.

Funclionr

The Committee, operating as a Committee of the whole or in panels
of from 3 to 5 members, will have the following major functions.

1. In connection with all Employee Development and Training Activi-
ties, including the Housing Intern Program:

a. Advise and consult with the Director of Personnel on traiuing
needs and policies.

b. Revierv proposed employee development plans and programs
making recommendations orr suggested changes or modifications.

2. In connection with the Housing Intern Program:

a. Review proposed. rotation assignment sched.ules submitted by
Sponsors of Housing Interns to see that they are (1) sufficientlt'
comprehensive to provid.e the Intern with a broad look at HIII'A
programs; anrl (2) appropriate to the Intern's area of special-
ization.

b. Conduct individual interviews of each Housing Intern at the
end. of three rnonths of training, at the eonclusion of his formal
trairring period, aud at other times as appropriate iu order to
(1) determine the Intern's depth of understanding of thc

, Agency organizatiou, policies and programs; (2) get an im-
pression of the Intern's ability to express himself ; (3) ascertain
if the fntern's assignrneut in the agency is geuerally appro-
priate; (4) determine generally the effectiveness of the fnteru's
training program; (5) determine what the Intern has learnecl
about his job; ancl (6) find ways to improve the }'rogram for'
a"II Interns.

Operotion

Meeting of the Training Committee will be held at the call of thc
Director of Personuel and will be corrducted under his chairnrauship
or that of the Traiuiug Officer'. Norrnally, the frrll Cornmittee will be
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called to discuss general employee development and training policy
matters; pauels of smaller groups will be used for interviews of Interns
and for the consideration of specialized phases of the employee develop-
ment program.
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This Section outlines the basie p
bilities, and procedures for trainiug
cmployees.l

Section I

GENERAI. TRAINING POLICIES AND PROCEDURES

2-9-t

, general standards, responsi-
development of Central Of6ce

olicy
and

POLICY

Training ard ernployee developmerrt programs will be sponsored to
achieve more emeient and effective operations and to attain program
goals. It is the policy to supplement self-development efforts to em-
ployees through Ageney-sponsored in-service and out-service training.
Thus the Agency rvill aid in the development of skills, knowledge, and
abilities which rvill best qualify employees for the performance of
official duties.

Training will be sponsored to meet pre-determined and demonstrated
ueeds and will be evaluated in terms of its contribution to the improve-
tnent of operations. There shall be equal opportunity in training, both
in-serviee and out-service, for all employees rvithout regard to race,
creed, color, national origin, or sex.

AGENCY IRAINING P]AN

All major in-service and out-service training sponsorecl shall be a
part of a continuous and comprehensive plan based on periodic surveys
of training needs formally conducted by the Division of Personnel at
least once every three years. Priority considerations by approving
authorities in deciding what training shali be sponsored will be based
on this plan. The plan u,ill be amended and kept current by the Division
of Personnel through consultation with line officials and the considera-
tion of such factors as the availability of resources for training and
changes in Agency programs.

TRAINTNG IHROUGH GOVERNMENT TACITITIES (IN.SERVICE TRAINTNG)

De6nition

fn-service training is that conducted by Federal civilian or military
personrrel acting in their official capacities and on property owned or
substantially controlled by the Goverunent. Training within this defini-
tion may be rvithin the HHFA or in another GoverumenL agency.

1 See Section 3-2-7, Volume If, for Agency training policies and references to basic ststutes and
regu'lations.
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Rerponsibilities

Each individual employee has a responsibility to put forth every
effort to grow and develop in his job by using every mearrs available
to him in the work situation.

Management at all levels rvill review program operations on a corr-
tinuing basis in order to identify problem situations which can bo
corrected by training, and will take steps commensurate with available
resources to meet the training need. Specifically, constituent unit, office,
and division heads will see that:

(1) Reviews of training needs are conducted on a regular basis,
making use of existing managemenb record.s and production and
staffing studies.

(2) Funds are made available rvhere possible when a sourd training
investment is indicated to fill a legitimate training need.

(3) The use of training and employee development prograrns is
encouraged when it is in the best public interest.

(4) AII in-service training conductetl in their organizatiou is prop-
erly evaluated.

(5) All in-service training conducted in their organization is reported
to the Director of Personnel; if possible, this advice should be
provided at least two weeks prior to the training.

The Division of Personnel will:
(1) Serve as an information clearing house and consultant on train-

ing and employee development matters.

(2) Develop procedures and policies on the conduct of training ancl
ernployee development programs.

(3) Devise improved training techniques and traiuing aids for use
of all levels of supervision and administration.

(4) Promote the use of improved training techniques and training
aids wherever operating needs require them.

(5) PIan, organize and direct central training projects under cir-
cumstanees where in-service training can be more economioally
and effectively handled across organizational lines.

(6) Review training neecls at least once every three years.

(7) Coordinate training and nominations for training by or in other
agencres,

(8) Coordinate participation of constituent employees in training
programs of another constituent.

(9) Audit and evaluate in-service training programs as appropriate.

(10) Prepare training reports required. by the Civil Service Commis-
sion, the Congress, or other outside authority.
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for at least three times the length of the training period or repay
the additional expenses of training unless he is involuntarily
separated from the Agency. This agreement has been waived for
training courses of 40-hours'duration or less, for training courses
that involve no adtlitional expense to the Government other than
salary, pay or compensation, or for correspondence training
coulses. (Also see "Employee Agreernent Requirement" below
for an Agency requirement.)

(8) An employee may not leceive more than one year of out-service
training during his first ten years of Federal civilian serviee
and in each ten-year period after that. 'Waivers to ltems(5),
(6), and (8) may be granted by the Deputy Administrator in
accordance rvith Section 39.305 of Civil Service Commission
regulations.

(9) Training may not be authorized by, in or through any non-
Government facility arry substantial part of the activities of
which is:
(a) The carryirlg on of propaganda, or otherwise attempting to

influence legislation ; or
(b) The participation or intervention in any political campaign

on behalf of any candidate for public office.
(10) Training may not be authorized by, in,'or through any non-

Government faeility that discriminates on the basis of race, creed,
color, or national origin in the admission or subseqllent treat-
ment of students.

Rcquertr ond Approvolr-levels of Authority

Single requests for out-service training of more than 120 hours or
costing more than $500 exclusive of compensation, per diem and trans-
portation, or training involving the employment of an instructor with a
fee of more than $300, shall be requested by the constituent unit, offi.ce
or division head and will require the approval of the Deputy Atl.
ministrator.

Single requests for out-service training of more than 80 hours but not
more than 120 hours or costing more than $300 but not more than $500
exclusive of compensation, per diem and transportation, or training in-
volving the employment of an instructor with a fee of more than $200
but not more than $300, shall be requested by the eoustituent unit, office
or division head or his designee and will require the approval of the
Assistant Aclministrator (Administration).

Single requests for out-service training of 80 hours or less or costing
$300 or less exclusive of compensation, per diem and transportation, or
training involving the ernployment of an instructor with a fee of $200
or less, shall be requested by the constituent unit, office or division head
or his designee and will require the approval of the Employee Develop-
ment Officer or the Director of Personnel.

Requests for training by, in, or through a foreign government or
international organization, or instrumentality of either, shall be made by
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the constituent unit, office, or division head and will require the ap-
proval of the Administrator, who has authority to designate such or-
ganizations as eligible to provide training after consultation with the
DBpartment of State.

Sclcction of Employeer for C)ul-Servics Troining

Upon determination that training in non-Government facilities wiII
promote efficiency and economy of operations, the selection of an em-
ployee to be trained shall be based on the following considerations:

(1) The degree of the employee's need for training.
(2) The extent to which the employee's knowledge, skill, attitudes,

or behavior is likely to be improved by training.
(3) The extent to which the employee is believed willing and able to

apply the training upon return to the job.
(4) The length of time it will take for the Agency to benefit from the

training.
(5) Training opportunities previously afforded the employee.
(6) IIow much benefit the Agency will receive from the training.
(7) The employee's own interest in and efforts to improve his work.
When training is to be given to some, but not all, employees in a

given occupational or organizational group, the above considerations
should be applied. on a relative basis.

Selection of Out-Service froining Fuciliries

The principal criterion for selection of non-Government facilities for
trai:ring shall be the ability of such facilities to meet the training needs
efectively, economically and in a timely fashion. Where there is a
choice among facilities, such factors as the following will be taken into
consideration:

(1) Competency to provide particular training needed.
(2) Relative cost of the training.
(3) Geographic accessibility of the training facility.
(4) Availability of training at the particular time and place it is

needed.
(5) Practicability of atlministrative arrangements involved.
(6) Any other factors which bear upon the facility's ability to meet

the training needs.
Competitive bidding will be used when substantial contracts are to be

Iet for out-serviee training, provided the bid procedure is practieal in
terms of the specific training needs to be met.

Procedure for Requesting Out-Service Troining

Form H-830, Requ,est and, Au,thorization for Training, shall be used
to request training in non-Government facilities. If further explanation
or justification is necessary, a memorandum should accompany Form
H-830. A memorandum should always be used to request the services
of a non-government instructor. Memorandums should be prepared
and transmitted to the Director of Personnel in the same number
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Section 3

FUtt TIME ACADEAAIC TRAINING

INTRODUCTION

All HHFA employccs are expected to bring to their jobs the requisite
knowledge, skill, and technieal competence rvhich qualifies them for
their positions. As they advallce up their respective career ladders,
however, the Agency is interested in encouraging employees to improve
themselves and to keep pace l\,ith techrli(ial and professional changes.
This development process is regardecl as a rnutually beneficial activity
in which both the HHFA and the employee have a part. While a
great deal can be accomplished through self developmcnt efforts and
through use of Government in-service training facilities, sometimes
the most logieal method for employees to increase their competency
is through full-time academic training. (The term here is used to cover
training in the academic setting of one aeademic session-trimester,
semester, ete.-or longer, but does not include special training pro-
grams such as executive deve)opment courses x,hich are usually apart
from the regular academic program of the institution.)

It is appropriate, therefore, for the Agency to provide an atmosphere
in which full-time aeademic training in a field related to the Agency's
programs or management ean be provided rvith the understanding
that absence from the job for such purposes lvill not jeopardize an
employee's career with the Agency. The Agency rvill also show active
support for those employees who improve themselves through such
training by giving full recognition to it in merit promotion program
considerations and in making selections for further training. fn some
cases the Agency will go further and will provide active financial
support. The amount and type of support, must, of course, necessarily
vary with the individual situation, and 'rvill be influenced by avail-
ability of resourccs to pay for the training and relative demancls upon
such resources.

AGENCY SUPPORT FOR FUI.L-TIME ACADEMIC IRAINING

In order to eneourage employee self development, the Agency will,
lvhenever feasible under the policies of this section, support indiviclual
employees' decisions to take full time academic training. Agency sup-
port may involve granting annual leave or leave rvithout pay, giving
credit for academic achievements in the collrse of the administration
of its personnel management and promotion plans, and in more unusual
cases by providing financial support of those chosen for full time
academic training under Agency procedures.
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INDIV]DUAL EI.IGIBII.ITY REQUIREMENIS TOR AGENCY SUPPORIED

FUIL.IIME ACADEI\AIC IRAINING

Although circumstances will cliffer, the follorving criteria indicate the
situations in whicJr full-time acadcmic training related to Agency
responsibilities may be indicated :

1. When training is necessary to up-date professional and technical
competence because of developing new knowledge and techno-
logical changes relaterl to the rvork of the Ageney;

2. When a developing employee must make tle transition from a
purely professional or l,echnical position to one ilcluding signifi-
cant managerial respousibilities, perhaps at a higher level of
managcment; and

3. When it is in the best interest o1' the Agenc.y to provide arr em-
ployec rvith some acadcmic perspectivc about the Government
programs wliich he has or rvill have a part in administcring.

Agency finarrcial support urrtler this Section carrnot be givcn to arr
academic program whose primary purpose is achievement of a degree,
or to one to equip an employee to practice a different profession from
one in which he is employed by the Agency. Tlie application of these
criteria would also include the test of the relationship of the training
to the rvork of the Agency and the individual position. (See Section
2-9-1, Volume III and Yolurne V).

In reaching a decision that the rcasorr for thc training is such that
Agency support is appropriate, as indicated above, the recommending
supervisor and the selection offrcial or committee shall apply thc
following criteria r

1. The employee's need for the training proposed ;

2. The demonstrated potential of the employee to absorb the addi-
tional training and apply it to the Agency lvork situation;

3. TJre demonstratetl interest arrcl ability of the employec to complete
the proposecl educatiorral progratn ; atrd

4. The likelihood that the cmployee will meet the aca(lemic and
other rcquirements of the proposed cducational institution.

fn addition, the Committee or selecting official should consider the
likelihood of the employee under consideration continuing his career
with the Housing and Home Finance Agency beyond any nominal
period required by law or regulation.

REQUIREMENTS FOR LWOP DURING IRAINING

Any full tirne permanent employee acc,eptecl by an accredited edu-
catiorlal institution for full time acadernic training may be granted
leave without pay for a period of no more than one calendar year at
a timc under thc follorving circumstances:
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1. The employee is in good standing and considered by his super-
visor and employing office to be rvorking at an acceptable level
of competence.

2. The employee will have been with the Agency for at least one
year at the time the proposed training is scheduled to begin.

3. There is a reasonable likelihood that the employce will return to
the Agency.

4. There is a reasonable expectation that the proposed trairring or
education rvill in the future benefit the Agency through increased
employee effectiveness.

PREREQUISITE FOR AGENCY FINANCIAT SUPPORT

Agency financial support for employees will bo granted thosc em-
ployees who meet thc individual eligibility rcquirements (given earlicr
in this Section) and are selected through one of these trvo procedures:

1. Employees chosen through an Agcncy competitive sclection proc-
ess announced for this purpose.

2. Employees chosen through thcir participation in a special train-
ing plan described below; provided 1hat, unless specifically ex-
cepted, the requircrnents of thc Agency promotion plan must be
met whenever the special plan provides for promotion.

Selection Through Agency Competition

Eligible employees will bc regarded as having br.en selected in com-
petition rvhen there has been all appropriate announcement rnade by
memorandum to management or through the regular training an-
nouncement system inviting supervisors to recommend or employees to
apply for the particular program.

While this selection process'will often be in conncction rvith a special
award by an outside source such as the National Institute of Public
Affairs Career Education Arvard I'rogram, it ivill not necessarily be
limited to this type of program.

The training annoullccnletrt or memorantlnrn rvill inclicate the degrcc
of HIIFA participatiou and rvill specify tlie selection method or
procedure.

Speciol Troining Plons

In the course of management ancl program planning, it is often ex-
pedient to make speeific provisiolr for the orderly developrnent of
personnel as an integral part of the program planning. While the
formalization of such training plans is more usual r'vhen broad new
program changes or rvlten rvork processes are to be affectecl radically,
as in automation, regular organizatiorlal plarining in those parts of the
Agency doing technical and professional work may find forrnal develop-
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ment trfans for individuals, classes of employees, or for whole organiza-
tions both appropriate and expedient. Such plans are calletl Special
Training Plans.

Special Training Plans for individuals or groups of employees in
similar positions or employment conditions are essentially formal
written commitments by management outlining in some detail the
training and education plan or program for these employees. 'When-

ever a special training plan includes full-time aeademic training it
must be initiated by the employee's immediate superyisor, and have
the speeific approval of the Constituent unit, Regional Administrator
or OA office head and inelude:

1. A full statement of purposes and objectives for the total training
plan;

2. A description of how the plan will be carried out including selec-
tion methods and a description of the aeademic training included;

3. A specific outline of horv the full-time academic training will
further the employee development objectives;

4. An indication of the degree of Agency financial support; and

5. An estimated breakdown of the Agency out-of-pocket costs.

The plans should be submitted to the Director of Personnel rvho will
be responsible for obtaining any necessary additional administrative
clearances and for approval of the training plan.

The Errployee Development Braneh offers counseling and advice to
supervisors, administrative personnel and employees affected by such
plans in the design of the training plan and in relationships with the
aoademic institutions involved.

NATURE OT AGENCY FINANCIAT SU,PPORT

The Government Employees Training Act grants the Agency wide
discretion in the extent of its finaneial participation in training in
facilities outside the government. The instructions and requirements
of Section 2-9-1 regarding training through non-government facilities
are applicable to full-time academic training.

Such trairring rnay be supported by paymcnts for the follorving:

1. All or part of the salary of employees in training.
2. Reimbursernent to the employee, direct payment to the institution,

or payment in advance to the institution or employee in antici-
pation of expenses for:
a. Tuition, matriculation fees, library arrrl laboratory services.

b. Purchase or rental of books, equipment, materials, and sup-
plies.

c. Other expenses directly relatecl to the training of the employee.
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3. The cost of travel, per diem, transportation of family and house-
hold goods whenever such expenses would be less than payment of
per diem.

Membership fees in on-campus or other organizations are not allowed
unless they are directly related to the cost of training. Payment for
employee overtime, holiday or night clifferential during full-time train-
ing is precludetl.

The extent of such formal support will be subject to the availability
of funds and will generally be inclieated in the Agency announcement
of the training or contained in the special training plans. As a matter
of gencral intent, the financial arrangements shall be such that the
employee participating in the training shall experience neither signifi-
cant financial loss nor significant gain as the result of expenses in con-
nection with his training.

ACCEPIANCE OF TRAINING GRANTS BY EMPTOYEES

Frequently because of the temporary nature of the training assign-
ment and the employee's significant financial and personal obligations
there are likely to be certain costs connected with the maintenance of
different households; in the movement of dependcnts; in the sale or
rental of the home; temporary high rentals and other living costs;
special etlucational materiall; ,and other costs over goyernment set
maximums or expenses which the governmellt does not normally pay.
Cash grants to cover these costs are sometimes offered to employees
selectetl for special training programs by universitics, founclations and
other qualifying institutions.

Since these grants may only be accepted when approved by the
Administrator or his designee, the Form H-830 Requ,est and, Auth,oriza-
tion for Training must inclicate the amount or amount limits of the
grant, its purpose, and the institution offering it to allow for specific
approval and documentation of the awartl.

The Agency 'w,ill not pay for an item of expense for which the ern-
ployee receives grant money. Employecs accepting a grant must submit
a written statement specifying:

1. The grant .lvas usccl to pay cxpclrscs conncctctl rvith the training
not paid for by the govcrnment.

2. The category of expenses for luhich the grant was used. (This
information should be in sufficient detail to indicate that money
was in fact used in connection rvith the training, but a complete
dollar-by-dollar, iteur-by-itcm accountirrg, will not be required).

The statement is required rvithin trvo rveeks of the end of training
unless the employec requests and receives an extension of this tirne
limitation on such grounds as the impracticability of the deadline be-
cause the employee does not yet have all necessary expense information.
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Section I

AD'TAINISTRATIVE CONTROT OF FUNDS

These procedures are designed to insure that fund limitations
established by the Congress and the Bureau of the Budget are observed,
that funds are used for the purposes for whieh appropriated, and that
administrative expenses will be held to the minimum amounts required
for the suecessful operation of programs authorized by the Congress.
These proeedures are based on the Anti-deficiency Act 1 and supple-
ment those eontained in Budget-Treasury Regulation No. 1 and Seetion
3-3-1 of Volume II.
RESPO}{SlBlLtTlES

fn aceordanee with the law and regulations, the Administrator
designates the following offieials as those responsible for the adminis-
trative control of funds within the Office of the Administrator:

(7) The D'irector, Builget anil Organization Staff, as the official re-
sponsible for the allotment of all funds becoming available for programs
assigned to the Offiee of the Administrator, Community Facilities Atl-
ministration, and Urban Renewal Administration. The Director may
authorize allottees to sub-allot such funds.

(2) The OA Fiscal Officer, as the offieial responsible for maintaining
or supervising the maintenance of accounts and records of all funds of
the Office of the Administrator and. for preparing periodie reports
indicating the status of the various appropriation, apportionment,
allotment, and distribution accounts, and for notifying the Director,
Budget and Organization Staff, when it appears, from data available
to him, that any allotment has been or is likely to be exceeded..

(3) The Assistant Administrator (Ailministrotion), as the official
responsible for determining and informing the Administrator of all
violations of the Anti-Deffciency Act and of the regulations issued
thereunder, and. for recommending disciplinary action where appro-
priate.

AITOT'IAENT OF FUNDS AND CONIROT OF AII.OI'IAENTS

In the exercise of the responsibility for the allotment of funds as-
signed to him, the Director, Budget and Organization Staff, has
designated the OA Fiseal Officer as the allottee for funds allotted
for Central Office activities and the Regional Administrators as allot-
tees for funds allotted to their respective Regioual Offices. Allotments
or other authorizations will be limitetl to amounts apportioneil by the
Bureau of the Budget. Allottees shall restrict obligations and expend-
itures to the amounts available in the allotments issued to them and.
shall insure that funds so allotted are obligated only under the terms
of the allotment documents, applicable laws and regulations, and pur.
suant to all administrative approvals required by existing adminis-
trative procedures.
-lE".tioo 

aeZ9, Reviseil Ststutss, as ameniled. (31 U,S.C. 665).
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3-t-l Adminirtrotive Coatrol of Fundt

Officials having authority to incur obligations and commitments
against funds shall be responsible for assuring that obligations
ineurred or approved by them are in accord with any administrative
authorizations or limitations for their respective purposes, and for
the prompt transmission of aII obligation, commitment, and expend-
iture documents to the O A Fiscal Officer.

VIOTAIIONS AND NEPORTS

Under the provisions of the Anti-Deficiency Act, the Administrator
is required. to furnish to the Presid.ent, through the Director of the
Bureau of the Budget, and to the Congress, information on violations.l
Violations cover aII transactions in eonflict with the Act and the
regulations issued thereuntler, including:

(1) allotment of fund.s in excess of, or in the absence of, apportion-
ment and/or appropriations.

(2) over-obligation, over-expenditure, or over-commitment of al-
lotments of funds.

(3) incuruing an obligation of funds controlled by allotment when
sueh funds have not been made available through an allotment advice.

(4) tleliberate failure to record obligations and expenditures against
allotments.

(5) deliberate application of obligations and expenditures against
allotment accounts established for purposes other than those for
which the obligations or expenditures are incuned.

Any employee having knowledge of any violation shall immediately
report such violation to the Assistant Administrator (Atlministration).

rSection 8679 proviilee in part: "(i) (1) In atlilition to sny pen&lty or liability under
other laq any offcer ot employee of the Uniteil States who shall violate subsection (u),
(b) or (h) ot thiE sectioD shell be subjectetl to epptopristo silmiristrativo iliscipline, incluil-
ing, when circumstances w&[ant, suspension from duty without pay or temov&l from ofrcei
antl any oficer or employee ol the Unitetl Statog who shall knowingly or willfully violate
subsection (a), (b) or (h) ol thid section shall, upon conviction, be fnetl not more than
$5,000 or imprisonetl lor not mor€ theD two years, or bottr."
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Section 3

CONTROL OF CASH RECEIPTS

This section prescribes procedures for the handling of money delivered
to the OA MaiI Room or to employees acting as representatives of the
Office of the Administrator, whether such money is in the form of
ehecks, money orders, stamps, or currency and whether such money
represents an official or a personal remittance. The term official remit-
tance as used hereinafter means (a) any remittance whieh is the
property of the Offiee of the Administrator, (b) any remittance pre-
sented as payment for OA publications for forwarding to the Govern-
ment Printing Office, or (c) any remittance received in the Mail Room
rvhich is the property of another Government ageney or a coustituent
agency.

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

DISPAICI{ OF REMIIIANCE DOCUMENTS

Any office transmitting a rernittance to another office shall include
therewith all related documents received rvith the remittance, iucluding
the original envelope, to facilitate correet processing. However, cour-
tesy copies and bulk material not essential to correct disposition need
not be sent with the remittance.

REMIITANCES RECEIVED BY INDIVIDUATS

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

Any employee lvho receives a remittance which is the property of
the Office of the Administrator shall be responsible for immediately
delivering the remittance and any related. documents to the Division
of Finance and Accounts attaching a note stating the date and. hour
of receipt. If a remittance is not accompanied by supporting d.ocu-
ments, the note should identify the souree and purpose of the remittance.

6/3/65 Poge I
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\\rheuever the circurnstauccs makc such action desirable, the Divi-
sion of Finar.rce and Aeeounts r,vill prepare a letter to the remitter
acknorvledging reeeipt and lequestiug that future rernittarlces be ad-
dresscd to the Offiee of tlre Adnrinistrator, Division of Finanee and
Aecounts, ancl be aeeornpaniod by a statenleilt of tlre purpose of the
remittance.

REMITTANCES RECE]VED BY NAAII. ROOM

Ofticiql Remittonces

The I\fail Room sha]I recor<l each ollened item of mail found to con-
tain an ollicial remittance in a register maintained on Form II-56, In-
comin,tl Ncglotiable and Reglisteracl Mail. Each entry on the register
shall be initialerl by the pcrson opening the item eontaining the remit-
tance.

The opened rnail antl the Register shall then be given to the Control
Desk.

Preporotion of Form H-I, Moil Control

The control clerli shall prepare Fonn II-1, Mail ControI,, for eaeh
item eontaining an official remittance. Tlie serial number of the H-1
shall be entered on the Form H-56 in the column headed " TO " l im-
mediately after each serial number there shall be shorvn the first routing
hy means of the following sy'rnbols:

( F ) Remittance routed to Division of Finance and Accounts.
(I) Remittance routed to Division of Information.

The control clerk shall initial each remittanee entry on the Forrn H-56
and return it to the Mail Desk.

The control clerk shall remo\re one carbon copy of each Form H-1
covering a remittance as a pending cop5,; the mail shall then be
given to the messenger for delivery as prescribed below. The messen-
ger shall obtain receipts on the originals of Form H-1 and return the
originals to the Control Clerli.

The pend.ing copy shall be fiIed in the regular file of Forms H-1.
The receipterl originals shall be filed by serial nurnber in a separate
receipt fiIe. Any-atlvice subsequently received regarding disposition
of the remittance should be entered on the receipted original. Re-
ceipted originals shall be letained for trvo fiscal years, and shall be
made available for audit.

Remifionces of o Personol Nqture

Whenever mail containing remittances of a personal uature is received
in the MaiI Room the follou'ing instructions shall apply:

(1) Remittances forrvarclccl to employees in Treasury Department
check-mailing envelopes shall not be opened and, consequently,
shall not be recorded.

Poge 2 5/3/65
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(2) Remittances forurarded to employees in envelopes marked per-
sonal shall not be opened. nor recorded. (Refer to the instructions
in this Section under the heading Remittances Received by In-
dividuals, which are to be followed when the addressee d.iseovers
that sueh remittances are the property of the Office of the Ad-
ministrator. )

(3) Remittances forrvardecl to employees in envelopes, other than
Treasury Department envelopes, 's hich are not marked personal
shall be opened. ff such remittanees are found to be personal they
shall not be recorded.

Delivery of Remittonces

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

A remittarrce presqrrted as payrnent for OA publications shall be seut
to the Division of Information for transmittal as described below.

All other remittauces discovered. in mail opened by the Mail Desk
shall be delivered to the Division of Finance and Accounts for dis-
position as describetl below.

DISPOSITION OF REMTTTANCES

Division of lnformotion

The Division of hrfrlrniation slrall fonvarcl to the Goverurnent Priut-
ing Office any remittances of coilrs or stamps received in payment for
publications, noting such action ancl the date thereof on the Form H-1
rvhieh shall be filed by serial number to facilitate audit.

Checks received in payment for publications shall be sent to the
Division of Finance ancl Accounts for endorsement and transmittal
to the Government Printing Office. The Division of Information shall
retain one copy of each l'orm II-1 rvith the action notcd thereon.

Division of Finqnce ond Accounls

The Division of Finanee ancl lccolurts shall record eac]r reruittance
received by it in a register rnaintained in such manner as will fa-
cilitate the Division's observanee of the regulations governing cleposit
or disposition of ageDcy receipts. If a Form H-1 is received rT,ith a
remittance, the serial number shall be shown in the register entry.
Disposition shall be rrotecl on the Forrn H-1 rvhich sliall be filed by
serial number.

Checks received for payment of publications shall be endorsed. and
transmitted immediately to the Governmcnt Printing Offiee along rvith
any correspondence received with the lemittances.

Normally, official cash remittances shall be deposited by the Division
of Finanee and Aecounts rrithin forty-eight hours follorving receipt
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thereof in the Office of the Administrator. However, if a remittance
is found. to be the property of another Federal office or agency or a
constituent ageney, the Division of Finance and Aecounts shall seal the
remittance and all accompanying documents in an envelope addressed
to the other office and send it with Form H-33, Request for Specia,l
Messenger Seruice, to the Mail Room for clelivery. The messenger will
obtain a receipt on the original of the Form H-33. If the Division
cannot d.etermine orvnership within the 48-hour periocl, the remittance
shall be deposited pending iclentifieation of the owner.

Following deposits of official cash remittances for credit to the ac-
counts of the Office of the Administrator, any correspondenee or other
documents u,hich are properly for the attention of other OA offices shall
be released to sueh offices by the Division of Finance and Aecounts.

AUDITS

The Audit Divisiou rvill examine the registers and copies of Fortn
H-1 retained by each office in accordance hererrith in the course of
its periodic internal audits.
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1 See also Sectious 4-6 antl 4.7
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Section 4

USE OF IMPREST FUNDS 1

NEQUISITIONS

Supplies and equipment are ordered by submitting the original and
two copies of Form H-10, Requisition f or Supplies and, Equipment (see
Seetion 6-2), to the Property Management Branch, Division of Gen-
era,l Services. If the Director, Division of General Serviees, or his
designee, determines that the requiretl items are to be purchased from
Imprest Fund.s, the follorving endorsement shall be placed on the face
of the requisition:

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

Date-
The endorsement shall be dated and signed by the Director, Divi-

sion of General Services, or his designee, and one copy of the requisi-
tion shall be returnetl to the requisitioning office for over-the-eounter
purchase.

Limilqlion

The maximum dollar amount of articles or services proeured by use
of imprest funds from one vendor at any one time shall not exceed
$50.00.

ADVANCE OF CASH

The employee designated by the requisitioning office to make the pur-
chase shall submit the endorsed requisition to the Cashier. If in order,
the Cashier shall advance the estimated amount of cash needed to make
the purchase, obtain an Interim, Receipt for Cash (stub attached to
S.F. 1165, Receipt for Caslr-Bubaou,cher), and return the requisition to
the designated employee as authority to purchase the articles or services
stated thereon.

If a purchase for which cash is advanced cannot be completed and
the required receipt(s), as described below, returned. by the end of
the seeond. business day following the date of the advance, the cash must
be returned to the Cashier; otherwise the Cashier is required to take

3-I-4
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immediate action toward recovery thereof. Supervisory officials shall,
if necessary, take prompt and effective action to assist in recovering
any cash advanees, sinee the Cashier is aceountable for such advanees.

RECEIPI REQUIREMENIS

Each purchase made shall be supported by au original bill, sales
slip, cash register ticket, invoiee of the dealer, or equivalent receipt
form itemizing the artieles or services purchased. and the amount
thereof. In addition to these requirements, where individual pur-
chases are for $15.00 or more, the receipt form must be signed by the
dealer or his agent as evidence of payment.

Action Upon Completion of Purchose

When the purchase has been completed and the articles or services
have been delivered to the ordering offiee, the receiving certificate (lower
left-hand corner of the requisition) shall be executed by the person
receiving the item(s) purchased. The designated employee shall then
surrender the requisition, together with required receipt(s), to the
Cashier who shall mark the Interim Receipt For Cash stub "VOfD"
and return it to the employee. On the basis of the receipted clocuments,
the Cashier shall make ffnal settlement 'r'vith the designated employee.

INSIRUCIIONS TOR CASHIERS

A "Manual of Procedures and Instructions for Cashiers" has been
issued by the Treasury Department to all cashiers. The provisions of
the Treasury Department manual, insofar as they pertain to the use
of imprest funds as herein described, shall be followed. Of particular
importance are the provisions of Section 3 of the Treasury Department
manual, dealing with the advance of cash to eashiers for disbursing
purposes and the transfer of responsibility antt accountability for
such cash.

t
1

Poge 2 t2/17/62



3-t6
Port 3. Budgct ond Ficcol Controb
Choplcr l. Gcacral

Section 5

ADDITIONAT WITHHOLDING OF TAX ON WAGES UPON AGREEMENT
BY EMPTOYER AND EMPTOYEE

Bureau of the Budget Circular No. A-26, Revisetl, tlated May 2,7960,
provides:

"fn order to utilize pay tables to the extent applieable and other-
wise facilitate payroll and audit work, the following policy should
be adopted when additional withholding of tax is involved.

"1. Except as provided in paragraph 2, the amount of tax presently
withheltl plus the additional amount requested to be withheltl
each pay period shall conform to one of the amounts shown in the
tax withholding tables as set forth in Section 3402 ot Title 26
of the United States Code. For example, if an employee now has
three exemptions, he may request that an amount be withheld
equivalent to "2", tt1" or ttO" exemptions.

"2. Tn those cases where withholding is requested. in excess of the
amount provided by the "0" exemption, the amount to be with-
held shall be that which may be agreed upon by the employing
agency and the employee. Such withholding, however, shoultl
be a constant a^mount for each pay period."

If an employee requests a withholtling in excess of the amount
provided by the "0" exemption (2. above) it has been determined that
the exeess amount of withholding shall be in multiples of $1.00.

5/23/50 Poge I
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Section 6

REQUESTS FOR DISPOSITION OF SALARY CHECKS AND
SAVINGS BONDS

Form H-200.64, Bequest f or Disposition of Bal,ary Ch,eck and, Sauings
Bonil,, (Exhibit A), shall be used by employees to request disposition of
their ehecks and bontls on a temporary or occasional basis, or to request
disposition of their checks, by mail, on a permanent or continuing basis.
X'or disposition of bonds on a permanent basis employees should eon-
tact their Administrative Officer to obtain Treasury Department Form
No. 2254, Uniteil States Sanings Bond, Authorizat,inn for Purchase anil,
Bequest f or Ch,ange. Disposition of ehecks and bond"s in connection with
final salary payment when employees are separated. or placed on leave
without pay is provided for in the instructions in Section 2-4-3, Volume
IIr.

Employees shall submit a separate Form II-200.64 for each pay day
for which they wish to request a temporary change in the regular
disposition of their checks and,/or bontls. Distribution of checks and
bonds in accordance with such requests will be limitetl to the pay tlay
specified thereon.

When requesting permanent disposition of checks, the word "perman-
ent" shall be shown on X'orm H-200.64 in the bloek entitled "Pay Day
A-ffected" (see Exhibit A).

Form H-200.64, which may be obtained from Time and Attendance
Clerks or Administrative Officers is furnished in sets of an original and
one copy, and instructions for its preparation are provided thereon.
Both copies of the completed form are to be submitted to the Designatetl
Agent, Divisiou of X'inance and. Accounts.

t
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Section 4

*.

' 
coNrior of rnlv:li' Thi.'S.ction prescribes the proeedure to be followed in controlling;

tiavel in the'Ceatidl.Offce. Allowances cjf .man':days in travel statusr
will be issued q-uartenly to divisions and eomparable organizational,
units. To get tf,e rioSt out of available funds, ihe system-ttepende onl
thoughtful, rcasonable and aecurate requests and will require the.
cooperation of supervisors, individual travelers, and the stafr rrqloreible'
for maintaining the control reeords. Every effort will be made to handle;
the travel eontml so that reasqnable requests for allowances can be,
approved. trt is not intended that sigqificant reserves will be withheltl
for unexpected contingencies since it is believed that all of the money
avaitable for travel wilt be needed, and that it can be used more eon-
structively for known workload which can generally be planned in,
advanee.

TEOUEST FOR INAVEL AII.OWAilCE

Requests for allowanees of man-days in travel status shall be sub-
mitted in tluplicate to the Butlget Operatiors Unit, Butlget and
Organization Stafi, by the 10th -tlay of the month precefing the
beginning of eaeh quarter, on X'orm H-169, Traael Alloulo,n*e, ReEuest
anil, Ad.aine (Exhibit 3-3-4-A), with the request portion of the fom
completed. Deffnitions of the progrem categories for which travel moy
be required are contained in Seetion 3-3-2. In psLing travel requests,
eareful thought should be given to the puryose of antieipated travel so
that the detail of the request by pmgram will'accurately represent
travel needs in eaeh of the eategories for which the organirational unlt
has responsibility. The request should be aeeompanisd ty a memo-
randum indicating the localities to be visited and the gleneral puryo*
of the antieipated travpl. ,

AlrOWATC6

Allowance.s will be issued by the 20th of the month preceding the'
beginning of a quarter so that travel may be plannetl in advanee. The '

toi-al alloiances-will be divitled into such-sub-Iimitations as ano nequirtd
by the limitation on the use of travel funds in the appropriation Acte
for the eurreut year, and into butlgetary allocations indicating the'
number of days in travel status eontemplated in the allowance for eaeh
of the programs for which the organizational unit has a dircct or in-
tlirect responsibility. Atlvice of travel allowances will be made by
the Budget and Organization Staff by the return of one copy of tr'orm
H-169 with the Allocation and I-rimitation columns fflled in. Irimitations
stated in the allowanee may not be exceeded for any reason. Ihis is of
the ufuost importanee in assuring the obsorvanee of legal fund limita-
tions containett in the appropriation Aets.i Butlgetary allocations may
be administratively adjustecl to the extent of. l0/o for eaeh program Bo
long as the combinetl atljustments do not exceed. a limitation. Allow-
anees expire at the end of each quarter, and balanees \ri[ not be adtled
to the following quarter's allowance. There is an absolute dollar
a/3o/52 legn I
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lirnif61isa on the rrse of certsiu tteve].fundi which the butlget and fscal
stafrs will undertake to obseme thruugh the controls providetl in this
procedurie. Eo\rever, the responsibility ftii. oompliance'iyith the ccintrtle
rrests with tho supewisor whose sta,fi'has reason to travel and wit[ the
individual traveler.
NECESSIIY ;OT TEVTSED REOUISI

If changes of more thanlD/o in one or more of the allocations, or qW
changes in the limitations, are deemed ne@ssary, a request for revision
of the allowance should be made to the Butlget Operations Unit by
submitting two copies of Form E-169 with a memorandum explaining
the need for revision. This should be done early enough to permit the
cancellation of trips which woultl use more than trO0 percent of the
days under limitation or 110 percont of the days eovered by budgetary
alloeation should the Budget Operations Unit be unable to approve the
requested revision because of other commitments.

TESPONSIBII,IIIES OF IHE TRAVEIER

Holdcr of Spcciol Trlp Authorlzation

In filling out Forrn H-25, Traael Oriler-Bequest onil, Authortaotion,
the traveler should enter as Item 14 the number of days he will be in
travel status and as trtem.15 the program or programs to whieh the trip
shoultl be eharged. If two or more'programs are involved, the pereent-
age to be charged to eaeh prcgram shoulcl be listed in Item 15. This
is necessary to advise both the X'inance and Aeeouuts,Branch and the
pemon maintaining the Traael, Control, Becoril of the program or pro-
grams to which the travel ehoulil be charged. Any uubsequent ckange
in plans which efrects a major change in the programs traveled for
should be noted on the last line of the first page of the l'Description"
or."Character of Expenditures" section of the travel voucher when
it is filed. Youchers should be filetl within 5 days after completion of
travel. If two or more trips are contemplated within a given month,
a combined. r'oueher should be filetl within 5 days after the completion
of the final trip. If the traveler is to begin a trip during the first week
of a month, he should make every effort to file his voucher for the
previous month before he leaves.

Holdrr of Gonorol lrovol Aulhcdrotlon
It is the responsibility of eaeh holder of a General Travel Authoriza-

tion, before he leaves Washington, D. C. on offieial travel, to assurc
himself that the travel allowanee of his organizational unit contains a
balance suffioient to cover the estimated duration of the trip. He is
also responsible for having two copies of Form E-163, Notito of ?tute)
Urd,er General, Tmuel, Authortzafion (E:fiibit 3-3-+B), gsmpleted and
routed, through the perton maintaining l}.e Trutel Control Becotfl, rn
his unit, to the Finance and Aecounts Branch as soon as the trip is
approved. One copy will be rrtunred to the traveler to be attached to
hie travel voueher. Notiees for ea& traveler shottld be numbered
eonsecutively in the upper right corner starting with "1" at the
beginning of each fscal year. This number shoultl atso be wetl in
numbering trips when ma,king out Travel Youchers. The name of
the traveler and his division or orgauizational unit should be entered

clgoll, Pcgr 8
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IIOTICE OF TRAYET UilOER GEI{ERAL TRAVEL AUTHORTZATIOII

P. R. llay. DivlBlon of HousJ.ng. rill lcove rorhingtol, D. C.(1t....1 tr.t.t.r)
on July 2, 1952 fo, 8 doyr of trcvrl

( D.a. ,
ud.r G.!.rql Trcvcl luthoritation No, 0L6 for th. fo,lloring progrqor:
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Coordinatlon and SuDervi.sion 7tfi

kograrmlng Dcf.Hsg, and Coma. Fac. 29fi

!&a Ccarro! cf lrw.t

u. b6-. L a'

Comptreteil X'ormE-76\ Notiae of tyanal,Utd,er @eneral, Trasel,

in the "name of Traveler" space on Form H-163, and the number of
days in travel status, the program or programs chargeable for the
travel, and the percentage chargeable to each, should be entered in
the appropriate spaees in the same manner as provitled in the
preceeding paragraph with regard to special travel authorizations.
Any subsequent change in plans which effects a major change in the
programs traveled for should be noted on the Iast line of the first
page of the "Description" or "Character of Expend.itures" section
qf the travel voucher when it is flIed. Shoultl s planned trip be can-
eeled., the traveler's copy of Form If-163 marked "Cancel" should be
routed to Finance and Accounts through the control clerk.

Prompt submisgion of X'orm II-163 is vital to the travel control sys-
,tem as it will be the obligating document for travel accomplished
uncler a general authorization. Accurate reeords of travel costs will
result only if travelers cooperate in the timely submission or cancel-
lation of Form I{-163.

Eolders of General Travel Authorizations should submit one Travel
Youeher for each month in which travel is accomplished, combining all
trips made during the month. Youchers, with the traveler's copies of
X'om H-163 attaehed, should be sribmitted not later than the 10th day
of the following month. If travel is contemplatetl during the early
part of the month and the traveler will be unable to file his voucher for
Pogc 4 8/go/s2
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the previous month by the 10th, ho should make every effort to file it
before he leaves.

CONTROI TECOTDS,

To aid operating offieials in controlling travel aud the Budget Opera-
tions Uuit in keeping a eurrent eost-per-travel-day figure, Fom E-164,
Traael, Control, Recoril, (Exhibit 3-3-4-C), shall be maintained in each
organizational unit to which a travel allowanee is issued. The heatl of
each unit receiving an allowance shall designate one pefflon to maintain
ths Trauel, Control, Beuril through whom all Traael, Orilers, Noti,ces of
Traael Uniler General, Trauel, Authorizati,on, and Traael Vou,clters wtll
be cleared so that necessary information will be posted to the record.

IN'IRUCTTONS FOR }IAINIATNINO FORTI H.T64, IRAVEI, COHTRO! RECORD

A separate Form H-164 should be set up at the beginning of each
quarter, in duplicate, and maintained continuously throughout the
quarter. At the end of each month, a copy of the reoord shall be sent
to the Budget Operations Unit, Budget and Organization Stafr not
Iater than the 10th of the month. If travel is sufficiently light, the
same original sheet may be continued for the seeond antl third months
of the allowance period, but with a new earbon eaeh month.

Sctting up thc Rcconl

To set up the Traael Control Recor,il at the beginning of the quarter,
the person designated to maintain it should ffrst fill in the name of the
organizational unit and the date on which the quarter ends. In the left
hand side of the space for month, he should enter the first month of the
quarter. At the beginning of each succeeding month, after the dupli-
cate for the preceding mouth has been sent to the Budget Operations
Unit, and a new duplicate inserted, the current month shoultl be
entered in the "Month" space. Entry number one for eaeh quarter
consists of the number "1" in the entry eolumn, the words "Allowance
for quarter" in the "Name of Traveler" column, and the number of
days in each allocation in separate eolumns (7 through 14). Column
? shall be used uniformly for the total allowance. Exhibit 3-3-4-C
illustrates how the various entries should be ma,ile. When & new
sheet is begun at any time in the quarter, the ffrst entry on the
new sheet should be "Balance of Allowance," with the flnal balances
from the previous sheet brought forward in columns 7 through 14.
Column 15 is to be left blank for the use of the Builget Operations Unit.

Entrior to bo ilcdo lthrn frovcl L Plcnnrd or llqurrl lniticrod

On reeeipt of a completed Form H-163 from a holder of a General
Travel Authorization, or Form E-25, the following information shall
be entered on the Traael Control Reaord,:

(1) The next eonsecutive entry number in Column 1.
(2) The name of the traveler in Column 2.
(3) The inclusive dates of travel in Column 3.
(4) The authorization number in Column 4. In the case of a General

Travel Authorization, the number of the authorization shoultl

Posc 6 Clgo/rz
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be followed by a dash &nd the number of the trip from the upper
ttgll lrapd corner of the X'orm H-163 (see entry number 2,
Exhibit 3-3-4-C).

(5) The estimated number of days iu travel status in Column 5.

Column 6 is left blank at this time.

The estimated number of days from Column 5 should be subtracted
from tho previous balance in Column 7 and the result entered in
Column 7.

The estimated number of d,ays, is then also subtracted from the allow-
anee for the program chargeable for the travel. If the travel is for two
or mone prsgrarns, the estimated number of days is prorated to the
programs involved and then subtracted from the balanees for those
prograuN.

Entrloi to bo ilodr W[rn Vouchtr ir Hlod
'When a completed Trave1 Youeher is received. the following entries

shall be made on the Trauel, Control Record:
(1) If the actual number of days traveled is the same as the estimated

number of days in Column 5 of the original entry, and there is no change
in the programs chargeable, a cheek should be entered. in Column 6
of the original entry.

(2) If the actual number of days traveled is diferent from the
number originally estimated, or if the proration to prograrrs is changed,
an arrow pointing down should be entered in Column 6 of the origi-
nal entry and a new line used for the voucher entry. The entry number
should be the same as the original entry but with "v" added to indicate
that it is a voueher entry. Colum:cs 2, 4 and 5 are eompleted as in the
original entry. Tho actual dates of travel should be entered. in Column
3. The actual number of days in travel status shoultl be entered in
Column 6 of the vouchen entry and the diference between estimated
and actual days used to adjust the balance of allowance columns. If
the aetual days are less than the estimated, the d.ifferenee is added to
the balance. If the actual number of days is greater, the difrerenee
should be subtracted from the balance. The latter case will only oceur
on trips under General Travel Authorizations, as the holder of. a Traruel,
Order, X'orm E-25 will have to get a supplemental order to extend his
trip. Supplemental ord.ers are accounted for as a separate entry using
the original entry number followed by ''s. " 'Where the aetual number of
days is the same as the estimated but the program distribution rs tliffer-
ent, a voueher entry is mad.e and the program allowance balances ale
adjusted to correct for the changed distribution. A trip mad.e at the end
of a quarter, which carries over into the next period may be charged in
total to the quarter which is endiug if there is a sufficient balance in the
allowanee to cover it, or, if the balance is not large enough to cover the
entire trip, it may be split between the quarters charging to eaeh
period the actual day*r traveled in that period. The days traveled in the
expiring quarter may not, however, be charged to the allowanee for
the next quarter.

'8/go/52 Pogo 7
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ADmTNETnATVE ADJUSTTTENTS Or AUOWANGES

As pmvided in the paregraph on sllowances, allocations may be ad-
justedto the exteut of.70% of any program allocation: If such attjust-
ment is deemed necefsary, an entry is made intJrre Tranel, Control, Eearil
indicating the programs involved and atljusting the balancei for those
programs. Eniry number 16 in Exhibit 3-3-+C shows how this slioulal
be iccomplished. This applies only to allocations \rithh limitations.
Limitations cannot be atljustetl exeept by obtaining a revised allbwanee
fnom the Budget Operations Unit.

TtAVEl IY WAE, WOC, AND NE!ilBUNTAIU E'ilPIOYEE5

All persons to whom the Office of the Administrator pays per diem are
considereil to be in travel status and are chargeable to the travel allow-
ances of the organizational unit for which they are worlCng. This ap-
plies to reimbursbble employees of other agencies, intermittent and long
term WAE employees, Atlvisory Committee members, and other ehort-
term consultants serving without gsmpensation. The symbols WAE,
WOC, or B. I-r. shoultl appear after the traveler's name in eatries
eovering any of these situations.

Prgr t Elso/sz
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Porr 3. lodgcr ond Hrcol Controls

Ghopnrr {. Control of Progrom Fundr

3-4-t

Section I

GENERAT

NEOUESIS FOR APPORIION'ilENT AND REAPPORIIONMENT

The Director, Budget and Orgauization Stafr, is responsible for the
preparation and submission of requests for apportioument in accord-
ance with Budget-Treasury Regulation No. 1, September 1950. Such
requests will be prepared considering (1) appropriation and statutory
limitations, (2) policies established by the Administrator, (3) the eur-
rent status of funds as reflected in Agency accounting reeorcls, and
(4) forecasts of requirements by officials responsible for program
eperations. Apportionments and reapportionments established by the
Director of the Bureau of the Budget will establish limitations for
program operations. Control ledgers shall be maintainetl by the tr'inance
and Accounts Branch to which shall be posted apportionments, allot-
ments issued, and unallocated apportionments. The total of allotments
issued shall at no time exceed the amount shown on the most recent
approved request for apportionment or reapportionment for the period
covered.

Ai,LOTMENTS

Upon receipt of an apportionment or reapportionment, the Director,
Butlget and Organization Staff, or his authorized representative, will
issue an Ailadce of Allotmeni, Xrorm H-158, establishing fund limitations
for program expenses. In those instances where program accounts are
maintained in Regional Offices, or where allotment limitations are estab-
lishetl on a project basis, tlivision direetors of program activities shall
submit requests to the Butlget and Organization Staff for the allotnent
of funtls required for program operations. The Director, Budget and
Organization Staff, may authorize allottees to sub-allot funds.

Effective beginning tr'ebruary l, 1952, eommitments or expenditures
shall not be ineurred unless an available balance therefor exists in an
appropriate allotment account established by the Director, Budget and
Organization Staff.

TIAINTENA}{CE OF AIIOTI,IENT AGCOUNIS

The Finance and Accounts Branch shall establish and maintain allot-
ment ledgers on each allotment limitation on Standard X'orm 1015-
Revised, All,otmcnt Leil,ger, or similar form. AII commitments applieable
to the allotment account shall be posted untler the "Obligation" column
of this letlger and shall reduce the uneommitted balance of the allot-
ment aecount. Commitments are tlefinetl as transaetions which represent
a liability for the payment of money by the United States Glovernment,
whether or not such payment is due. Payments against commitments
shall be posted under the column heatled "Net Disbursement
Youchers."

l/2/58 posc r
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NEPORIS

Gcncrol

The Fiuance and Accounts Branch shall be responsible for the prep-
aration of reports on the status of apportionments (Standard X'orrns
133 and 143) as required by Budget-Treasury Regulation No. 1, Sep-
tember 1950, and one copy of such reports shall be sent to the Director,
Budget and Organization Staff.

In addition, the Finance aud Accounts Branch shall prepare monthly
reports ou the status of each allotment account indicating cumulative
data with respect to allotments, commitments, disbursements, and un-
eommitted balances. Reports shall be submitted separately for allot-
ments made to Regional Offices and the Central Office. A total summary
report shall be prepared for each program. The original of all sueh
reports shall be sent to the Director, Budget and Organization Staff,
and the first copy of reports shall be distributetl to the appropriate
program offieials.

Pogc 2 r/2/58
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Administrotive Proctice Hondbook
?otl 4. frovel ond fronsporlolion

4-l

,

Section I

GENERAL PROVISIONS RELAIING IO IRAVET

The procethu'es irl Part 4 govern travel at Government expense by
t'uployees of the Central Offiee. They cover the general administrative
requirements with lespect to the authorization and completion of travel
and the submission of reimbursement vouchels. Horvever, the Manual
is not a travel handbook or a complete guide to special or unusual travel
situations.

RESPONSIBITITIES OF TRAVEIERS

Employees traleling a.t Government experrse are expected to fa-
miliarize thenrselves rrith these procedures and the provisions of the
Standardized Govemment Travel Regulatiorrs. By so doing they will
sirnplify the handling of travel autliolizations antl travel reimburse-
ment vouchers and rvill a'i,oid situations in whieh their finaneial inter-
ests may be affected atlr,ersely.

When situations arise u'hich are not co\rered by these proced.ures or
the Standardized Government Travel Regulations, travelers should
consult the Travel Section, Division of General Serviees.

The Travel Section and the unit in rvhich leimbursement vouchers are
autlited are required to hold all travelers to strict complianee with the
larvs, regulations, and deeisions rvith respect to travel. No authority
exists to 'waive any larv, regulation. or tlecision on the basis that the
trarreler lvas not arvale of it at the time the travel was performed.

3/ I /62 Poge I



Administrotive Proctice Hondbook 4-2
Port 4. Trovel ond Tronsporlotion

Section 2

TRAVET REQUEST AND AUTHORIZATION

'[ralt,I at Goyelument expense must be i1) recommended by an
rrlficer authorized herein to make such reconlrnendations and (2)
authorized or approved in rvriting by the Atlministrator or by an
offieer to t'hom such authority has been expressly delegated by thtr
Aclnrinistrator.

RECO}IMENDING OFFICERS

Ileads of constituent units and ofiices. the Deputy Administlator'
rvith respect to staff units reporting direetly to him, and their desiglees
are authorized to Ieeommend the performance of travel at Govern-
meut expense by employees under their supervision.

AUIHORIZING OTFICERS

Aut,hority to authorize or appl'ove travel on a per diem basis has
beeu delegated to the Assistant Administrator (Administration), the
Director, Division of General Services, the Direetor, Property Manage-
ment Branch, and the Executive Office, Division of General Services.

Authority to authorize ot' approve tlavel or1 an actual subsistenee
expense basis has bcen reservetl by the Administrator.

PRIOR RECOiiI,IENDAIION AND AUIHORIZAI|ON REQUIREMENIS

Travel at Government expense must be officially recommended arrd
authorized prior to its performance unless an emergency or unusual
eireumstance prevents sueh action. If travel is performed for official
purposes without priol recommendation and authorizatiou, reimbruse-
ment of the expenses incurred may be matle only if the traveler justifies
the trip in terms of the advantage to the Government.

The Standardized Government 1'rar,el Rt'gulations also provitle that
travelers may be reimbursetl for celtairr iterns of travel expenses, such
as excess baggage charges, chalges for the hire of special conveyances,
and eharges for extra-fare trains or planes. rr-hen such items have been
expressly authorized or adrnirristratively approved.

Aecordingly, all clainrs fot unauthorized trip cxpenses or for. items
of expense requiring specific authority shall contain a statement (or
be accompanied by a rnemorandum attaehed to and made part of the
claim), explaining the offieial circurnstarrces lvhich occasioned the
expenditure and justifying it iu terms of the official neecl or advantage
1o the (-loternmerrl.
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Each qlaim requesting reimbursenent of unauthorized expenses not
covered by prior authorization shall be transmitted to the Travel Sec-
tion, Division of General Services, for consideratiou. An authorizing
officer in the Division of General Services will indicate his approval or
disapproval of the elaim or items in question and fors.ard the claim to
the Division of Finance and Accounts for settlement. If payrnent is
disapproved, the Division of Finance and Accounts will notify the
traveler through the issuance of a Fotm H-209, Atintinistratiue Differ-
ence Statement, setting forth the facts.

TRAVET AUTHORIZAIION PROCEDURE

Travel is normally authorized ou an individual trip basis.

General travel authorizations rnay be issued, on an allnual basis, to
employees who are required to travel frequently and on short notice.
General travel authorizations shall specify the geographical area in
rvhieh travel may be performed and shall be issued only when travel
is so frequent that the issuanee of individual authorizations would
cause an unreasonable adrninistrative burden. General travel authori-
zations will not be issued automaticallv on tlre basis of title or organi-
zational position.

Securing frsvel Authorizqlion

Travel authorizations shall be requested ou Forrr H-25,'l'rarcl Order

-Request 
and, Au,thorizq,tion (Exhibits A and B).

Forrn H-25 shall be (1) prepaled iu tlie traveler"s unit; (2) signed
by the requesting official; (3) signed at the constitueut unit or divisional
level under Item 17 as required utrder " Recotnntettdiug Ofificers " above ;

and (4) forwartled to the Travel Section, Division of General Services.

Regulations prescribing the modes of travel antl accommodations
authorized and travel expenses allorn'able ate coveretl in Seetious 4-3
and 4-4, respectively.

The Travel Sectiou shall revierv the request aud, if iu order, cortrplete
the travel authorizatiou and present it to au authorizing offi.cial for
signature.

Copies of the approved travel authorization are distributed as fol-
lows:

Originat-returued to the travelel as evidtrnce of his authority to
perform the travel

1 copy-retained in the Travel Section
2 copies-forwarded to the Division of Finarrce and Accounts

Amendmenls to Trovel Authorizqtion

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

Poge 2 3/l/62



Trovel Requesl ond Authorizotion 4-2

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

-, 
dated 

-, 

for the purpose of (adding names of
cities to the itinerary, deleting names of cities from the itinerary, or
extending or limiting the dates of travel)."

IRAVEI REOUIRING S?ECIAT JUSTIFICAIION AND AUTHORIZATION

Arendonce ot llleetings

Travel for the purpose of attendirrg conventions or other meetings of
outside organizations will be approved only for the purpose of giving
or aequiriug information relating to the 'rvork of the Agency, and
only where such attendance is in the interest of the Government and
rvill further Agency programs. In such eases the employee attends as
a representative of the Agency.

Attendance at meetiugs as a representative of the Agency involving
expenses of travel or a registration fee must be administratively ap-
proved, in advance, by the Deputy Administrator. Attendance at
meetings as a representative of the Agency not involving expenses of
travel or a registration fee shall be adrninistratively approved, in ad-
vance, by the appropriate constituent unit or office head., who shall
d.etermine that such attendance is in the iuterests of and related to the
activities of the Agency, but approval of the Deputy Administrator is
not required. No ernployee shall commit himself formally or informally
to attend or participate in a meeting of au outside organization before
securing such approvals.

Approval for attendauce at meetings shall be requested on Form
H-67 , Request f or Authorization to Attend, Meetdng ( Exhibit C ), which
shall be submitted in duplicate to the head of the employee's constituent
unit or office. If Clovernment funds are to be used for any part of the
expense of travel, Form H-25, Trauel Ord,er-Request and, Autltorizq,-
tion, shall accompany Forrn H-67. Unless special circumstances are
shown to justify an exception, Form H-67 must be submitted not less
than ten days before the stated meeting r-ill begin.

If the request involves expenses of travel or a registration fee, the
constituent unit or office head shall forward the forms to the Deputy
Administrator. If the Deputy Administrator approves the request, he
will return the duplicate copy of Form H-67 to the originating office as
notice of approval and scnd the original of Form H-67, together with
Form H-25, to the Travel Section.

If the request does not involve expenses of travel or a registration fee
and if the coustituent unit or office head approves it, he will return the
duplicate copy of Form H-67 to the originating office as notice of
approval and retain the original.
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Trovel to Attend Troining Sessions

Travel for the purpose of attending uniyersity semillars, professional
association meetings, or other similar meetings solely for the purpose of
professional development or training may be approvetl only after the
training itself has been approved. on Form H-830, Requ,est and, Authori-
za,tio?L for Training, by an authorized official. (Exhibit A, Section
2-9-1. )

Initiating offices should. subrnit Form H-25, Trauel Ortler-Request
and Auth.oriaation,with Form H-830 to the Division of Personnel. After
the training is approved, Form H-25 will be forwartled to the Travel
Section for processing, with a eopy of Form TI-830. Since the Division
of Personnel indicates special conditions covered by the registration
fee on the face of Form H-830, any available training announcements
or schedules should be attaehed to Form II-830 by the initiating office.
Form H-830 need not be used if the employee will be appearing as a
representative of the Agency in any portion of the eonference or meet-
ing. (See Attendance at Meetings above.)

Privote Adviser Trovel--Other rhon W,A.E, or W.O.C, Consuhonts

Individualslvho are requested to serve the Office of the Administrator
or any of the eonstituent units as advisers without having been ap-
pointed as consultants or named as members of an established advisory
committee may be authorized to travel at Government expense only on
requests approved by the Administrator.
' Th* official requiring the services of an atlviser shall prepare a
memorandum to the Administrator, setting forth the need for the serv-
ices and the points between which the travel rvill be required, and
requesting the Administrator's consideration and approval on the
memorandum. The memorandum shall be routed to the Atlministrator
through the Division of Personnel.

Memorandum requests approved or disapproved by the Administrator
ivill be returned to the requesting officers through the Division of Per-
sonnel. An approved memorandum request must aecompany each Form
H-25 sent to the Travel Section.

fronsfers of Oficiol Srqrion

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

Tlie office originating Standard Form 52. Request for Personnel
- ction, recommending a permanent ehange of official station shall com-
plete and submit rvith it a request for authorization of travel and
transfer expeuses on Form H-25, Trauel Order-Eeqrtest a,nd Authori-
zcrti,ott. Any special provisions, such as the names, ages, relationslrip,
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Trovel Request ond Authorizotion 4-2

ancl ruodes of travel of dependents to be rnoved and the approxintate
\yeight of household effects to be shipped shall be entered under Item 11
on Form H-25. The requesting offieer will sign Item 16.

If the recommentled transfer is appror,ed and travel and transporta-
tion expenses are allo'lvable, the Director of Personnel shall sign Itetr
17 of the Form H-25 and forward it, with the necessary journal infor-
mation, to the Division of General Services for issuance of the travel
authorization.

The legal and regulatory requirements governing travel by depentl-
ents of employees and the shipment of household goods aud effects are
rletailed and eomplex. Employees authorized. to travel to a new official
station at Government expense should eonsult the Travel Section irr
ad.vanee of making shipment or performing travel, since failure to
ascertain and observe these requirements may result in serious financial
loss to the employee.

New Employees Recruited from Another Federol Agency

When an employee is recruited from another Government agency
and it is determined that he is eligible for transfer at Government
expense, the offiee originating Starrdard I'orm 52, llequest for Per-
sonnel Action, shall complete and submit a request for authorization
of travel and expenses on Form H-25. Trautl Ordcr-Request and
Authorieation.

Since the personnel action and the request for authorization of tlavel
and experrses must be approved at the same time, Form H-25 shoulrl
accompany Standard Form 52 or be forwarded as soon as possibie
after submission of that form.

The proeedures for eompleting and processing Form H-25 outlinecl
undel "Transfers of Official Station" should be follorved.

Other Speciol Trovel

Travel by persons serving without corupensation as members of
Agency committees; advisers or consultauts appointed on a "wherr
actually employecl " or " rvithout compensation " basis ; and employees
of other Federal agencies rvhile serving on reimbursable detail to the
Office of the Administrator or to a eonstituent unit shall be requested
in the same manner as that for employees of the Office of the Adminis-
trator and the constituent units.

Appointments to Positions lnvolving Monpower Shortoge

Appointees to positions for which the Civil Service Commission rle-
termines there is a manpo\I'er shortage are entitled to expenses of ( 1)
travel, (2) transportation of their immediate families, anal (3) trans-
portation of their household goods and personal effects, aII from their
places of aetual residenee at time of selection for appointment or for
prourntion to their first permanent duty stations, antt (4) advance of
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4-2 Trovel Request ond Authorizotion

funds fol these purposes. (Section 7 of the Administrative Expenses
Acf 6f August 2, t946, as amended by Public Law 86-587 approved
July 5, 1960.)

The proced.ures for completing ancl processing Form H-25 outlined
tluder "Transfers of Official Station" above should be followed for
appointments to these positions.

REIMBURSEMENT OF ACTUAI. SUBSISTENCE EXPENSES

Employees are expected to travel on a per diem basis uuless prior
authorizatiou for travel on an actual expense basis has been obtained
on the basis of the eriteria set forth in Section 4-4. Ilowever, reim-
brusement for actual expenses based on these criteria may be approved.
subsequent to travel rvhen unusual and unanticipated circumstanees
atising during a trip require an employee to incur subsistence costs
in exeess of his authorized per diem.

Travel orders proposing travel on an actual subsistence expense basis
shall be processed as prescribed in this Section. The Division of General
Services shall reviel'tlre justification for travel on an actual expense
basis to tletermiue rvhether the criteria outlined above have been rnet
ancl submit the orcler to the Administrator for action.

\\rhen prior authorization has not been obtained, the ernployee rnay
elaim reimbursement for aetual expenses on his travel voucher. The
voucher shall eontain a justiffcation for the expenses incurred, be
approved by the office head coneerned, and be submitted to the Division
of General Services. The Division of Geueral Services shall review the
.jnstifieation to deteunine rvhether the criteria outlined above have been
met and submit the voucher to the Administrator for action.
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EXHIBIT B

INSTTUCTIONS IOf, ?REPATATION

For et rqu6t o. .B6dodl lt. idd.tinr ollic. i[all (ohpld. qr.a:on! I throuFh li oi For6 H'?i..r shorn hlor. thr
fod ,il b 9r.F..d h fivG .opi€ ud $rlt & r.l to t6. r.(omn.ndibS oilic.., .rc.pl th. 'Sc.va.., l)iviiion or Oilic. Copy" r$ct
uy & Br.i..d for tt. blEhs ofli.." rib. Tb. rftoon..dns ofli..r sh.ll ri.n rt. tr.v.I r.qu.(. il h. .on([s, .nd forw.d lorr
cqi6 lo Ih? app.opdE tulto&b! olri(Ll, tu lollo*ins l$trurtiotrs.( numb.ili ro corr.rFnd rilh tt. .umErcd cntdes or &
loB'

r. k Etrld lh r.v.t..!. u@.{.t1, s ir tpB6 on Ui.pFirrmcnt n(:ion, or l.u.r.l 4...hchr.

,. Or{icirl Stidot: Etrt.r dIy ud r.r.. ..d Esionil ruh&r il b.zt.d in . R.s:onal Otlicc

r lgElgg_Plgr: Id.ntily r@D rd buildins lh.r. r.qucst ir iairiard.

a, St.r$ ol Tr.v.l.r: n rhc hvdB ! u OA URA CFA or SHFA R.Fosl .Bploye. .nt.r .n "x" h rt. Iirsr bl@!. lf th.
t!:v.l.r i5 rn oDloy.! ol .ootb.r rc.s or r.ihbu.sblc d.rail, or il !. b .. .dvLor o! conlut.nl, .nt.r .r "X" ir (h. blct

5. rc Il rhc tnv.l.r b.n OA, UM, CFA or B(rr a.sioMl @ploy@, o. b on Ei6bun.bl. da.il, .nt.. hb Fsilion tl!.
.i!.riy .s it .pDc..i on hir tD9oinro.nl..tlon, or i. rh! l.tt4 .t .Erfthcnt covcdnr hir d.r.il, It thc tr.r.lcr k .tr .dvtor or .o.-
3!lt$t..n1.. tbc rpproprii. dtL; .,a., M.B&r, Advno.y Comhirte or Hoqitrg lor tt. Eld..lyi Coniu[.nt W.OC i or Con-

6. P!jj:!!l!_9lljg: td.ntily 6. divuo. o. oth.. orsrnizrtio.al unit shich rh. rrv.l.r s.re.!.

,. Illlr)E Enl{ th. t.l.pbon. .rlcad.a ol tt. oili.. ahici inilt6 th. r.au.{.

t.ltill@ Arl.rth.r'od"l!oo",.nt.rrhc!.6.olrh.(ilrvn..ck!v.lwillhsinirndrtr.r'rndR.ruhTo",th..ilyf,hcE
tii.l frll.bd. Il.n hdlddu.l tdr.rC.r L EquBtd, !to* th. n.a. of a.b .ty ro shlch rh. rlv.br nill !o lo. th. pu@4 ot
F.lor&irr ofiidrl &ry. (Tt. uE€ ol.lti6 rl *bi(h n. *ill ltop her.ly lo. th. purporc ol mrlirc ornioodarion connrtions
ad nor & eborr.) If. t.r.dt trv(l ddcr i .cquBr.d. dr*db. ln. ii.{ in shi.[ th. tr.r.lc. will bc r.qui.cd to kav.l tor tb.
Dua.* ol F.fo@ina olri.i.l d{ry oo . ,..urriq brst

Puno* ol Tnv.l: Ent.r r .o.& rt.rlD.nr ot i[. purpoe oi th. t.rv.l. 
^ 

Fn.r.l p$po* il.t.ncnt, 3urh il "For the condu.t

ro.yg!3gfI!:!: Ent.r.tr"x"bs.dfitct.r.dbio(lls) indcatins Bilicul.r bod. oi rrln5Fn.uon th. krv.l.r *ill b.

If hrvcl by pdvar.ly owE.d.utoilobilc on a hilcrc. br{s is rdqu.sled:
B l. E.t.r .n "X" in til !b-bloct il tht hode o{ [r!.1 ir r.ru.sr.d tor the Frtonil {onv.ni.^c. ot th. tr.r.hr.
O ,. Erter M "X" ln tbir irb-Uloct if il h$ b.en predet.rmined thrt thi. hodc oi travel will bu mor. rdvrnrrs.ou! 10
l\. Cov.hhrnr

tl th. us. ol r Gov.rns6t{ird hdor v.hkb l! rq!ir.4 lor k.v.l l. point! ootsid. th..mplovF'i ofliri.l rtrtion, Gnler an
"X" in rU. nln bl*& lctl.d "C".rd rp..iiy "Covc.rment-owred r.hi.lc" in th. spr.. follorlrs "Oth..'

!f, R.m.rb: Tbii sp.c. ! grovid.d lor .ny rnulu.l chudsr.ncG reqlidns an .rpl.narion, N.h !.: kivdcl3 pc. diem ..tc wh.rr a
16*r.hounl will (ov.r rh. 5ubslrt.ne .iFnai iny !n!r!il .\pcrs.r ro b. incurtedi il indiridull t.urDo(irion reluea. ir.
nad.d; ud, il travd ! hcid.nr !o . dr,a. ol ol{icLl 3auon, .! .xphn.rion oI th. 3Fcil proelioni rcqucJ.d rnd/or r.inspor
hlio. oI d.Fnd6k tnd ho@hold.llc.B. (Lbt u6c, rr rnd r.l.tionship.l drFnd.nG, th.ir md. ot tEv.l !trd lporo\inat
,.iqhr ol houdold .li*k to ba !Urpcd.) mh 3prc. k .Lo prolid.d lor rt.ti.s rtc nrru.. .f in rm.ndinr ..qn.s, ,u.h ae "Tb!
.b.ndr TBvd Ord{ No- .il.d-' ro indud. i.ddtional .!ht, d.l.r. .iric:. or .\r.nd.d J!tl,l)."

ta Els!i:3lnlf:!99. ht.r rb. d.t u.v.l i. to &8in.

ll. Eg!!:!9IlE:-1!9g. tut.r th. d!r. o. sti.t t!.vcl.r ! to Etlro.

r. !!IE!j!31:j!-.9!: Ent.. rb. D.rlmrn numb.r .r dtyi ror *hi.h Er di.m will b. (rrim.d.

lt. hoshpr lndt.t. th. protrlh (h:q.rbl.. II nor. rh.n on. prorr.m t r€pr.r.nt.d, show ln. .nim.ilrd p.r(dntrq. o( trnG
vhth eill & d.vot.d ro ...ii .,,. Coll.Sc Boslu - 4ori, Pnblir r.cilit, Lot! - 60%

16. !:!liEjg The orfthl who !.qu.*t $.r rn. r.vcl bc Filormcd $all lign h.r.

lr, S.E!g Tb orItLl .lilotu to r*oDod lbrt lh. r.e.l h p.tlodd !h.U *n lcB

-tr Srr.drrd Io,i 1160, Ulid Sur.t.a AEda Truipor[riotr Rqu?!. re.L,.! FJblc ror.ll olii(d codoor.arn!. trrr.l rnd

\l$ r r.ro.d oi rt!.on ol *.vlc rnd t.(ommodrli.n; r$.ird.

f,.--r r !6od ol $. d.p..ru.. rim.. .ll rtopor.r. or pla($ viJr.d, dil. rnd lao. ol r.l!.n,.nd a. the cr* oi. privlr.lr o*n.d ruto.
rolit!. lh. dl{.n.. htskn Finlr rijirtd

@kin rccdfl! :rd .(ich th.m lo tosr lourh.r lor ill it.hr ot .tFndilur. o, Dor. rh.D Sj aO

Folloq .adty your t&.1 ord.r rhox-n o. rh. i3.c of th! lorh.
Frhili.d.c yo!.etl eih th. provllion! oi thc Slrn&rdi.d Gov.rne.nt Trrt.l R.luhlion.

I _ THINGS ?O 8,EMEM8ER AND MAINTAIN A RTCORD OF

il - soMa ITEMS OF EXPINDITURE RIQUIRING ,USTIFICAIION

E(r.J!E Dl.n. or trrh. .&... birqiE.: us oi suFerior a.cohood.rionr, ujc oi i f,rrl.r r;r .!rr shen rh..onrinuoilt rill ,!urn., !
h$ tni. , tE. dor.ilonr .nd r.ntrl ol. Gonn.r.i.l motor v.hicl.-

rr.t.l.r.. 

-

7 /23/s9



Trovel Raquest snd Aufhoritqtion +2

EXHIBIT C
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Section 3

,IAODES OF TRAVET AND ACCO'IAMODATION5 AUTHORIZED

Standardized Government Travel Regulations contemplate use by
the traveler of the most advantageous form of transportation for the
trip involved. Round trip tiekets should be secured only rvhen, on the
basis of the journey as planned., it is known or can be reasonably
antieipated that such tickets will be used.'

SIANDARD FIRSI CI.AsS IRANSPORTAIION

Roil

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

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

Air

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

(1) Regularly scheduled flights between authorized origin and
destination points provide only fi.rst-class accommodations.

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

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

(4) An authorizing of8cer authorizes or approves the use of first-class
accommodations for flights within or between foreign areas beeause less

1 See SGTR, sec. 9.9.
3 See SGTR, sec. 8.0.
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costly accommodations clo not provide adequate standard.s of sanitation,
health or comfort.

Most d.omestic air carriers have a confirmed ticket pickup plan under
rvhich passengers are required to purchase tickets for eonfirmed space
witliin a specified time limit or the reserved space will be automatically
eanceled.

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

Use of Domestic Airtines

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

Bus

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

Ship

Instructions about travel by ship are in sections
Stanclarclized Government Travel Regulations.

3.6 and 12.11 of the

EXTRA.FARE TRANSPORTAT]ON

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

No special approval or authorization is required when the cost of
travel by extra-fare train or airplane, taking per diem and salary
into consid.eration, does not exceed the cost of travel by regular-fare
transportation. Per diem savings are determined by deducting the
amount of per diem incurred by extra-fare transportation from the
amount that would be payable if regular-fare transportation were used.
Salary savings are computed., on the basis of daily salary, for the hours
of duty the traveler is enabled to be at his official station, through the
use of extra-fare transportation, during which he would have had to be
alvay from his of6cial station if regular-fare transportation were used.
I-.less than a two-hour saving in any one day may not be claimed.

Use of extra-fare transportation at excess cost to the Governuent
should. be approved and authorized., in advance, on Form H-25, Traael,
Order-Bequest and, Authorizatioa. 'When such approval and author-
ization is not secured in advance, the traveler will be held personally
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Iiable for the excess cost unless the need for the use of extra-fare trans-
portation is fully justified and approval obtaineil from the authorizing
official.

TRAVET BY GOVENNAAENT.OWNED OR RENIED AUIOMOBIIE

Occasionally, employees are authorized on Form H-25, Trauel, Ord,er-
Requ,est and, Au,thorization, to travel by Government-owned automo-
biles, or by vehicles rented. in lieu thereof. fn these instances, the use
of sueh automobiles shall be restricte<l to the execution of the official
business indicated in the authorized Form H-25. As used in this pro-
ceclure, a Government-owned or rented automobile shall mean a vehicle
obtained from a General Services Administration motor pool facility,
whether it be a General Services Administration motor pool vehiele or
a 'r,ehicle furnished by the General Services Administration from a
commercial rental agency, and trip ticket shall mean GSA Form 312,
Dailg1 Motor Velvicle Trip Ticket, or the rental agency document indieat-
ing terms and conditions of the rental agreement.

flpon completion of travel performed by this mode of transportation,
employees shall secure a completed copy of the trip ticket which is
furnished when the automobile is returned to the General Services Ad-
ministration Motor Pool or rental ageney. The trip ticket will show
the beginning and ending speedometer readings. Employees who do
not expect to submit a claim for reimbursement (Trauel Voucher, S.F.
I012) of expenses ineident to such travel shall forward the applicable
trip ticket immediately to the Division of Finance and Aecounts. Em-
ployees submitting Trauel Vouch,ers shall attach the copy of the trip
ticket thereto and shall include the following information on their
vouchers:

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

(2) The beginning and ending speedometer readings and the start-
ing and ending time and date between each point of travel.

(3) The beginning and ending speedometer readings and the start-
ing and ending time and tlate(s) for travel performed in and
around the place(s) of destination.

This information and the copy of the appropriate trip ticket rvill
enable the Division of Finance and Accounts to (1) establish the
liability to the General Services Administration for the use of the ve-
hicle, (2) cross-check the mileage readiugs on the trip ticket with those
on the related Trauel Voucher and (3) account for the use of Govern-
ment-o'wned or rented vehicles by employees in travel status.

TRAVET BY PRIVAIEI.Y-OWNED AUTOMOBITE OR AIRP1ANE

Employees may be authorized to travel by privately-owned automo-
bile or airplane upon a flnding by the official authorizing the travel that
such transportation is more advantageous to the Government than
transportation by common carrier. Such a finding may take into aceount
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the rnore expeclitious transactiou of Government business, ecouomies
resulting from transporting two or more Government employees to a
common destination, and similar factors. No finding of advantage is
lequired if reimbursement is limiteil in the travel authorization to the
eost of the travel, including per diem, had it been performed by common
carrler.

Authorized offfcials of the Division of General Services are authorized
to fix a rate of reimbursement for travel in a privately-owned automo-
bile calculated to cover the actual eosts of operation, but not more than
8l per mile u,ithin the continental limits of the United States (72( per
mile in Alaska, Guam, Hau,aii, Puerto Rico, and the Virgin Islands) ;
nor more than 12$ per mile in a privately owned. airplane. In addition
to the per mile rate for automobile travel, the traveler may elaim actual
ferry fares, automobile parking fees, and bridge, road, and tunnel tolls.
AII other expenses of the operator are covered in the mileage rate.

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

USE OF GOVERNIAENT TRANSPORIATION REQUESIS

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

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

On request, the Travel Section will issue sufficient Unitetl States of
America Transportation Requests to complete the travel authorized by
individual trip authorizations. Books of transportation requests may
be issued to employees whose duties require frequent travel. These
books are available on request from the Division of Finance and
Aecounts.

When transportation requests are issued individually, the issuing
officer is responsible for maintaining accountability for them. Requests
that are not used because of eancellation of travel, change of route, or
other reasons, shall be marked ('VOJD" and returnetl to the issuing
officer promptly.

r See SGTR,, sec. 4.2,

I
I

l

Poga 4 tt/5/54

I



ttlodcs qf :.Trcv.Lqnd, l<comneCationlAlrho(izod 4A

When books of transportation requests are issued, the issuing officer
rvill obtain a receipt from the traveler on Form H-206, Beceipt f or U.S.
Gouernntent Transportation Eequests. When the employee to whom a
book of transportatiou requests has been issued has used all the requests
in the book or has no further use for any remaining requests or leaves
the Agency, the book and any unused transportation requests must be
returned promptly to the issuing officer. Final sa)ary ehecks cannot be
rel.eased to employees leaving the Agency until all unused. transporta-
tion requests issued to them have been returned.
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Section 4

TRAVET EXPENSES

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

PER DIEM FOR IRAVEI, WIIH]N THE CONIINENTAT UNIIED SIAIES

For travel within the continental limits of the United States, the
Assistant Administrator (Administration) and authorized officials of
the Division of General Services are authorized to 6x a rate of per diem
in lieu of subsistence. The maximum rate of per diem is fixed by law
at $16 per day I however, the rate fixed for specific classes of travel shall
be less than the maximum whenever eonsistent with the actual expenses
of subsistence.

The per diem rate shall be reduced to $12 for eontinuous duty in
excess of 30 days at any one temporary duty station, except where a
higher rate is approved by the Assistant Administrator (Administra-
tion) or an authorized official of the Division of General Services in
unusual cases where the neeessary expenses of the traveler will exceed
$12 per day.

When lodgings or meals are furnished (either directly or indirectly
through payment of registration or other fees) by the Government, a"n
authorized officia1 of the Division of General Ser.viees shall reduce the
r:ate normally paid for that portion of the travel periotl. Generally,
the per diem rate will be redueed 35 percent for each night's lodging
and 15 per cent for each meal.

For travel rvholly within a caJ.endar day, no per diem will be allowed
rvhen departure is after 7:30 a.m. and return is before 7:00 p.m.

The maximum rate of per diem shall be ffxed at $8 when travel does
not require overnight lodgings.

PER DIEA/I FOR TRAVE1 OUTSIDE THE CONTINENTAT UNITED SIATES

For travel outside the continental limits of the United. States, the rates
of per diem are established in Appendix I of the Standardized Govern-
ment Travel Regulations issued by the Bureau of the Budget under
Circular No. A-7, as amended, and in the Standardized Regulations
(Government Civilians, Foreign Areas) issued by the Department of
State. The rates of per diem set by these agencies are maximum and
shall be lowered whenever consistent with the aetual expenses of sub-
sistence.

1 See SGTR, sec. 6.
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The per diem rate shall be reduced not less than one-quarter for con-
tinnous duty in excess of 30 days at afly one temporary duty station,
except where a higher rate is approved by the Assistant Ad.ministrator
(Aclministration) or an authorized official of the Division of General
Sen,ices in unusual cases where the neeessary expenses of the traveler
rvill exeeed the redueed amount.

\\rhen lodgings or meals are furnishetl (either directly or indirectly
through payment of registration or other fees) by the Government, an
authorizecl official of the Division of General Services shall reduce the
rate normally paid for that portion of the travel period. Generally, the
per diem rate will be redueed 35 per cent for eaeh night's lodging ancl
15 per cent for each meal.

For travel wholly within a calendar tlay (1) no per diem will be
allorved when departure is after 7:30 a.m. and return is before 7 :00 p.m.,
ancl (2) the lo,,ver per diem rate rvill apply in travel between localities
having different per diem rates or in travel between a loeality and the
Trnited States.

The maximum rate of per diem shall be fixed at not more than one-
half the maximum establishecl per cliem rate when travel does not require
overnight lodgings.

PER DIEM FOR PERSONS SERV]NG WIIHOUT COMPENSATION

Persons serving without compensation may be allowed not to exeeed
$16 per day in lieu of subsistenee for each day or fraction thereof in
excess of 3 hours while en route and at their place of service or
employment.

Per diem for members of advisory committees convened by the Hous-
ing and Home Finanee Agency may be paid at not to exeeed the $25
rate established in the llousing Act of 1949 for eaeh day or fraction
theleof in excess of 3 hours while en route and at their plaee of service.

IAXICAB FARES

Taxieab fares, not in exeess of $6, plus tips, from common carrier
or other terminal to either place of abode or place of business, or from
either place of abode or plaee of business to common carrier or other
terminal may be claimed. Tips of 101 are allowable where the fare is
$1 or less, or 10 pereent of the fare increased to the next multiple of
51 rrhere the fare exceeds $1.

fn lieu of the usual taxicab fares allowed a traveler going from either
his place of abode or place of business to a terminal or from a terminal
to either his place of abode or plaee of business, payment at 70Q a mile
rn'ill be allowed for the round-trip mileage of a privately owned auto-
mobile used by a traveler provided (1) the amount does not exceetl the
usual taxicab fare, plus allowable tip, for a one-way trip between sueh
applicable points, and" further provided (2) the amount for the round-
trip mileage of the privately owned automobile used by the traveler
instead of a taxieab does not exceed $6.

Page 2 ll/5/64
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The limitation of $6 does not apply when the use of a taxicab would
qualify for approval as a special eorveyance unaler sec. 3.4, Standard-
ized Government Travel Regulations.

OIHER IRAVET EXPENSES

Travelers may be reimbursed for necessary expenses of travel 'whieh
are not personal, antl which are not therefore eovered by per diem in
lieu of subsisteuee.

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

Travelers should refer to the Standardized Government Travel
Regulations before incurring or claiming such expenses.

REIMBURSEMENI OF ACTUAT SUBSISTENCE EXPENSES

The Travel Expense Act of 1949, as amended, authorizes reimburse-
ment for actual subsistence expenses when due to the unusual eircum-
stances of a travel assignment the maximum per diem allowance would
be much less than the amount required to meet necessary subsistence
costs. The maximum amount is (a) for travel within the continental
United States, $30; and (b) for travel elsewhere, the sum of the maxi-
mum per diem allowance officially authorizetl for the locality in which
the travel is performed plus $10.

Travel on an actual subsistence expense basis will be restricted to
those instanees where necessary subsistence costs are unusually high.
Hotel accommodations constitute the major part of subsistence ex-
penses. Therefore, travel on an actual expense basis will be authorized
or appro'r,ed only when it is established by the traveler that (1) he has
no alternative but to incur hotel costs which would absorb all or prac-
tically all of his maximum per diem allowance, and (2) other reasou-
able neeessary actual subsistence expenses would result in total costs
exceeding the per diem allowance by not less than 25 percent.

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

The procedure followed in authorizing or approving travel on an
actual subsistence expense basis is outlined in Section 4-2 of this
Volume.

TEAVE STAIUS DURING IRAVET

Occasionally employees may be authorized for their convenience to
take leave of absence during a period of travel; conversely, an em-
ployee on leave may be ordered to temporary tluty and. travel status
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during a period of leave, and thereafter return to leave status or to his
regular post of duty.l

The general principle governing payment of travel costs and per diem
in lieu of subsistence in such cases is that the employee shoultl neither
gain nor lose by reason of the circumstanoes. Ilowever, whenever possi-
ble in such cases, the traveler shoultl consult the Travel Section, Divi-
sion of General Services, in advance to assure that he will observe the
requirements which are applicable in the eircumstanees and thus avoid
inadvertent personal loss.

I Soc SGTB, gec, 6.
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Section 5

TRAVET ADVANCES

Standards and procedures for the advance of funds for official travel
arld employee transfet expenses and for recover)'of such aclvances are
prescribed in Section 13 of the Standardized Government Travel Regu-
lations and Executive Order 9805, as amended. The provisions of the
eitecl regulations, as inrplernented by 7 GAO 5310 autl 5320, are ineluded
herein, together rvith related. atlministrative policies.

RESPONSIBIUW FOR MAKING AND ASSURING RECOVERY OF ADVANCES

Functional respousibility for maliirrg advances of funds for official
travel and employee transfer expenses and for assllring reco\rery of sueh
advances has been plaeed in the Division of Finanee and Accounts.

Authority to approre individual advances and to take appropriate
aetion to assure repayment thereof, in accordanee rvith the provisions of
larv, governing regulations and administrative polieies, has been dele-
sated to the designated Authorized Certifying Offieers.

ETIGIBII]TY FOR AND PURPOSE OF AOVANCES

;\n1, enrployoe t'ho is authorized to perform official travel at goverr-
mcttt t,rpense, or to incur expenses ineident to a transfer from one
offieial station to anot}er', is eligible to reeeive an advanee of funds
(subject to the limitations set forth in his travel authorization and as
provirled belorv uucler the heading Cornputation aud Approval of Travel
r\dvancres) to defray the antieipated out-ofloeliet eosts l'hieh he other-
rvisc rvoultl be required to bear ftoru .pelsorral funds pendint reim-
brrrsenrent of sueh exl)ense.

SECURIIY REOUIRED FOR ADVANCES

frr accordance u'ith the goveming regulations. the anrourrt of an
employee's salary earned but not yet paid. aeelue<l annual leave, and
the amount of his eredit in the Civil Serviee Retirerneut ancl Disability
Fund, are available as seeurity fol travel aclvanees. Florrever, if an
ernployee requcsts an aclvanee, tJre amount of rrlrich is in excess of the
seeurity so proviclecl, a surety bond or other seeurity sufficient to fully
proteet the Government's iuterest shall be obtained. The Comptroller
(]eneral lias ruled. that the cost of sulctl, bonds obtained for this pur-
pose shall be borne b.v tlre Government.
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APPI]CAI]ONS FOR IRAVEI ADVANCES

In all cases where an employee desires ar1 advance of funtls, whether
under normal or emergency conditions, he shall execute S.F. 1038-
Revisecl, Appl,ication ancl Account for Adoo,nce of Pund,s. The number
and date of the Trouel Oriler, Form H-25, authorizing the travel, or
travel and transfer expenses, for which the advanee is requested and
the amount appliecl for shall be shown on the application, which shall
be signecl by the employee. In those cases where a surety bond is
requirecl, the name of the surety, the bond number (if any) and the
date of execution of the bond, shall be noted on the application. If the
employee desires to have the check mailetl to him, he shall intlieate the
mailing address on the applieation; otherwise, it will be assumed that
the employee desires to have the ehecli delivered to him at his offiee
through the messenger serviee.

The signed applieation shall be subrnitted or presented to the Division
of Finance and Aceounts. fn the case of an ernergeney travel advance,
the signed application shall be aceompanied by the requirecl basic docu-
ment (see Emergencry Travel Advanees, below).

Norrnal travel advanees will not be approved for amounts less tlrarr
'$50. Horverrer, emergency tral'el advances for' $50 or less will be
approved.

COMPUTATION AND APPROVAL OF TRAVEI. ADVANCES

Each application for atr advAnce of funds (S.F. 1038-Rev.) n'ill be
reviervecl in the Division of Fiuarrec and Aeeounts. ancl determitration
made as to the appropriate arnount for approval, in light of the appli-
cant's Trauel Order and the limitations established by regulations and
administrati'r,e ]roliey, as follou,s :

(l) The Arllourrt of the adlance shall be based on the estimated per
tliem andTor mileage allolranees and incidental expenses for
rvhieh the eurltloyee rrill be entitled to reimbursement under his
tra,vel authorization, takitrg into eonsideration the probable dura-
tion of the tlavel and the time that t'ill elapse before receipt and
paynrerrt of his Trarel \7oucher. Tn case a transfer of official
station is inl'olled, there n'ray be included in the advance that
part of the estimated cost of shiprnent of the employee's house-
hold goods and pelsonal effects for rvhieh the OA will he re-
sponsible. such amount, to be detelnrined by the Travel Sectiou,
Divisiorr of General Services. The cost of tansportation to be
procured by or for the employee. on Unitad, Statcs of Arnerica
Transportation Reqrrcsts may not be included in computing the
total amount of aclvance, although an allowance may be made
for the estimated eost of necessary taxi fares and incidental ex-
penses allou,able under the Standardized Government Travel
Regulations, as amended, if it appears that the employee u'ill
ineur such expenses.
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(2) An advance to an employee holdirrg an individual trip order
shall not be approved in an amount which exceeds the estimated
costs of travel for the periocl authorized in the order.

(3) Au advance to an employee holding a blanket travel order slrall
not be approved in an amount 'rvhich exceeds the estimated
expenses for which the employee rvill clairn reimbursement on his
next periodic Traael Voucher.

EMERGENCY TRAVEI. ADVANCES

Emergency travel advances, rvhich are limited to a maxirnum of $50,
will be approved for payment in cash from Imprest Funds only in those
instances where travel orders are received too late to permit processing a
Voucher and, Sched,ttle of Paymenfs through the Treasury Regional
Office for issuance of a check prior to departure of the traveler. Where
payment of an emergency travel advance is to be made from Imprest
Funds, the employee-applicant shall prepare a basic document on
S.F. 1012, TrauelVouch,er, adapted for this purpose in accordance rvith
Exhibit A or B as appropriate. Such document shall state that payment
is required from lmprest Funds. The original and one copy shall be
submitted to the Division of Finanee and Aceounts, together rvith the
siplned application (S,F. 1038-Rev.). An Authorized Certifying Officer
rrill indicate approval of the amount to be clisbursed by signing iu the
spaee provicled on the form.

The approved original basic docurnent (S.F. 1012) and one copy
thereof shall be presented to the Cashier in the Division of tr'inance and
Accounts and the employee-applicant shall acknolvledge reeeipt of pay-
rnent by signing in the space provided therefor on the form. If the basic
rlocument is not presented in person by the applieant, the Cashier may
make payment to a representative of the applicant, provided the ap-
plicant has executed the reeeipt for payrnent prior to such presentation.

RECOVERY OR REPAYMENI OF IRAVE1 ADVANCES

Amounts advanced to employees for travel, or travel and transfer
expenses will be repaid or will be recovered s.hen the need for sueh
advanees has ceased, in accordance with the following stantlards:

(1) An amount ad'i'anced for the expenses of a particular trip au-
thorized by an individual trip order will be recovered upon
conclusion of the travel and the submission of the employee's
Trauel Vou,cher claiming reimbursement for the related travel
expenses.

(2) An amount ailvancecl for transfer expenses will be recovered
upon eonclusion of the shipment of the employee's household
goods and personal effects and the submission of his Trauel
Vou,cher claiming reimbursement for the authorized transfer
expenses.
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(3) An employee who is in a more or less eontinuous travel status
may be permitted to retain a travel advance as long as it is
anticipated that the official travel requireti of him will justify
the amount of the advanee. Accordingly, an advance to an
ernployee to *'hom a blanket travel order has been issued, or to
rvhom frequent individual trip orders are issued, may be con-
tinued wiihout reeovery until submission of the employee's
final Trauel l\oucher, provided sueh travel order evidence of
the need for continuous tra'r'el is on file in the Division of
tr'inance antl Accounts aud the employee is submitting periodic
Traael Vou,chers.

(4) If a trip for rvhich an advance u,as made is caneeled or indeff-
nitely postponed., as evidenced by a notice of cancellation of the
travel order, or advice of postponement of the authorized travel,
the amount of the advance shall be repaid by the employee.

(5) If an employee to rvhotn an advance rvas rnade is separated for
any reason, prompt administrative action trill be taken to assure
lecovery, by s.ithholding the elnployee's final salary payment
until he is clearecl of the indebtedness, in aceordanee with the
provisions of Section 2-4-3.

Recoveries of travel advances t,ill usually be made in connection rr'itlr
settlenrent of the related Trauel Vou,clter by deducting the amount of
the advance from the amount otherrvise payable as reimbursement to
the employee. If the advance exceeds the amount of the voucher. the
difference shall be repaid by the employee.
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Section 6

SUBrr,tlSSlON OF TRAVEL VOUCHERS

Vouchers for the reimbursement of travel expenses shall be submitted
orr S.F. 7012, 'l'roael Vou,cher, in original and two copies. S.F. 1012a
is used for the copies.

TIME OF SUBIAISSION

Employees making oceasional trips shall submit vouchers to the
Division of Finanee and Aecounts promptly on the completion of travel.

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

ADIAINISINATIVE APPROVAT OF IRAVEI VOUCHERS

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

44
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Government ernployees may be r,eimbursed for taxicab fares incurred
rvhile on offieial business within their official stations. It is the policy
of the Office of the Administrator that employees may use taxicabs in
lieu of public transportation only when theii use can be justified as
advantageous to the Government. Reimbursement may be allowed for
actual fares plus tips of 10 cents, rvhere the fares are $1 or less, or
10 percent of the fare increased to the next multiple of 5 eents when
fares exceed $1.

AUIHORIZING OFFICERS

The Atlministrator, Deputy Administrator, General Council, Assist-
ant Administrators, Division Direetors and Commissioners, as authoriz-
ing officers, shall submit to the Cashier, Division of Finance and. Ac-
counts, a completed Autltorizatian and Signature Caril, for each em-
ployee in his organization who has beeu authorized to approve the use
of taxicabs. Form H-242 shall be adapted for this purpose. Use of a
taxicab cannot be justified as advantageous to the Government when
Government transportation is available. Therefore, the user shall de-
termine by calling the Mail Room that a Government car is not avail-
able before using a taxicab.

Adninirtrorlvo ?nctico Hondbook
?orl l. Trowl ond Tronrportotion

4-7

Sectlon 7

REIMBURSE'IIENT FOR TAXICAB FARES

?ROCEDURE ;OR OBIAIN]NG REli,lBUnSErlilENI

Each employee who uses a taxicab on official business shall keep a
record of the date or dates of such use, plaees of departure and desti-
nation, fares, and tips, on S.F. 1164, Claim for Eeimbursement for Er-
penilitu,res on Oficinl Business (Exhibit A). If the fare claimed for
any oue trip exceeds the eharge for one person, the number of ad-
ditional persons accompanying the claimant shall be shown following
the applicable fare. Once each month the claimant shall date and sign
the form in the spaee provided therefor, certifying that the claim is
correct and proper, and present it to the approving officer, who certifies
that the travel was advantageous to the Government by dating, signing
and inserting the total amount claimed in the space provided for his
signature. If the claimaut is an approving officer or the designee of an
approving officer, he shall sign in both of these spaces. The certification
on S.F. 1164 acknowletlging receipt of payment shall not be signed until
paymeut is made by the Cashier, and then only by the person actually
receiving the eash.
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Ordiuarily, S.F. 1164 shall be forwarded through regular nessenger
serviee to the Cashier rvho 'will process tho request for reimburse-
ment and. provicle the necessary cash for clisbursement as shown herein-
after. A Form H-33, Request lor Spacial Messenger Seroice, in an
original and one copy, shall be preparecl by the Cashier for each
reimbursement. Cash disbursement wiII be made biweekly on salary
paydays (alternate Fridays) through the same employees r,'ho d.istrib-
irte salary checks and boncls. These employees shall sign the S.F.
1164, acknorvledging receipt of the cash from the Cashier. I-.iikewise,
these employees shall have the clairnants sign Form H-33 to aeknolvl-
edge receipt of the cash; however, if the elaimant is not available, a
representative of the claimant may reeeive the eash and. sign the H-33.
The original of Form H-33 may be retained by the employee distribut-
ing the cash and the other copy by the claimant's representative. (If
the distribution is direetty to the claimant, not through a representative,
the copy of }'orm II-33 may be destroyed.) Later, when the elaimant's
representative transfers the cash to the claimant, the elaimant shall sign
the copy of the H-33 retained by the claimant's representative to
acknowledge receipt of the cash.

In those instances 'where reimbursement can be justified on a4 im-
mediate basis, such reimbursement will be provided if each claimant
presents a properly approved S.F. 1164 in person to the Cashier. fn
each instance, the claimant shall sign the S.F. 1164 to acknowledge
reccipt of the eash.
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EXHIBIT A
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Section l0

FIETD TRAVEI BY CENTRAT OFFICE STAFF

This Section establishes procedures to assure that Regional Adminis-
trators are informed with respect to the activities of Central Office staff
members traveling within their Regions, whether such travel relates to
functions for which the Regional Administrator is direetly responsible
or to matters concerning which, because of important public relations or
important policy questions within his Region, the Regional Administra-
tor should be informed.

These procedures apply to all field travel by Central Olfiee employees,
as set forth in this Seetion, unless the Administrator or Deputy Ad-
ministrator determines that, because of the nature of the business to be
transacted on a partieular trip, it would be inappropriate to advise the
Regional Administrator in advance of the visit or to discuss findings
and recommendations with him.

ADVANCE NOTICE OF TRAVEI

When field travel by a Central Of6ce employee has been authorized,
his constituent unit or division head shall notify in advance the Re-
gional Administrator in whose Regions the employee will visit.

VISIIS CONCERNED WITH REGIONAT OFFICE ACTIVITIES

When the trip is concerned with aetivities for which the Regiorral
Administrator is responsible, the traveler shall report to him upou
arrival and explain the purpose of the visit. Upon completion of his
business, the traveler shall discuss his findings and recommendations
with the Regional Administrator. If he has made suggestions or given
interpretations of Central Office instructions to employees of the Re-
gional Office which will require changes in the operation of the office.
the traveler shall immediately conffrm thern by memorandum to the
Regional Administrator, preferably at the time of the visit. Copies of
such memorandums shall be sent to the heacl of the appropriate Central
Office organization.

VISITS NOT CONCERNED WITH REGIONAL ACTIVII]ES

Since the Regional Administrator is the Administrator's represent-
ative in the field, his office may reasonably be called upon at any time
for information in connection with any of the Administrator's functions
which involve questions of puhlic relations or questions of policy,
whether or not operating responsibility has been assigned to the Re-
gional Office. Central Office staff travel not concerned with Regional
activities requires notification as prescribed in this Section under
Advance Notice of Travel. However, reporting to or consultation with
the Regional Administrator may be omitted unless the trip, in the
opinion of the Central Office organization head responsible for the
travel, involves significant questions of public relations or of policy.
fn such eases, the head of the organization and the traveler will eomply
with the follo'rving paragraph.
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4-10 Field Trave! by Centrol Ofice Stofi

Whenever it can be arranged without extra per d.iem or transporta-
tion eost, the traveler handling business under this eategory shall call
on the Regional Administrator on arrival and after the conclusion of
his business to inform him generally of the purposes of the trip and the
results accomplished. When such personal eontact is not feasible, the
Central Office, or the traveler in cases when he does not return directly
to the Central Office, shall advise the Regional Administrator by mem-
orandum or a copy of the traveler's trip report. Extra cost for trans-
portation and per diem may be authorized in connection with any
travel which, in the opinion of the organization head responsible, is of
sufficiently high public relations or policy importance as to require
reporting to the Regional Administrator at the time of the trip.
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Section I

HANDLING OF CTASSIFIED DEFENSE INFORMATION

Executive Order No. 10501,1 provides for the protection of official
information affecting the national defense against unauthorized dis-
elosure. This Section prescribes procedures, pursuant to Executive
Order No. 10501, for the handling and protection of such information
in the Office of the Administrator and the constituent units.
CIASSIHCATION CATEGORIES

fnformation which in the interest of the national d.efense must be
protected against unauthorized disclosure will be classified in one of
three categofies-Top Secret, Secret, or Confi,dent,ial-as deffned below.
No other designation is authorized for elassification purposes, except as
expressly provided by statute.2

(7) Top Secret. Except as may be expressly provided by statute,
the use of the classification Top Secret shall be authorized, by
appropriate authority, only for defense information or material
which requires the highest degree of protection. The Top
Secret classification shall be applied only to that information or
material the defense aspect of whieh is paramount, and the un-
authorized disclosure of which could result in exceptionally grave
damage to the Nation such as leading to a definite break in diplo-
matie relations affecting the defense of the United States, an
armed attack against the United States or its allies, a war, or
the compromise of military or defense plans, or intelligenee
operations, or scientific or technologieal developments vital to
the national defense.

(2) Secret. Except as may be expressly provided by statute, the use
of the classification Secret shall be authorized, by appropriate
authority, only for defense information or material the unau-
thorized disclosure of which could result in serious damage to the
nation, such as by jeopardizing the international relations of the
United States, endangering the effectiveness of a program or
policy of vital importance to the national defense, or compromis-
ing important military or defense plans, seientific or teehno-
logical developments important to national defense, or informa-
tion revealing important intelligenee operations.

(3) Confid,ential. Except as may be expressly provided by statute,
the use of the classification Confidential shall be authorized, by
appropriate authority, only for defense information or material
the unauthorized. diselosure of which could be prejudicial to the
defense interests of the nation.

AUTHORIIY TO C1ASSIFY

The Housing and Home Finance Agency is not authorized to originate
the classiffcation of official information. Such authority is limitetl by

1 18 F.R. 7049.
2 The former Restricteil classiflcation has been eliminated. This shoultl not be confusetl

rvith the term "Iiestricted Data" as defined in the Atomic Energy .Act of August 1, 1946, as
amenileil, the hanilling lf wbicb is not atrected by Executive Order No 10501.
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5.1 Hondling of Closrified Defenre lnformotion

Executive Order No. 10501 to agencies which, because of their national
defense responsibilities, have been specifically clesignated for this pur-
pose by the President. When, however, information made available to
the Housing and Home Finance Agency has been originally classified by
another agency, the classification assigned such information shall be
maintained by the Housing and Home tr'inance Agency.

Should an employee originate information or material appearing
to require classification under one of the definitions given above, he shall
protect it according to the procedure prescribed for that category of
classified defense information into which it is believed to fall and shall
transmit it immediately to the Security Officer. The Security Officer
will resolve the question of classifieation with the department or
agency which has both the authority to classify the material and a
direct official interest in the information it contains.

DISSEMINATION OF CI.ASSIFIED INFORII'IAIION

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

No employee shall knowingly accept Confid,ential or Secret informa-
tion unless he occupies a position which has been designated as sen-
sitive in accordance with the procedures established in Section 2-1-2.
No employee shall knowingly accept To'p Secret information unless he
occupies a position which has been designated as sensitive in accordance
with the procedures established in Section 2-l-2 and,, in addition, has
been specifieally authorized by the Administrator to have access to
such material.

No employee shall divulge classified information to another Agency
employee until he has verified by reference to the list of sensitive posi-
tions or by contacting the Security Officer that the recipient has been
cleared for security purposes, and then only when the employee to
whom the information is to be given requires access to such informa-
tion in eonnection with his assigned official duties.

Disseminqlion To Other Federol Agencies

Classified information shall not be disseminated to executive agencies
of the Government outside the Housing and Home Finance Agency,
except to the agency originating the classification of such information,
without the consent of the originating agency. The Security Officer
is responsible for securing sueh consent. No employee shall transmit
classified information to executive ageneies of the Government outsid.e
the Housing and Home I'inance Agency, except to the agency originat-
ing the classification of such information, without written evidence
from the Security Officer that consent has been given.

Dissemination Oulside the Execufive Brqnch

Classified information shall not be disseminated outside the executive
branch of the Government without the consent of the agency originating
the classifieation of such information, even though the person or agency
to which dissemination of such information is proposed to be made
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may have been solely or partly responsible for its produetion. The
Security Officer is responsible for securiug such consent.

The information shall be transmitted by letter, which shall be cleared
by the Security Offrcer, signed by the Administrator, and transmitted
through the Archivist. It shall specify the assigrred classification, the
use to which the information may be put, and the method to be used
in returning any classified. documents. The following notation shall be
placed on the material and in the transmittal letter:

This material contains information affecting the national defense
of the United States within the meaning of the espionage laws,
Title 18, U.S.C., Secs. 793 and, 794, the transmission or revelation
of which in any manner to an unauthorized person is prohibited
by law.

Conferencec

fnformation or material acquired in conference with employees
from agencies having original classification authority, and believed
to require classification, shall not be transmitted within the Housing
and, Home Finance Agency except in accordance with the regulations
covering the dissemination of classified information.

When the Office of the Administrator or a constituent unit sponsors
a conference at which classified. information may be discussed or dis-
tributed, a list of the participants shall be forwarded in advance of
the meeting to the Security Offieer, who wiII secure information con-
eerning the right of the participants to receive such information.
Specific approval of the Security Offrcer shall also be obtained if the
participants are to retain classified. documents. In such cases, the
employee responsible for the conference shall, immediately after the
conference, furnish the Archivist with an accurate control record.
listing the document, the classification, the number of copies distributed,
and the names of persons permitted to retain it.
felephone Conversqtions ond Telegroms

Classified information shall not be discussed in telephone conversa-
tions. Classified telegrams shail not be transmitted by commercial
means. In emergency cases telegrams may be dispatched in coded
form through speeial channels. In such eases, the clear text shall be
delivered to the Archivist for clearance and dispatch.

loss or Sublection to Compromise

Any person who has knowledge of the loss or possible subjeet to
compromise of classified information shall promptly report the circum-
stanees to the Security Offieer for appropriate action, including notifi-
cation to the originating agency.

Reproduction of Clossilied Moteriol

No employee shall reproduce any classi6.ed. material for any purpose
without written appror,,al of the Security Officer, which approval shall
limit the number of copies to be made and specify the purposes for
rvhich they may be used.

Before approval is given for the reproduction of Secret or Top
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Becret material, the Security Officer shall obtain the written eonsent
of the originating agency.

ACCOUNTABI.IIY FOR CTASSIF]ED i,IATERIAI

Receipt of Clqssified Mqlerio!

Classifled material received in the Office of the Administrator shall
be delivered unopened to the Archivist. When classified material is
deliveretl from another agency direet to an employee other than the
Arehivist, the inner envelope bearing the classifieation marking shall
be left unopened, reinserted in the outer envelope and delivered by
hand to the Archivist. A statement signed by the receiver, giving
the time and circumstances of receipt, shall be endorsed on the inner
envelope.

The Archivist will maintain aeeountability and control of elassified
material while it is in the Office of the Administrator or the constituent
units. Documents and the related attaehments shall be numbered for
identification, and each page and each copy shall be numbered in se-
quenee. The Archivist shall use Form H-1., Mail Control, to record
the assigned number of the document, the elassification, a brief deserip-
tion of the material, including attaehments, the number of copies, and
the distribution to be made. A copy of Form H-1 shall be attaehed
to eaeh tlistribution, and a pending eopy retainetl by the Archivist. An
employee reeeiving classified material from the Archivist shall return a
signed eopy of Form H-1 to the Archivist as a receipt for the material.

Top Secret tlocuments received in the Office of the Administrator
shall be delivered by the Archivist to the Administrator, whose office
thereafter will be responsible for eontrol of the material, including a
record of the names of all persons who have aecess to it.
Tronsfer of Clossified Materiol

Classified material rerouted within the Office of the Administrator
and the constituent units or transferred from one organization to
another shall in all cases be transmitted through the Archivist in order
that the accountability records may be maintained.

Transmission of Clossified l/lateriol Outside rhe Ofiice of the Administrolor or to HHFA
Regionol Ofices

Classified material, ineluding any eopies of such material, transmitted
outside the Central Office or to an HHFA Regional Office or an OA
field ofiiee shall in all cases be transmittetl through the Archivist in
order that aceountability records may be maintained and to insure
complianee with the regulations relating to the handling of classified
material.

Classified material, enclosed in unsealed, opaque inner and outer
covers, shall be delivered to the Archivist by an employee authorized
to have access to such material. The inner cover shall be a wrapper
or envelope plainly marked with the assigned classifieation and address.
The outer cover shall be addressed with no indication of the elassifica-
tion of its eontents. Form H-79, Requ,est for Special Mailing, wil}n
the "Registered." block checked, shall be attached if postal dispateh
is recommended. Form H-33, Special Messenger Seraice Card,, shall
be attaehed if delivery by persoual contact or authorized seeurity
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messenger is reeommended. In either instance, the Archivist shall
prepare Form H-1, identifying the addressor, the addressee, and the
document, but containing no classified information. The Archivist
shall attach a copy of this form to the inner envelope, which copy
will be signed by the authorized recipient and returned to the Archivist.

CUSIODY AND SAFEKEEPING OF CI.ASSIFIED MATERIAI.

The possession and use of classified material shall be limitetl to those
places where the Archivist determines that secure storage and protec-
tion therefor, meeting the standards prescribed below, are available.

Divisionol Custodions

The head of each organization where classiffed material is stored or
used shall designate, in writing, an employee under his supervision as
eustodian of such material. The Security Officer and Archivist shall
be furnished copies of each designation.

Custodians of classified material shall be responsible for protecting
elassified material within the division or office and shall maintain sub-
aecountability records of such material. The custodian shall inspect
the facilities used for the storage of classified material each work day
and shall personally aseertain, or shall assure himself that some other
employee who is authorized to have access to classified. material will
ascertain, that the storage facilities are properly secured at the close
of business.

Use of Clossified Moteriol

Daily operations should be performed iu a manner which will en-
courage security practices to beeome routine. Custodians shall make
frequent spot-checks to insure that security practices are being routinely
foliowed.

Office rooms rvhere classiffed documents are in use shall not be left
unattended at any time during the working day unless all classified
material is locked in proper storage facilities.

Classified documents shall not be exposed in a manner which would
permit casual reading by a visitor. Visitors shall not be left alone
with classified documents even for a brief interval. This precaution
applies equally when repairmen, the ehar force, or other service em-
ployees enter an offrce.

In the event of a fire alarm, air-raid. alarm, or upon the announce-
ment of another similar emergency, employees shall immed"iately store
classified material in the proper storage facilities and securely lock
them before leaving the office.

Classified cloeuments shall be returned to storage before the close
of business each day. The custodians of classified. material shall be
responsible for examining such material when it is returned to insure
that a Form H-1 is attached and that all material described thereon
is accounted for.

Non-record material which might reveal elassified information, such
as shorthand notes, preliminary drafts, and used carbon paper, shall
be safeguarded in the same manner as other classified material pending
disposition. (See the heading "Disposition of Classified l\faterial.")
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Storoge Focilities

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

To'p Secret material shall be stored. in a locked metal three-tumbler
combination lock safe or file safe. Secret a:nd Confid,ential material shall
be stored in the manner authorized for Top Secret material, or in a
metal file cabinet equipped with a steel lock-bar and an approved
three-tumbler combination dial-type padlock from which the manu-
facturer's identification numbers have been obliterated.

The Arehivist will arrange with eaeh organization head for the pro-
vision of reasonably accessible storage facilities for classified doeuments
in the custody of that division. The location of such facilities may not
be changed without the approval of the Archivist.

The head of eaeh organization whose functions require the storage of
such material will designate two persons, one of whom shall be the
eustodian, who shall be the only persons having knowledge of the com-
bination to security storage facilities. Combinations shall be com-
mitted to memory and not written. The name, home address, and home
telephone number of each person knowing the combination to a storage
facility for classified material shall be posted on the front of the facility.

"Open" and "Closed" signs shall be placed in the handle of the
top drawer of eaeh storage facility for classified material as a visual
warning to responsible employees to lock it at the end of the day or
during unguarded periods during the regular working day.
Chonges of lock Combinotions

Combinations on locks of storage facilities for elassified material
shall be changed whenever such equipment is placed in use after
procurement from the manufacturer or other sources, whenever a
person knowing the combination is transferred from the offrce to which
the equipment is assigned, r,r'henever the combination has been subjected
to eompromise, and at least once every year. Requests for changing
loek combinations shall be made to the Archivist.
lnspeclions

The Archivist shall make periodic inspections of the adequacy of
storage facilities for classified material.

Building guards will inspect storage facilities for classified material
during the course of their regular building inspections after working
hours. If such a facility is found to be unlocked, the building guard
will call one of the persons listed as having access to it, and that person
shall return to the building at once to inventory the contents of the
storage facility ancl properly secure it. In addition, the guard" will
make a report to the Security Officer.

ctAssrFrcATl0N

Although the Housing and Home Finance Agency is not authorized
to assign an initial classification to defense material or information,
it is necessary that employees knolv and apply the following rules
in the handling, transmittal, and protection of such material or in-
formation.
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Documents in Generq!

Documents shall be classified according to their own eontent and not
necessarily according to their relationship to other documents. B,ef-
erences to classified material which do not reveal classified defense
information shall not be classified.

Physicolly Connecled Documenls

The classification of a file or group of physically connected docu-
ments shall be at least as high as that of the most highly classified
document therein. Documents separated from the file or group shall be
handled in accordance with their individual defense classiflcation.

Mulriple Clsssificotion

A document, product, or substance shall bear a classiflcation at
least as high as that of its highest classified component. The docu-
ment, product, or substance shall bear only one over-all classification,
notwithstanding that pages, paragraphs, sections, or components thereof
bear different classifications.

Tronsmilrol lettert
A letter transmitting defense information shall be classified at least

as high as its highest classified enclosure.
lnformotion Originored by o Foreign Government or Organizotion

Defense information of a classified nature furnished to the United
States by a foreign government or international organization shall be
assigned, by proper authority, a classification which wiII assure a
degree of protection equivalent to or greater than that requiretl by
the government or international organization which furnished the
information.
Morking of Glossified l/lqtcriol

Classified material shall be marked as follows:
(1) Bound, Documents: The assigned defense classification on bound

documents, such as books or pamphlets, the pages of which are
permanently and securely fastened together, shall be conspicu-
ously marked or stamped on the outside of the front cover, on
the title page, on the first page, on the back page and on the
outside of the back cover. In each case the markings sha1l be
applied to the top and bottom of the page or eover.

(2) Unbound, Documenfs.' The assigned d.efense classification on
unbound documents, such as letters, memoranda, reports, tele-
grams, and other similar d.ocuments, the pages of which are not
permanently ancl securely fastened together, shall be conspicu-
ously marked or stamped at the top and bottom of each page,
in such manner that the marking will be clearly visible when
the pages are clipped or stapled together.

(3) Ch,arts, Maps, and, Drawings.. Classiffed charts, maps, and
drawings shall carry the defense classification marking under
the legend, title block, or scale in such manner that it will be
reproduced on all copies made therefrom. Such classification
shall also be marked at the top and bottom in each instance.
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(4) Pllotogra,phs, Films anil, Record,ings: Classified photographs,
fiIms, and recordings, and their containers, shall be conspicu-
ously and appropriately marked with the assigned defense
classif.cation.

(5) Prod,ucts or Substances: the assigned. defense classiflcation shall
be conspicuously marked on classified. produets or substances,
if possible, and on their containers, if possible, or, if the article
or container cannot be marked, written notification of such
classification shall be furnished to recipients of such products
or substances.

(6) Reprod,uctions: AII copies or reproductions of elassified ma-
terial shall be appropriately marked or stamped in the same
manner as the original thereof.

(7) Unclassified, Materia,l.' Normally, unclassified material shall uot
be marked or stamped Unclassified, unless it is essential to con-
vey to a recipient of such material that it has been examined
speciflcally with a view to imposing a d.efense classification and
has been determined not to require such classification.

(8) Material, Furnish.ed, Persons not in the Erecutiue Branclt of
the Goaernment: When classified material affecting the national
defense is furnished authorized persons, in or out of Federal
service, other than those in the executive branch, the following
notation, in addition to the assigned elassification marking,
shall whenever practicable be placed on the material, on its
container, or on the written notification of its assigned classi-
fication:

This material contains information affecting the national de-
fense of the Ilnitetl States within the meaning of the espionage
laws, Title 18, U.S.C., Secs. 793 and. 794, the transmission or
revelation of which in any manner to an unauthorized person
is prohibited by law.

RECTASSIFICATION OF CTASSIFIED MAIERIAI
'Whenever an employee believes that classified material in his posses-

sion is classified too highly, or is not sufficiently protected by the as-
signed classiffcation, he shall bring the matter to the attention of the
Security Officer.

The Security Offfcer and the Achivist shall be responsible for the
eontinuing review of classified material in order to preserve the effec-
tiveness antl integrity of the elassification system and to eliminate
accumulations of classified material which no longer require protection
in the interest of the national defense.

The consent of the originating ageney is necessary before classified
material may be declassified, downgraded, or upgracled. Recluests for
reclassification shall be made through the Security Officer.

Chonge or Removol of Clossificqtion

Whenevir classified material is declassifieil, downgratled, or up-
graded, the material shall be marked or stampetl on the first or the
Iast page to show the ehange in classifieation, the date ancl authority
for the action and the identity of the person or organizational unit
taking the action. In addition, a line shall be drawn through the old
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classification markings and the new classification markings (if any)
substituted therefor. AII add.ressees to whom the Office of the Admin-
istrator of a constituent unit may have transmitted the material shall
be notified of any change thus effected in classification.
Exlrocls cnd Parophroses

Extracts from or paraphrases of classified documents shall not be
downgraded or declassified. without the consent of the originating
agency. Such consent shall be obtained through the Security Ofticer.

Clossified Telegromr

Classified messages which have been transmitted by telegraph or
other electrical rneans shall not be referred to, disseminated, extracted
from, paraphrased, downgraded, or declassified without the consent
of the originating agency. Such consent shall be obtained through
the Security Offrcer.
DISPOSITION OF CTASSIFIED'IAATERIAT

When classified documents, including copies, become inactive they
shall be delivered. to the Archivist with recommendations for their
disposition. Official record material may not be destroyed except with
the permission of the Archivist of the Unitecl States and the Congress.
The OA Archivist is responsible for obtaining this authorization through
established proced.ures.

Non-record classifled material, consisting of shorthand notes, pre-
liminary drafts, used carbon paper, ancl other material of similar
temporary nature shall be torn and stored in burn bags provicled by the
Arehivist, or if the volume to be destroyed is small, in hea'qy opaque
envelopes. Partially filled burn bags shall be stored in proper storage
facilities overnight. Filled burn bags shall be deliverecl to the Archivist.
ORIENIATION, INSPECIION, AND REVIEW

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

The Security 0fficer shall periodically conduct such inspections of
the places where classified materials are used and stored as are nec-
essary to assure compliancc with this Section. The Security Officer
shall investigate all violations of these regulations and shall recom-
mend corrective action, including disciplinary action when appropriate,
to the eonstituent unit or division head.

The Security Officer shall make a continuing review of the imple-
mentation of Executive Order No. 10501 within the Central Office
to insure that no informatiorr is withheld thereunder which the people
of the United States have a right to know.
CTASSIFIED IIAAIERIA1 REI.AIING TO PERSONNET SECURITY

The Security Officer is responsible for the handling of all classified
material relating to the personnel security program. The Archivist
shall be responsible for the disposition of any classified material arising
out of the personnel security program.
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5-2

Section 2

CORRESPONDENCE AND MAII

The Office of Administration, Division of General Services, Records
Management Branch, is responsible for the receipt, routing, control,
follow-up, delivery and dispatch of communications within the Cen-
tral Office. This Section prescribes the procedures necessary to the effec-
tive handling of communicatiorrs by the Records Management Branch.

The term communications, as used herein, includes letters, memoran-
d.ums, reports, copies, publications, cards, and parcels. The procedures
in this Section do not pertain to radio or telegraphic messages (see
Section 5-4), or to defense classified. material (see Section 5-1).

The HHFA Correspondence Handbook provirles additional detailed
instructions to stenographers and tylrists for the control, preparation,
and dispatch of comrnunications.

RECEIPI AND DISPATCH CONTROL

All incoming communications are received in the OA }Iail Room, and
all are opened except those excluded by regulation, Executive Order
(defeuse classified material), or administrative requirement, and com-
munications marked "personal". Communicatiorrs are stamped with
the date and time of receipt and delivered by messenger to the office
concerned. AII official mail for the Housing and Home Finance Agency,
Office of the Administrator or a constituent unit, should be adclressed
to tlre Normandy Building, 1626 K Street, N. W., Washington 25, D. C.
When requesting anyone to write or forward. data or information, re-
gardless of the location of the requesting office, this rnailing address
shall be giveu. Originals of incoming communications may be retained
only irr locations officially approved by the Division of General Services
as decentralized file uuits.

All outgoing comrnunications shall be transmitted for <lispatch to
the OA Mail Room, unfolded and undated, with file and reference copies
attached. The originating office shall address all envelopes except for
mail to HHFA Regioual 0ftices. When knorvn, the city postal zone num-
ber shall be sho'w'n ou all envelopes and labels.

Confidential pcrsonuel matters shall be transmitted to the OA i\fail
Room sealed and without file copies. Instructions for transmission of
other classified material rvill be f<-rund irr Section 5-1 of this Yolume.

RESPONSE CRIIERIA AND CONTROTS

Supervisors ancl employees shall iusur.e that incoming communicatious
receive prompt attention ancl response. For that purpose, the require-
ments describecl below shall be carefullv obsened.

Time limirs

The following time limits are cstablished for reply to all commllulca-
performancc

1 day

Poge I
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Communications frorrr Members of Congress, Cabinet .
Officers, Executive Office of the President, and those
of an urgent nature not specifying a deflnite date
for response

Routine Communications
3 days
5 days

Control of Priority ltems

The OA IIaiI and Files Section shall maintain a control, using Form
H-L, MaiL Control, on all telegrarns, important mail from Members of
Congress, Executive Office of the President, Ileads of Fed.eral, State,
and Municipal agencies and associations, organizations, and private
individuals, registered mail, certified mail and mail containing checks,
money orders, or currency.

The original of the Form H-1 shall be retained in the OA MaiI and
Files Section. The remaining copies will be attached to the incoming
communication so tliat offiuials responsible for handling the communica-
tion can keep the llail and Files Section advised of its status and have
a record of the pending or final action. When the status of the com-
munication changes from that shown on the form initially attached by
the Mail and Files Section, the employee responsible for the change
shall note the name and date in the next referral space on the form,
detach one eopy and forward. it to the I\tail and Files Section for change
of record. The employee may also withdraw a copy of the form and
fiIe it alphabetically by name of sencler', or numerically, for administra-
tive reference. The mail control number on the Form H-1 shall be
typed in the identifieation line on the file copies of the reply.

Each week a status report of mail shall be prepared for the Admin-
istrator on the basis of the outstanding control records in the Mail and
Files Section. Communications will be considered delinquent if action
has not been completed rvithin the specified time limits. Each branch
or division heacl shall be given a copy of that part of the report pertinent
to his administrative responsibility. He shall note changes or comments
concerning the delinquent status of the communication on the report
ancl return the report to the Mail and Files Section for adjustment of
control record.s.

Preliminory Acknowledgment

When a fuII reply to an incorning communication cannot be made
within the time limit allowed, a prelirninary ackno.wledgment shall be
prepared within one day for telegrams or three days for other items.
An acknowledgment, pending fuII reply, will serve to remove corre-
spondence from control ftir a period of 15 days. Acknorvledgments shall
identify themselves as such, shall ad.equetely identify the subject corre-
spondence, and shall be as explicit as possible regarding the expected
date of full reply. Upon expiration of the 15-day period, the corre-
spondence will be delinquent until a full reply is prepared. If adtli-
tional time is required in which to answer a communication, a memoran-
dum shall be prepared to the Mail and Files Scction with a copy to the
Administrator giving the reason why it is not possible to prepare a
reply within the established limits.
Poge 2 l/S/59
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No Reply Required

In instances where no answer is required, filing authority shall be
noted in the upper right hand corner of the communication together with
the date and name of the individual making the determinition. The
communication and all related attachments shall then be forward.ed
to the Mail and Files Seetion for filing.

On controlled communieations to whieh no answer is required and
which r,vill be retained in decentralized fiIe units, the Form II-1 shall
be initialed in the appropriate space and forwarded. to the Mail and
Files Seetion.

CONGRESSIONAT CORRESPONDENCE

Communicotions lnitioted by the Ofiice of the Administrotor

All letters to Members of Congress initiated within the Office of the
Administrator shall be prepared for signature of the Administrator,
exeept:

(1) Where an incoming letter from a Member of Congress is ad-
dressed to another official of the Office of the Administrator
and its nature is such that signature of the reply by the ad-
dressee is indicated as a matter of courtesy. In such case, the
outgoing letter shall be sent to the Administrator for review
and clearance before dispatch over the signature of the atldressee.

(2) Repetitive or form letters addressed to Members of Congress
may be signed by another official of the Office of the Adminis-
trator when the Administrator has cleared the content of the
Ietter for such use.

Referrols to Conrtilutentr

When an incoming communication from a Member of Congress re-
quires consideration and preparation of reply by the Community Facili-
ties Administration, Federal National Mortgage Association, Public
Ifousing Administration, or Urban Renewal Administration, the re-
ferring official shall prepare a preliminary acknowledgment for the
signature of the Administrator. The transmittal memorandum re-
ferring the communication to the eonstituent unit or ageney shall re-
quest that the reply be prepared for the Administrator's signature
within the time limit prescribed. above, and that the entire file be
reurned to the Office of the Administrator, together with yellow, blue,
and white fiIe copies.

Communications addressed to the Administrator which pertain to a
regular operational function of the Federal Housing Administration,
may be referred. to the Federal Housing Commissioner for direct reply.
A preliminary acknowledgment shall be prepared. for the Administra-
tor's signature. The incoming communication shall be referred by trans-
mittal memorandum signed by the Administrator, requesting that a
copy of the reply be furnished to the Administrator's offree for the
completion of the files. Correspondenee of a policy nature shall be pre-
pared by the Federal Ifousing Administration for signature by the
Ad.ministrator.
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Referrob

When it is necessary to refer an incoming communication from a
Member of Congress to an HHFA Regional Office for aclditional in-
formation, the referring official shall prepare a preliminary acknowledg-
ment for the signature of the Administrator. The transmittal memoran-
dum referring the communication to the Regional Office shall request
that the incoming communication be returned. to the Central Office with
a draft of the recommended reply.

Congresrionol Constituenfs Communicqlions

When a Member of Congress requests that his constituent's com-
munication be returned to him, it shall be attached to the reply to the
Congressman. It is not necessary to make Agency copies of the attached
Ietter. Instead, the substance of the communication shoulcl be ade-
quately described in the reply, thus eliminating the additional work
of typing and filing the document. However, if documentation is
needed for the fiIes and the letter is long, it may be reprodueed on one
of the Agency's labor-saving devices.

Routine Correrpondence

Routine correspondence addressed to the Administrator which per-
tains to regular program operations, may be referred to the Commis-
sioner of the appropriate constituent agency or unit, or to the Regional
Administrator of an HHFA Regional Office, for direct reply. A pre-
liminary acknowledgment shall be prepared for the Administrator's
signature and the incoming communication referred by transmittal
memorandum signed by the Administrator, with a request that a copy
of the reply be furnished to the Administrator's offiee for the comple-
tion of the fiIes.

POSTAGE AND FEES PAID INDICIA

AII envelopes, labels, and cards procurred for official use by the Office
of the Administrator will bear the indicia Postage and Fees Paid,, Hous-
ing and" Eome F,inance Agency. This indicia will permit the dispatch
of the elasses of mail acceptable by the Post Office Department under the
Penalty clause, and all special mailings which normally require postage.

Dirpotch of Moil

Mail will be dispatehed by the most economical and practical means
serving the interests of the Agency. Mail shall be dispatched as regular
unless a special service has been predetermined for certain contents or
conditions; or a Form H-79, Request for Special Mailing (Exhibit A)
is attached.

fo HHFA Regionol Officer

Mail to Regional Offiees will be accumulated by the OA Mail Room
and dispatched at the end of the day in an envelope provided by the
MaiI Room. Mail to Regionai Offices, except Regions I antl II, will be
sent air mail. No request for Special Mailing shall be attached by the
originating office unless a special type of service, i.e., special delivery,
registered, air express, etc. is required..
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To Orher Deslinqtions

Envelopes matching the letterhead stationery are available in the
usual standard sizes. Except in the case of Regional mail, an envelope
(or label) should accompany each letter or parcel to be mailed. Small
envelopes rather than large envelopes shall be used whenever possible.

When speed is essential or additional protection is required, special
mail services such as air mail, special delivery, registered, certified,
foreign mail, or a combination of these, wili be provided wlien ac-
companied. by Form H-19. This form shall be prepared in original
only by the of6ce initiating the communication, with all pertinent data
filled in except Amount of Postage and Dispatched,. (See Comespond"-
ence Handbook, Chapter I, for instructions for indicating special service
on letter and Chapter II for memorandums. )

LOCAI. INTERAGENCY MAII

U. 5. Officiol Moil qnd Messenger Service

The Unitetl States Official Mail and Messenger Service provid.es for
the delivery and collection of mail to and from Government agencies
in the Washington area throrrgh the City Post Office. A U. S. Govern-
ment Envelope (Standard Form 65) or a Postage and, Fees Puid, enve-
lope shall be used for material to be dispatched through this service.
The l\fail Room will stamp " STOP " on the envelope and fill in the
Stop number identifying the addressee. Standard Form 65 shall not
be used to transmit classified material. Section 5-1 contains detailed
instructions on the transmission of defense classified material, ineluding
the manner of wrapping or enveloping, and the method of delivery.

Disposition of Penolty ond Nonpenolty Articles

Penalty indicia envelopes shall be used. in their current authorized.
capacity until the stock is exhausted. Nonpenalty envelopes and labels
shall be used for special mail services which formerly required postage.
The OA Mail Room rvill stamp the indicia Postage and Fees Pa,id,, Hous-
ing ancl, Home Fi,nartce Agency, on these envelopes.

Messenger Service

Messenger service from the OA Maii Room is scheduled hourly to
designated pickup and delivery stations. Offices shall provide fiIe trays
clearly labeled Incoming and. Ou,tgoing for messenger use.

Requests to establish or eliminate stations, or to adcl or delete names
of employees serviced by such stations, shall be made by memorandum
to the Records Management Branch.

Messenger trips to constituent agencies are made daily at 10 a.m. and
3 p.m. Special pickup and delivery services to other Federal agencies
in the I\{etropolitan Washington Ar:ea are coordinated with these regu-
Iarly scheduled. runs. l\[aterials to be delivered. or requests for pickup
of material must be in the OA MaiI Room fifteen minutes before the
scheduled trips.
6/13/60 Poge 5
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Speciol Service

After 3 p.m., requests for material to be delivered by special messen-
ger rtrill be sent by U. S. Official Mail and Messenger Service if prac-
ticable, for the delivery by the Post Office Department the following
mornrng.

Spe0ial messenger service is available for urgent official business only.
The office requesting the service shall prepare Form H-33, Request for
Bpeci,al Messenger Seru,tce (Exhibit B), filling in all data necessary
for information of the messenger to faeilitate locating addressee. AII
copies of the form shall be attached to the material to be delivered.

Special service may be a pickup or delivery of material, or both.'Wlen the requested service is a pickup and. a delivery, the names and
room numbers shall be noted in the appropriate spaces on the form.
A ('7" shall be placed in the box to indicate which task eomes first,
and. a "2" in the other box to indicate that it follows the first action.

On receipt of material delivered by speeial messenger, the receiving
office shall sign the Form H-33, indieate the time of delivery, and re-
turn the form to the messenger.

Instructions regarding messenger delivery of defense classified mate-
rial wiII be found in Section 5-1.

Other lnformction or lnslructions

Any additional information or guidance required in these matters,
including dispatch of mail to foreign countries and clarifieation of any
uncertainty, should. be resolved by inquiry direct to the OA Mail Room.
The OA Mail Room is in operation until 7 p.m. Mail for dispateh
after the last messenger pickup should be delivered to the Mail Room
before that time.

q
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EXHIBIT A
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Seclion 3

RECORDS MANAGEMENT

Section 506(b) of the Federal Records Act of 1950 requires that
the head of each Federal Agency establish and maintain an active
continuing program for the economical and efficient management of
agency records. Title 3 of the General Services Administration Regu-
lations prescribes more specific requirements for compliance with t[at
Act and with related legislative or regulatory measures.

This Section implements those requirements, by the designation of
appropriate operating requiremeuts, procedures, and areas of respon-
sibility rvithin the Central Offiee.

The provisions of this Section do not apply to classified defense
material coyered by Section 5-1, or to the personnel records provided
for in the Federal Personnel Manual and augmentetl by internal oper-
ating procedures.

AREAS OF RESPONTIBI]IIY

The Records Management Section, General Serviees Branch, Division
of Administration, is charged with responsibility for establishing and
maintaining:

(1) Elfective controls over the creation, organization, maintenance,
use and disposition of Ageney record.s.

(2) Cooperation with the General Services Administration in de-
veloping and applying standards, procedures, and techniques
designed to improve the management of reeords, assure the
maintenance and security of records of continuing value, and
facilitate the segregation and disposal of all records of tempo-
rary value.

(3) Compliance with the provisions of the Federal Reeords Act aud
all related legislation and regulations.

Supervisory and operating personnel at all levels are responsible
for cooperating with the Records Management Section in the objectives
described above, and particularly to insure that:

(1) Important policies and decisions are adequately recorded.
(2) Routine operational paper rvork is kept to a minimum.
( 3 ) The accumulation of unnecessary files, filing equipment and

supplies is avoided.
(,1) Maximum usefulness is obtained. from official files through

complete documentation.

CENIRAI TIIES

The Records Management Section of the General Services Branch is
required to establish and maintain centralized files for the Housing
and Home Firrance Agency; included are correspondence and docu-
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mentary materials originating in or received by the Agency in the
transaction of public business or in plrrsuance of Federal larv.

Each organizational unit shall send. to the Central Files all original
communications received and official fiIe copies of all correspondence
initiated. Exceptions to this requirement have been made by written
agreement between the Direetor of the General Services Branch and
certain organization heads. Such exceptions are granted with respect
to record material required for functions which are administered
from locations not readily aecessible to the Central Files. When de-
centralization of files is authorized to any area, the records system,
training of file elerks, and disposition of reeords in that area shall be
subject to technical supervision of the Reeords Management Section.

Chorgc-Oul Control

Material obtained from either Central Files or a decentralized file
unit shall be recorded as a charge to the requesting employee. That
employee thereafter shall notify the file unit of any subsequent transfer
of the material to another person, in order that the charge-out reeord
may be ameuded accordingly. The file clerk shall make inquiry con-
cerning material charged out more than ten days, to effeet its prompt
return and safeguard the continuity of Agency files.

DOCUTTENIS IN CUSTODY OF FINANCE AND ACCOUNTS BRANCH

The Chief, Analysis and Examination Section, Finance and Accounts
Branch, is the designated. custodian of certain documents which require
special precautions against possible loss or misuse. These custody docu-
ments will be released only to members of the legal staff, loan examiners,
or other duly authorized persons, for use in conneetion with official
business.

'Work space is available in the Analysis and Examination Section
from 9 a.m. to 12 noon and from 2 to 5 p.m. each working day for
the examination of custody documents. When a detailed examination is
required which will necessitate the temporary release of such documents
from the custodian's files, a trust receipt will be required for each fiIe
released. Files must be returned within five working days unless an
extension has beeu arranged with the custodian.

SAIEGUARDING AND DISPOSAT OF RECORDS

The Federal Records Act imposes upon the heads of tr'ederal agencies
responsibilities for preventiug the unlawful removal, defacing, alter-
ation or destruction of official records; and the Records Disposal Act
(44 U.S.C., sec. 380) requires that no records of the Government shall
be alienated or destroyed except in accordance with the provisions of
that Aet. Severe penalties for the willful and unlawful destruction,
damage or alienation of Federal records are prescribed in the U.S.
Criminal Code (18 U.S.C., Sec. 2071).

Supervisors shall insure that all official record material is safeguarded
accordingly. Reference or working files are not affected by these pro-
visions. Questions as to interpretation should be directed. to the
Records l\fanagement Section.

Poge 2 8/27/57
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When official records become inactive, they shall be transferred
to the custody of the Chief, Reeord.s Management Section with recom-
mendations for their preservation or disposal. The Records Manage-
ment Section shall complete the necessary processing of such records
aceording to law.

Requests for noncurrent records in the custody of this Agency, the
National Archives, or other Federal agencies shall be made to the
Records Management Section, where procurement and delivery will
be effected.
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5.4

Seetion 4

TETEGRAPHIC IAESSAGES

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

The Division of Administration, General Services Branch, Record.s
Management Section, is the central control point for receipt and
delivery of all incoming eommunications, and for the dispatch of all
outgoing official messages.

Supervisors at all levels shall require employees under their super-
vision to familiarize themselves with this Section and will guard
particularly against the use of telegraphic communication when less
expensive means would serve the purpose sufficiently. Secretarial em-
ployees should refer also to the HHFA Correspondenee Handbook.

The term "telegraphie message" as used in this Section means all
written messages transmitted by wire or radio, and ineludes teletypes,
telegrams, cablegrams and radiograms. These procedures do not apply
to the transmission of confidential or higher elassified material which
shall not be transmitted by wire communications except as authorized in
Section 5-1 of this Volume.

GENERAI, CONDIIIONS

The use of telegraphic messages shall be limited to urgent purposes
which cannot be accomplished by air mail. Telegrams reserving hotel
accommodations for official business may not be sent at government
expense.

The appropriate constituent unit, division, or branch head shall fur-
nish the Director, General Serviees Branch, with the names of em-
ployees authorized to sign telegrams and shall keep that office advised
of ehanges in authorization. Only messages signed by an authorized
employee will be accepted by the Mail Room for dispatch. Messages
signed by unauthorized employees will be returned to the appropriate
office head for approval before dispatch.

The OA Mail Room receives and controls all incoming telegraphic
messages. If an official incoming telegram is delivered by a 'Western

Union messenger directly to an individual or office, the telegram shall be
forwarded at once to the Mail Room for record and control purposes.

Particular attention is directed to the time limits prescribed in
Section 5-2 for response to or aeknowledgment of telegrams.

IRANSMISSION SERVICES

The OA Mail Room will dispatch telegraphic messages by teletype
and by commercial telegraph, according to the following criteria.

fclctypr

The teletypewriter system operated by the Public Buildings Service,
General Services Administration, shall be used for the transmission of
official messages to Regional Offices and field locations, to other Federal
agencies, and to foreign destinations.
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The PBS Communications System transmits messages in the order
they are received, following any special handling or delivery
instructions.

Teletype messages are transmitted from the OA Mail Room from
8:45 a.m. to 6 p.m. Nlessages to Regional and field offices received after
that time will be transmitted the following morning unless the sender
advises that the addressee is waiting for the message, in which case
it rvill be transmitted by Westeru Union.

Unless otherwise instructed, teletype messages directed to Regional
Offices and received in the Mail Room Friday afternoon too late for
transmission before the close of the business day, shall be sent to the
adclressee by regular-speeial delivery or air-mail special delivery.

Commerciql Telegroph

Western Urrion Telegraph services shall be used for the transmission
of all other official telegraphic messages.

Telegrams may be delivered to the OA Mail Room for pick up by
\Vesteru flnion messengers from 8 a.m. to 7 p.rn.

'Ihe follorving classes of service are available for the transmission of
Western Union telegrams to points within the United States:

(1) Full Rate Telegram (Straight). The fastest service. The mini-
mum charge to each rate zone is on the basis of 15 words; addi-
tional charges are macle on the basis of each word over 15.
Average transmission time-1 hour.

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

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

The originator shall indicate the class of service (STRAIGIIT, DI-,l,
NL) for a tcleplram in the "Preeedence" block, basing his judgment on
the r:onterrt of the rnessage, the number of rvords, the location of the
arlrlrcssee, thc tirne of dispatch, closing time of receiving office, the
timc zone, and the transmission time. If the class of service is not
shorvn, the supervisor of the Mail and l'iles I'l'nit will designate the
class of service. Unless otherrvise instructed, the Mail Room will send
aII rnessages 'lvhich are acldressed to state and municipal bodies, organi-
zatiorrs, institutious, aud finns by night letter when the transmission
time as a, straight nrc,ssage is insufficieut to permit reeeipt before the
close of the business day.

PREPARATION OF TIAESSAGE, STANDARD FORM 14

Telegraphic messages shall be prepared on Standard Form 14, Rev.
Marclr 75,1957 (EXHIBITS A and B). Yellow and blue tissue shall
be used for basic file copy requirements. White tissue shall be used for
informational copies, rvhen needed.
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Telegraphic Message form shall be completed as follows:

.._l!qy,g of Agency. Leave blank for teletypes. For telegrams type
"HOUSING AND HOME FINANCE AGENCY" and "OFFICE OF
THE ADMINISTRATOR," in this space regardless of the organiza-
tional unit in which the telegram originates. This will facilitate billing
by Western Union.

Preced,ence. I-.ieave blank for teletypes. X'or telegrams use this space
to indicate class of service, e.g., Full Rate (Straight), Day T-.retter (DIr),
Night Letter (NL). (The precedence system is not used for normal
operations. It has been planned for use in the event of a national
emergency.)

Security Classification. Inaye blank. See Section 5-1 for instructions
for transmission of classified wire communications.

Account'ing Classifi,cation. Leaye blank for teletypes. For telegrams
type the name of the constituent unit, office or division in which the
telegram originates. For colleet telegrams type only "COI-ILECT" in
this space.

Type of Message. Check appropriate box.
Stngle. Message with only one addressee.
Book. Message with two or more addressees. Address a book

message intended for All Regions "TO AI,IL REGIONAIT
ADMINISTRATORS." (See Exhibit A.) Identical
messages to two Regions may be ad.dressed. "TO
REGIONAIT ADMINISTRATORS IV AND Y." Prepare
only one set of file copies. If a book telegram other than to
all Regions is directed to more persons than can be con-
veniently listed on the telegram form, address the telegram
"TO ATTACHED IJIST." List on a separate sheet of
paper the names and addresses of the persons to whom the
message is to be sent and attach to telegram form and. to
the official fiIe copies.

Multi- Message with two or more addressees; used when one or
Ad,d,ress more of the addressees needs to know the other recipients.

Names and add.resses are typed on the form, preceding the
message. (See Exhibit B.)

Message to be Transmitted. Flush with the left-hand margin
and one space frorn the top, single-space the name and address of
the person for whom the message is intended. For teletypes to Regional
Offices use only the narne of the addressee, Agency identification, and
city and state in which located. In addressing messages to field offices
and when using commercial facilities include the street address also.
When it is necessary to include an attention line place it between the
add.ressee's name and the street add.ress.

Bod,y of Message. Begin body of message two spaces below last line
of add.ress. Use block style, beginning the ffrst line of each paragraph
at the ieft-hand margin. Double space and type in capital letters. If
more than one page is needecl, use additional copies of SF 14. Type the
name of the official who will sign the message in the center, two spaces
below the last line of the body of the message. On messages to HIIFA
Regional Offices type the name of the signer only, unless he is acting
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for another, in which case he should be identifietl by acting title.
Use a single phrase for identification and place it flush with the name.

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

Name anil, Title of Originator (Tape.) Leave blank. This informa-
tion will appear in the identification line on the official file copies.

Originator's TeL. No. I-.reave blank.
Date and, Iime Prepareil. Iteave blank. The date shall be shown in

the identification line on the file copies.

Signature. Signature of official whose name is typetl above. The
signer must be authorized. to sign telegraphic communications.

Becurity Classifi,catiom. See above.
Carbon Copy Di,stribution. Note carbon copy distribution on carbon

copies only, by typing the abbreviation "cc" followed by a colon aud au
alphabetical listing by last name and room number of persons who
are to receive carbon copies.

CHARGEABLE WORDS IN TE]EGNAMS

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

The following basic rules shall be observed in the preparation of
telegraphic messages: Avoid grammatical niceties in the text such
as ttplease," ttthank you," ttMr.r" etc. Such words are appropriate
in a letter but are costly in telegrams.

Punctuate sentences the same as in a letter. Do not use word.s such
as "Stop," "Comma," "Period," in lieu of punctuation marks.

Omit articles t'a," "ao," and "the" and use coined words such as
RETEIT, URTEIT, URITET, and abbreviations such as HHFA, GSA,
FHA, to eliminate excess words in messages.

Use a single phrase after the signature, such as HOUSING & EOME
FINANCE AGENCY since a charge is made for such further identi-
fication as a title or the name of the organizational unit.
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EXHIBIT A

TETEGRAPHIC 
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EXHIBIT B
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5-5

Section 5

LONG DISTANCE TETEPHONE CAttS

POUCY

Long distance telephone calls shall be limited to urgent official busi-
ness which canuot be transacted successfully by less expensive means.
Calls should be limited to a few minutes whenever possible. Before
placing a long distance call, thought shouldl be given to the substance
of the conversation and reference materials should be assembled.

Personal long distance calls shall not be made from official telephones
and charged to the Government. In an emergency, however, when the
employee has a residenee telephone, the operator may be requested to
have the call eharged to that number.

The Administrator, Deputy Administrator, General Counsel, Assist-
ant Administrators, Commissioners, and all Division heads are author-
ized. to make and approve long distance telephone calls. They may
authorize employees under their supervision to make and approve sueh
calls.

Authorizotion ond Signoture Cord

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

FEDERAT TEI.ECO'IAMUNICATIONS SYSTEIIA CAtlS

The General Services Administration operates the Federal Tele-
communications System (FTS) covering over 426 eities in the 48 con-
tiguous States. This System provides facilities for long distauce tele-
phone communications by Departments and Agencies of the Govern-
ment at more economical cost than present commercial rates. Whenever
possible the FTS shall be used for making long distance calls.

The General Services Administration has issued the FTS Users Guide
and Supplement. They should be studied by personnel who place or
authorize others to place long distance telephone calls.

coll IrAERcrAL cAr.ts

The term commercial call as used hereinafter means any long distance
telephone caII made through the use of facilities other than those of the

8/27/64 Poge I
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Fed.era1 Telecommunications System (FTS) and includes a1l ineoming
collect calls accepted and all calls to or from Alaska, Ilawaii, or Puerto
Rico or any other point outside the continental United States.

I-.rong distance calls shall not be placed through commercial lines (if
covered by FTS) unless a demonstrable emergency eondition exists.

Reporting of [ong Dislqnce Commerciol Calls

All official long distance commercial calls shall be reported daily on
Form If-200.19, Record of Long Distance Commercial Colls (see Ex-
hibit B). The report shall be certified by the employee authorized to
make the call and signed by the authorizing officer or his designee.
When the person making the call is authorized both to make and to
approve the long distance commercial call, only one signature is re-
quired on Form H-200.19. The form shall be forwarded to the Division
of Finance antl Accounts not later than the close of business of the day
following the day on which the eall was made.
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EXHIBIT A

HOUSING AND HCITE FINANCE AGENCY al-2r2
(s-oo)OFTICB OF TAE IDItIISTIAtOI

AUTIIOR IZATIO}I AIID SIGIIATURE CARD

(Typc aarc otrd tial. of olficcr or ctploycc)

oRGAiltZATtoilAf"uxlr

SI OXATURE

I cortlfy thct thr aboy. is thc aignaturc of-
rho ir authori:cd to @

uake offtclsl ].oDg clistance calls

( Dotc) ( Atthoritiag Offic.t)

HOUSING AI{D HGVIE FINANCE AGENCY lF2lt2
(reo)oFFICE 0t rAt lDIIrI8Tllt0l

AUTIIOR IZATIOil AIID SIGXATURE CARD

(Typc aatc ond,ialc ol olficct or ctploycc)

ORGAIIIZATIOI{AL UXIT

SI O}IATUNE

I ccrtlfy that thc .bov. l! thc rignaturo of

rho ic author ir.d to 1+pfrn0(rlrerirwr.r$,JF.yi!6?+
nalre and approve offlciel long d,lstanee ca1ls

( Dot.) (Authoritiag Officcr)
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ROUSING AND IIOIIE TINANCE AGEIICI

RECORD OF LOIIG D ISTA!ICE COMMERC IAL CALLS

lFzto.19
(a-fi)

tO, [ ] Division of Finance and Accounts (Central office)

f ] eOrninist.ative Division (Recional offices)

rExtension

Date calls made- , l9-

TY?E
OF

CALL
XAUT OF PERSON

CALLEO OR CALLII{G
PLACE CALLEO OR

OR IG IN OF COLLECI CALL

TIXE CALL
PLACEO OR

ACC E PT €O

TIXE
a0ilsurtD

( ti^L,c t)

PR06RII
CIARGEAE LE

Constituent Unit 

- 

organizational Unit
I certify that in the Lnterest of the HIIFA it was necessary to use thc telephone for the above official
long distance commercial call(s) and that a demonstrable emergency existed which prevented use of FTS.

fSiraqicr. and ai.lc of iaditidual raling ccllr
or acc.pta^a collccl calls)

/Si3acture dnd !itl? of Authoriri^B
Ofliccr or D.ritn.c)

' Iasert ottice ertersio! charged lor cal1s placed ald lor collect calls accepted.t' Ilsert applicable sFlbol as showtr belor:
DD - Direct dialiag

IC - Iocmitrg collect call accepted 0P - Call placed through operator

o
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o
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o
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o
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5-6

Section 6

MONITORING OF TETEPHONE CALTS

The use of d.evices which record telephone conversations is prohibited
by the Federal Communications Commission unless the device transmits
an audible warning that the call is being recorded. As a matter of
policy, no telephone recording devices of any kind, either mechanical or
electronic, wiil be installed or used. by the Housing and Home Finance
Agency.

No employee of the Agency shall irrtercept a telephone conversatiorl
rvithout the consent of the parties involved except in connection with
investigations related to the National security. No interception shall
be undertaken or continued without submitting a justification to the
Administrator and through his office obtaining the approval of the
Attorney General.

Secretarial assistants may, without making complete or partial ver-
batim transcripts, take rrotes of telephone calls for the purpose of setting
up appointments and meetings, obtaining letters, reports, documents or
other data needed for reference during the call or subsequent thereto,
and performing other usual secretarial duties.
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Adminirlrstive Proctice Hqndbook
Port 5. Generql Adminirrrotive Services

6.1

Seclion I

PRINTING AND REPRODUCIION

The Printing and Reproduction Section, General Services Branch,
Division of Administration, is responsible for providing or procuring
printing services, and for the distribution of HHI'A publications and
administrative releases. This Section explains how to request these
services. (See Section 1-10 for information on how to request graphic
and visual aid services.)

Printing and distribution services as used in this Section include:
(1) Multilith (duplimat, colitho, et cetera).
(2) Photo offset.
(3) Printing.
(4) Photostat.
(5) Ozalid.
(6) Finishing and binding services, sueh as assembling, stapling,

punching, padding, and trimming and folding.
(7) Forms design.
(8) Varityping.
(9) Organization chart preparation.

(10) Mechanical sign work.
(11) Distribution of HHFA nfanual (Volumes I through VII) ;

[iPA Manual (including LPA Letters)1; Regional Circulars;
Staff l\{emorandums; and HHFA publications.

It is important that consultation with the Printing and Reproduction
Section precede formal planning or requisitioning of any service in
which materials rvill be reproduced in volume.

REQUISITION!NG PRINIING SERVICES

Clearonce of Materiol

Offices requisitioning services are responsible for the accuracy of the
material and for obtaining required clearance approvals.

Dating lVlcteriol

In order to facilitate fiIing and searching and to establish the time
of issuance, offices preparing material for reproduetion should be sure
that it is dated. As a rule, forms, letters, memorand.ums, reports, aud.
similar d.ocuments bear dates in prescribed places on the material;
other material usually should be dated at the bottom of the last page.
When no date is desired, a specific notation to that effeet should be
made on the requisition.

' lftt" f,pe l\Ianual anil LPA Letters are mailed ol the sams ilistribution tist, Intemal
HHX'A distribution is handled in accotdance rvith Section 6"7. Distribution to local public
agencies &rrd. others outsiile HIIFA is controlled by the lTrban Renerval Administration and
req_uests for such- distribution shoulil be sent to the Director of Administrative Management,
Urban Renerval Administration.

6/2o/sg pose I



5-l Prinling ond Reproduction

Action by rhe lnirioring Oftce

To obtain printing services, prepare Form H-20, Reqwisition for
Graphics and, Reproduction Seraices, in original and three copies. (See
Exhibit A.) Offices should. serially number their requisitions, pre-
fixing the number with the abbreviation of the name of the requisition-
ing organization unit. The Requisitioning Officer's name and title shall
be typed in the space provided for his signature. Any question about
the preparation of Form H-20 should be directed to the Printing and
Reproduction Section.

Submit stencils, plates, and eopy for multilith or photostat with the
requisition. Material for printing should be discussed with the Printing
and Reproduction Section and be submitted as prescribed. On Form
H-20, under "Distribution of Material," indieate the number of
copies to be reprodueed and the quantity, if any, to be stocked. Material
shoultl be stocked only when justified by actual or anticipated needs,
and estimates of quantity should take into consitleration the nature
of the material and the probability of obsolescence or revision. The
possibility of sale of a publication to the public through the Superin-
tendent of Documents should also be eonsidered before submission of
the material to the Printing and Reproduetion Section, and supporting
information on that point should be attached to the requisition.

The head of the requesting constituent unit or division, or a staff
member authorized by him to request printing services, should sign
the original of Form H-20 and route it with two eopies of Form H-20
and the proposed material to the Budget and Organization Staff. When
graphies and visual aids services are also required., indicate on the same
Form H-20 as provided in Section 1-10.

Reprinl of Copyrighred ,$dteriol

When requesting the reprint of eopyrighted material, the initiating
office should send a letter to the copyright proprietor asking permission
to use the material. The name of the eopyright proprietor appears in
the notice of copyright on each copy published or offered for sale. The
letter must ineorporate the following statements:

"We should like to have your consent to the free reprinting by us
of not more thar-copies for (state use, such as'internal dis-
tribution to our Regional Offices for staff information'). Pulrlieation
or republication by the Government of copyrighted material does not
abridge or annul the copyright, nor does it authorize any further
reproduction of the copyrighted material without your consent."
The letter of consent from the copyright proprietor shoultl be at-

tached to the original Form H-20 which is sent to the Printing and
Reproduction Seetion.

It is generally permissible to reprint noneopyrighted material printed
in a nongovernmental publication, but if there is any question, the
initiating office should obtain written permission to reprint.
Budget and Orgonizolion Slqff Clesrqnce

The Budget and Organization Staff will review material for adequacy
of clearances, administrative practicability, quantity, and distribution.
Poge 2 6/2o/so
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When additional clearances are required, the Budget and Organization
Staff will ask the initiating office to obtain them.

The Budget and Organization'Staff will forward approved requisi-
tions and their attachments to the appropriate point for action. Requi-
sitions involving action by both the Printing and Reproduction Section
and the Graphics and Visual Aids Staff will show the Butlget and
Organization Staff approval on the original and one copy of the Form
H-20.

Action by rhe Prinring and Reproduction Seclion

Requisitions will not be proeessed by the Printing and Reprocluction
Section without approval bv the Budget and Organization Staff unless
clearance has been specifically waived by the tsudget and Organization
Staff or unless preliminary consultation is required prior to Rutlget
and Organization Staff clearanee.

The Printing and Reproduction Section 'lvill determine whether the
process requested is economical and appropriate and will inform the
initiating of6ee if a significant change is to be made in the process
requested.

Stencils and paper mats will be destroyed. after copy is run unless
the initiating office rcquests their return for a future rerun,

REOUISITION]NG THE PRODUCIION OF A NEW FORIIA

To requisition the production of a new form, prepare Form H-20,
Requi,si,tion f or Grapldcs and, Reproduction Seruices, as described above,
and inelude a statement of the need for the form. Send the requisition
and any attachment to the Budget and Organization Staff for elear-
ance. The Printing and Reprotluction Seetion wiII consult with the
requesting office in developing the draft and final form.

Requisirioning Copies of Forms

Printed forms stoeked by the General Services Branch are listed in
the HHFA-OA Forms and Stationery Catalog. These forms are con-
sidered items of supply rather than printing. Section 6-2 explains how
to requisition them.

REQUISIIIONING COP]ES OF PUBTICAITONs

The Printing and Reproduction Section stocks copies of HHFA
publications normally in demand, other than legislative material. Legis-
lative material is stocked and distributed by the Legisiative Referenee
Unit in the Offlce of General Counsel. See Section 6.6 for informa-
tion on the legislative referenee service available in the Central Office.

To requisition copies of HHFA publications, prepare Form H-68,
Requisiti,on f or Pu,bltcations, in original and one copy (original and
two copies if the requesting office wishes to keep a copy for its records).
(See Exhibit B.) Send the original and otre copy to the Printing and
Reproduction Section. A routing slip is not required since routing
instructions are printed on the form. Direct any question about the
preparation of Form II-68 to the Printing and Reprod.uction Section.

6/20/58 Pose 3



6.1 Printing ond Reproduction

Regulations published by the Joint Committee on Printing provide
that no person connected with any department shall furnish to any
private individual or private organization any publication for free
distribution in lots to exceed 50 copies, unless the cost is less than $10,
without prior approval of the Committee. Requisitions for free dis-
tribution which exceed the above quantity and cost must be accom-
panied by a statement of justification, giving the name of the person
or organization requesting the publication.

The Printing and Reproduction Section wiII complete the entries on
Form H-68 and return the copy to the requesting offiee as notice that
the requisition has been fiIled. The original will be retained in the
Printing and Reproduction Section.

When stocks of publications requested are exhausted, the requesting
office will be notified. Form H-68 will be held in the Printing and
Reproduction Section until the requisition can be fiIled.

REQU]SITIONING COPIES OF ADMINISIRATIVE RE]EASES

Section 6-7 explains how to requisition administrative releases which
are distributed through the General Services Branch.

J
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6.1 Printing ond Reproduction

EXHIBIT B

l}6e
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REOUISITION IOR PUBLICATIONS
(Subnit ln dupllcatc)

Itl{t . bll{tr. ,. A

DELIUEi IIIIS FOil PNilPTLY IO:

l. GraPhlcs SectionV
trt,trr NlPLlCAtl,o l.$..,ina 0f li c.,
ONen& ritl t. r.r.ir.d iD

C?.lt ic. S.caion.

cnAP'rcs slclrot u3t orly
2. onoerro ry: /
*-. Q/' A"*'il"N-

, fsi3t.,rr.,
trttc #ulef, nn€; soatian

DAIE RECEIYED

L-5-55

OAIE OiOER FILTEO

\-5-5'
ROOI

IOO

8 LD6.

Normandv

SACX OtoERE0:

FI LL.EO OT:

o$. tt} Jqo-hrd/

PIIOT E

1l.t21

OAI€

l!-l!-98

ModuLar Coordination tn DwealJng Deslgn

fITLE OF PUELICAIIOII u

UIBER Of COPIES

Ir Imrr,
filrrrsrrerr

[rtcrrr
!rur. rtor

0ELlvtRY. taETlt00!

SEXD TO:

J. Stnittl
lr0O tlormanqy

I Form II'68 should be sent to the General Services Branch. Existing stock of this lorrnrvill be used until exlausteal.
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5-2

Section 2

SUPPTIES AND EQUIPMENT

Employees are individually responsible for the proper use and protec-
tion of Government personal property which may come within their
custody or control.

RBGIUISIIIONING PIAN

Each organization unit should have a requisitioning plan that con-
solidates its requisitions for ofiffce supplies and for equipment. The plan
should be based on the size of the unit, physical loeation of offices within
the unit, work volume, and diversity of activities. Eaeh requisitioning
unit should have a single storage cabinet of commonly used supplies.
On request, the Property Management Section of the General Sefviees
Branch, Division of Administration, will help to determine an efficient
requisitioning plan.

Need.s should be anticipated far enough in advance to permit the
submission of requisitions on a bi-weekly basis. Organization units
should not keep more than a 30-tlay supply of commonly used items ip
their storage cabinets.

SIOCK SUPP1IES AND FORIAS

Office supplies which are commonly used are stocked in the central
stockroom and are listed in the HHFA-OA Stock Catalog of Office
Supplies. Requisitions for these items should show the item number,
commodity description, and unit of issue as listed in the Catalog.

H-Forms and commonly used Standard Forms are also stocked in the
central stockroom and. are listed in the HHFA-OA Forms and Sta-
tionery Catalog. Requisitions for these items should show the foi.m
number and title as listed in the Catalog.

EQUIPMENI

Furniture, offiee machines, lamps and other items of equipment, which
generally must be purchased when they are need.ed, are not listed in the
stoek catalog. The Property Management Section of the General Serv-
ices Branch provid.es an initial set-up of equipment for each new em-
ployee on advice from the receiving Division or office of the date of the
employee's entrauce on duty aud the nature of his duties. A minimum
advance notice of ten days is required by the Property Management
Section.

Additional equipment should be requisitioned in accordance with the
instruetions in this Section. Any question about the preparation of
requisitions for additional equipment should be directed to the Property
Management Seetion.

ACIION BY THE INITIAIING OFFICE

To obtain
for Supplies

e/4/55

supplies or equipment, prepare Form II-10, Bequ,isition
and, Equipment, in an original and three copies (see
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Exhibit A). Offices should serially rumber their requisitions, preffxing
the number with the abbreviations of the requisitioning organization
unit.

Prepare separate requisitions for (1) supplies and forms listed in
the HHFA-OA Catalogs, and (2) equipment and other items not listed
in the HHFA-OA Catalogs.

Requisitions for equipment and other items not in the IIIIFA-OA
Stock Catalog should include a complete description of the item, a
statement explaining the need for the equipment, antl the name of the
person to whom the equipment is to be issued for use, as illustrated
in Exhibit B.

The administrative assistant or employee who acts in this capacity
should check all requisitions carefully to assure that they are properly
filled out and that the commodity descriptions and justffication are
adequate.

When requesting supplies, the administrative assistant or employee
who acts in this eapacity may sign Form H-10. When requesting equip-
ment, Form If-10 must be signed by the head of a Division, or the head
of a Branch or comparable organization unit, or a staff member author-
ized by such official. Send the original and two copies of the form to
the Property Management Section and keep one copy in the requisition-
ing offiee.

DEI,IVERIES OT REQUISIIIONED IIEMS

When supplies and equipment are delivered, the Property Manage-
ment Section will send the original Form H-10 with them. The staff
member receiving the articles should sign the receipt certiffcate on the
face of the form and give the form to the delivery clerk.

The staff member for whose use a special item of equipment is re-
quested, such as a portable typewriter or a camera, is individually
responsible for the equipment. When items of this kintl are deliveretl,
the Property Management Section will send the original antl one copy
of Form H-26, Rece,ipt for Property,with them instead of Form If-10.
The staff member for whose use they are issued and who is to be respon-
sible for them should sign the original Form H-26, give the form to the
delivery clerk, and keep the copy for his record.

our oF strocK trEMS

When items requisitioned are temporarily out of stock, the Property
Management Section wiII send a copy of Form H-lI, Bach Oriler, to
the requisitioning unit. When stock is replenished, the items will be
delivered to the requisitioning unit with the receipt copy of Form I[-11,
Baclt Ord,er The staff member receiving the items should sign the
receipt certificate on Form H-11 and give the form to the delivery clerk.

INSPECTION AND ACCEPTANCE

The nature of certain items of requisitioned equipment requires
inspection and acceptance by a person in the requisitioning unit who is
technically qualified to inspect and aecept or reject them. In these
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instances, the purchase order will specify delivery to that unit. The
receipt, property records, and consignee copies of the purchase order
will be sent to the requisitioning unit as advice of the incoming ship-
ment. The equipment should be inspected promptly upon receipt. ff
it is aeceptable, the staff member who inspected it should complete the
receiving report section of the receipt and property records copies of
the purchase order. The receipt copy should be sent to the Finance and
Accounts Branch and the property records copy to the Property Man-
agement Section. If the equipment is not acceptable, the staff member
should notify the Property Management Section promptly of the
reasons for rejection.
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5-3

IDENIIFICATION CARDS

Certain employees must show official identification cards to obtain
admission to restricted. areas or buildings or to id.entify themselves as
official representatives of the Agency. This Section establishes pro-
cedures for issuance, use, and surrender of identification cards.

Form H-53, Identifi,cation Caril,, has been established as the offtcial
identification document for all employees other than those of the Com-
plianee Division for which special credentials are issued. Form H-58
carries the employee's name, photograph, signature, and his physical
characteristies, and states that the employee so identified is employed
in a stated capacity and is engaged on official business. No further
implication is intended or authorized, and the use of the carcl shall be
restricted aecordingly by the employee.

The extent to which the card is honored by other Government or
private agencies depends entirely on the regulations of those agencies.
Form H-53 is not intended, and shall not be used, as an offrcial pass or
to serve in lieu of a building pass or other credentials requiretl and
issued to visitors by another agency.

REOUEST FOR ISSUANCE

fssuance of a card shall be requested on Form H-52, Reeyr,isition for
Identification Caril, which shall be prepared. by the employee for whom
the card is requested. Form H-52 shall be fully executed and shall
describe the duties assigned the employee which necessitate issuance
of a card. Requisitions shall be signed by the constituent unit or
division head as requesting officer and sent to the Director, General
Serviees Branch.

ISSUANCE

The Director, General Services Branch, 'rvill issue and maintain con-
trols on identification cards for employees. After approval by the
Director, the General Services Branch wiII aruange for necessary
photography and issue the completed card directly to the employee
concerned. Issue shall be acknowledged by his personal signature of
receipt at the bottom of the requisition, which shall be retained by the
General Services Branch as the record of issue.

EftIPI.OYEE RESPONSIBITIIY

The employee is personally responsible for the proper use, protec-
tion, and ultimate return of the card issued to him. ff a card is lost,
damaged, or defaced, the employee shall immediately advise the Di-
rector, General Services Branch, by submittin€t a new requisition on
Form H-52 for a replaeement, stating thereon the circumstances of the
loss or damage. Damaged cards shall be surrenderec[ upon issuance of
a replacement.

to/go,/s7 Pose I



6€ ldentiftcqtion Cardr

RETURN OF CARDS

When the holder of a card is separated or reassigned to duties not
requiring a card, he shall surrender his card. in accordance with the
procedures outlined in Section 2-4-3, " Clearance for Final Salary
Pa;rment. "
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Section 4

[IBRARY SERVICE

The I-.iibrary, General Services Braneh, provides departmerrtal library
referenee and bibliographic services for the Central and Regional
Offices.1 Publieations available in the I-,ibrary include specialized
researeh material on the technical, legal, and economic aspects of hous-
ing, city planning, urban redevelopment, and related subjects, as well as
periodicals and current publications relating to housing problems.

The l-:ibrarian is responsible for initiating and controlling procure-
ment of all publications, including books, pamphlets, periodicals, news-
papers, reporting services, ete., required in the official functioning of
offices. Therefore, all requests for such material rvill be made directly
to the I-:ibrarian, regardless of whether the publication is believed to
be obtainable with or without cost, and regardless of other procure-
ment means available to the requesting employee. Should the desired
material not be available in the Library, the Librarian will then make
request upon a constituent agency, the Library of Congress, or other
appropriate source.

BORROWING TAAIERIAI. FROIA THE 1IBIARY

Requests for library materials or services may be made by telephone,
by memorandum, or in person. If delivery is requested, the regular
messenger service will be used.

The loan period on material varies with the demand for the speciffe
publications and the source from whieh they are obtained. Publications
owned by the Library are loaned for one month unless they are in
active demand, in which case the routing slip will indicate a shorter
loau periotl. Materials bomowed from constituent agencies, the Library
of Congress, university libraries, and other Government and private
colleetions are loaned for two weeks.

During working hours, all borrowed material must be available at
the borrower's desk for reference by others as need.ed. ff it is essen-
tial that a publication be on hand in an of,fice at all times, that office
may request the Librarian to issue the publication as a desk copy antl
charge it to the offiee on an indefinite loan. Such publication must be
available for reference by other staff members and is subject to reeall
at any time.

The I-:ibrary will remind borrowers as materials beeome over-due.
Prompt return is essential to good service.

Periodicolr

The Iribrary maintains lists of aII currently received periotlicals.
Magazines of general interest wiII be placed on a magazine rack when
first reeeived, to permit the use of eurrent issues in the Library by
those interested. Magazines will be routed to staff members if neetled
_lG 

tu* collection is an integrel part ol ths Library with a law librarian assigneil to it.
Ilowever, for infomation and copies of documonts on cunent legislstion, eonsult the Legisla-
tive Rofer€ncd Section, Division of Law'
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for official use. Cument issues of periodicals are loaned for a maximum
period of three days.

Speciol Subiecl lnteresls

Staff members may advise the l-,library of special subject interests,
in which case related articles in periodicals and other publications
subsequently received will be brought to their attention.

Routing Slips

AII material loaned by the Library will be a,ceompanied by a Form
H-74, Libraru Ch.arge Slip. This form will indicate the date the mate-
rial is due to be returned to the Library. Material is returned through
the messenger service by reversing the routing slip antl attaching it to
the borroved material.

Form H-30, Perioclical Rou,ti,ng Slip, rvill be attached. to the maga-
zines rvhich are regularly routed. This form provides for return of the
material to the Library.

REsPONSIBII.IIY OF BORROWER

The borrower is personally responsible for the proper eare, handling,
ancl retum of material borrowed from the Library. Books are con-
sidered individual responsibjlity property, and those which are not
satisfactorily accounted for shall be paid for or replaced by the bor-
rower.

REFERENCE AND BIBI.IOGRAPHICAI. SERVICE

Staff member:s may request reference services from the I-ribrary by
telephone, by memorandum, or in person. Such serviees may entail use
of one simple reference source, or may involve extended searching of
available sources as time permits.

Housing Ref erencc, a periodically issued reading list of new mate-
rial of special interest received in the libraries of the Housing and
Flome Finance Agency, is prepared by the Library. Requests to borrow
material listed therein shall rluote the item number shown at the left
of each title.

ADDING TO THE IIBRARY COTIECTION

The selcction of boolts, periodicals, and other library material is
determined by the activities and programs of the various offices served.
The Library attempts to meet and, if possible, to anticipate the refer-
ence needs of the Agency. The development of the Library collection
d.epends also on the suggestions and specialized knorvledge of the Agency
staff. Recommendations for aclditions to the l-.library collection may be
made by memorandum to the Librarian, giving a brief explanation of
the value of the material.
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Section 5

OFFICE SPACE

This Section prescribes policies and method.s governing assignment,
reassignment, and utilization of space by the Central Office in the
District of Columbia. AII such builtling space and related services are
initially provided by the General Services Administration, including
cleaning, maintenance and repair, alterations and improvements,
heating, lighting, electricity, water, air-conditioning, and engineer,
elevator, and guard service, except as such services may be provided
by a lessor.

It is the responsibility of the General Services Branch, Property
Management Section to obtain, alloeate, and administer such space and
related services available in a manner that will facilitate efficient
operations by the Central Office and assure economical utilization of
spaee and services.

CilIENIA FOR ASSIONMENT AND UTII.IZAIION OF SPACE

Constituent units and" divisions will be providetl space and related
services upon the basis of staff and operations, with due regard for
criteria established by the General Services Administration for space
utilization, particularly the square footage criteria prescribed for vari-
ous functions in GSA Regulation 2-II-502:01. Observauce of such
criteria shall be supervised by the Property Management Section. How-
ever, each constituent unit and division shall make a continuing effort
to improve its use of spaee, and shall ad.vise the Section whenever
spaee exceeds its needs.

Office space allowanees preseribed" by the General Services Adminis-
tration are directed toward achieving a national average office space
utilization of 90 square feet per employee. This shall be used as the
base for planning spaee utilization subject to modification as requiretl
by special circumstances.

Additional space will not be assigned until it is jointly determined
by the requesting organization and the Property Management Section
that maximum use is being made of presently assigned spaee. Requests
for additional space or for alterations or improvements in existing
space or serviees shall be made and approved only when the change is
shown to be necessary for efifreient operation.

Requests for changes which eannot be shown to be necessary to
efficient operation under normal eriteria, for abnormal space per em-
ployee, or for speeial accommodations or services shall be presented
only with a full statement of the special circumstances involved which
justify non-adherenee to normal eriteria.

REQUESTS FOR SPACE OR SERVICES

All requests for space allocation,,relatgtl- servic_es,_or for changes in
spaee or services currently assigned shall be made by the constituent
unit or division head or his designee to the Property Management Sec-
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tion as prescribed herein. Requests must be presented as early as pos-
sible to permit arrangement and aecomplishment. Before presenting a
request for space or related services, the requesting office shall aseertain
that it is in accordance with the policies and criteria set forth above.

Addirionol Or Other Spoce

Additional space or revised accommodations shall be requested in a
memorandum describing the necessity for the change and explaining
how it will solve the problems involved. If personnel will be inereased,
the memorandum shall state the number, function, and expected dates
of entry on duty for the new employees. An estimate of the additional
square footage required shall be shown, together with the method. used.
to compute the estimate. Requests for adtlitional spaee must justify
the total of all space to be used, rather than only the additional portion.
Present space holdings or arrangements will not be accepted as adequate
criteria for planning or justifying additional spaee.

Structural Ghongos

Requests for partitions or other structural changes, whether perma-
nent or temporary in nature, will be approved only in cases of genuine
need. Such changes shall be requested in a memorandum fully describ-
ing the circumstances and explaining why no alternative solution is
feasible.

lnstallotion of Fixed Equipment

Telephone installations at new space locations will be arranged by the
Property Management Section on the basis of advice which it wilt
obtain from the occupying division.

Provision and installation of other fixed equipment in new locations,
alterations in existing installations of telephones or other equipment, or
the provision of additional telephones or other equipment shall be
requested and justified in a memorandum.

lioinlcnonco, Repoir ond Redecorqtion

Requests may be made by telephone or memorandum for repairs or
other work needed because of wear, damage, deterioration or other
natural causes, including replacement of light bulbs, and repair or
adjustment of heating, ventilating, or air-conditioning systems.

Repainting, refinishing, or other services justifiable only as redecora-
tion rather than as necessary maintenance shall be requested. in a mem-
orandum establishing that the requested serviee will improve operating
efficiency or describing the exceptional eircumstances which make the
service necessary.

lloving of Furnilure cnd Equipmcnt
'When an office is to move to newly-assigned space, the Property

Management Section will obtain diagrams of furniture placement and
other information from the organization concerned and wiII thereafter
make all other necessary arrangements.
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Moving service required in eonnection with internal rearrangements
within presently assigned space may be requested by telephone or
memorandum, but must be made as early as possible to enable the
Property Management Section to schedule and accomplish the move
by the desired date.

Jonitoriol, Building Guord, ond Elevotor Service

Requests or complaints concerning these services should be made to
the Property Management Section which will refer them to the Public
Buildings Service which provides such services.

Conference Rooms ond Fqcilitier

Within the Central Office there are only a limited number of rooms
suitable for general conference use. ft is therefore essential that the
initial request for conference rooms and facilities be presented at the
earliest possible time to the Property Management Section. Initial
requests may be made by telephone. If unusual or complex arrange-
ments are involved, a written request will be required. Requests must
includ.e complete information such as the nature of the meeting, the
sponsoring office, inclusive dates and hours of each session, and the
number of persons who will attend.

Any special equipment desired should be requested separately on
Form H-10, Requisition for Supplies and, Equipment. The Property
Management Section will install equipment so requested. when prop-
erly justiffed.

Requests for use of eonferenee rooms during any time outsitle of
normal office hours must be made in writing and must identify any
person who will attend who does not have the necessary building pass.
The Property Management Section will then amange for issuance to
the guard of the required advanee authorization.

ASSIGN}IENT AND UYII.IZATION OF SPACE

Assignments of space will be made in writing and recorded in detail
on master floor plans by the Property Management Section which shall
periodically review all space assignments to determine whether changes
in staffing or functions will permit more eeonomical and effieient
arrangements.

Each constituent unit and division shall periodically review its use of
assigned. spaee to insure efficient and eeonomical utilization, and shall
report to the Property Management Section any excess spaee discovered
or achieved. The Section will, upon request, assist any division in plan-
ning for more effeetive space utilization.

Constituent unit and division heads shall at all times exercise due
diligence in the protection of assigned premises against damage by fire
or other causes, and shall instruct their employees accordingly. Passage-
ways shall be kept clear for emergency evacuation. Unauthorized deviees
shall not be eonnected to electrical circuits. 'When rooms are vaeated,
aII lighting and other electrical equipment shall be turned off ancl
windows closed to prevent d.amage by wind or rain.
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Posters, signs, pictures, and. similar objects shall not be mounted
on the walls of any room, corridor, iobby or elevator without speciffc
authorization by the Property Management Section. When authorized,
such items may be mounted. only by methods prescribed by that Section.
Lobby displays must be specifically authorized..

Door signs will be provided and installed only by the Property Man-
agement Section.

EUITDING SECURIIY

Building Porrer

For the protection of Government-occupied premises after normal
hours, the Public Buildings Service security and guard system requires
presentation of the prescribed GSA Form 75, Night, Sund,ay anil
Holiday Pass, by any person desiring admittance. Issuance of these
passes is arranged without request by the Property Management Sec-
tion on the basis of employment records.

Each employee is personally responsible for safeguarding his pass
against unauthorized or fraudulent use, and shall report its loss imme-
diately to the Property Management Section to permit cancellation
and replaeement. Upon separation or transfer, the employee shall
promptly surrend.er his building pass in aceord.ance with Section 2-4-3.

Personal Efiectt

Safeguarding of personal effeets is the personal responsibility of the
employee, and neither the agency nor the Government can accept
any responsibility for any loss. However, any report of lost property
made to the Property Management Section will be referred to the
Public Buildings Serviee for investigation and direct communication
with the complainant.

REPORIS AND RECORDS

All reports and reeords required in connection with the administra-
tion and control of Central Offiee spaee and related services shall be
made and maintained by the Property Management Section.
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IEGISI.ATIVE REFERENCE SERVICE

The Legislative Referenee unit, OA Division of Law, provides refer-
enoe service with respect to Congressioual action and such executive
action as is reflectetl in the X'ederil Register. This unit is rrsponsible
for the maintenanee, and control of distribution, of copies of legisla-
tive material and of the X'ederal Register. f,'or purposes of this sec-
tion, the term "legislative material" includes Congressional bills, hear-
ings, reports, the Congressional Record, and slip laws and the compila-
tion of such material into legislative histories.

Tho Legislative Refercnce unit prepares a tlaily Summarg of Con-
gress,i,onal, onil Eoecutiae Acti,on of Interest to th,e HHPA, which is
distributetl to OA personnel in aecordance with a li.st maintaineil by
the unit. Copies of material referred to in the Sururnnrg may be ob-
tained from the unit, on a temporary or perrnanent basis depending
on the need and the sirpply.

lf a number of eopies of a d^ocument published in the Federal Reg-
ister are needed, the Legislative Reference unit should be informed
immediately of the number of copies required, in order that reprints
may be ordered from the Govemment Printing Offce within five days
following such publication in aecordance with GSA Circular No. 76.

Requests for legislative reference material may be matle by telephone
or rn pelEon.

Iregislative histories of housing laws and certain other laws afrecting
general 6dminislyafion of the Agency are available in the Lregislative
Eeferenee unit for referense use.

OA Adlrldlrrotlvo Procrlcr Hordbook
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Section 7

DISTRIBUTION OF ADMINISTRATIVE REIEASES

The following administrative releases are tlistributetl through the
Division of General Services:

HIIFA Manual (Volumes I through VII)
Urban Renewal Manual; LPA Manual; LPA Letters'
Regional Cireulars
Staff Memorandums

INTERNAI DISTRIBT'IION POUCY

Employees should have ready access to the administrative releases
they need in connection with their assigued work. flowever, tlistribu-
tion should be restricted to aetual need.s in order to minimize costs of
printing and maintenance.

Offices shall not stoek extra sets of Manual or other releases. 'When

atlditional distribution is required, the Division of General Serviees will
automatically supply the material already issued prior to the date
the new distribution becomes effective.

When the distribution of Manual material is decreased, excess bind-
ers aud materials should be returned to the Division of General Services
for stock. This does not apply to I-IPA Letters, Regional Circulars, or
Staff Memorandums.

The followiug guides should be used in determining the distribution
plan for administrative releases iu the Central Office.

(l) Yolumes I,II, and, lil.-Yolumes f, II, and III shoultl usually
be maintained on an organizational basis, as a reference avail-
able for use by all employees in a particular unit. Intlivitlual
tlistribution should be made to employees who use partieular
Volumes frequently.

(2) Volumes IV, VI, anil, Vfi.-Yolumes IY, Vf, and VII relate to
specific programs and should be readily available, on an organ-
izational or iudividual basis, to persons working on those pro-
grams.

(3) Volume 7.-Yolume Y pertains wholly to Regional Office ad-
ministrative functions. Generally, information copies should be
maintained in the offices of the constituent unit and office heads
and their administrative officers. Intlivitlual distribution should
be necessary only within the Office of Administration. Book II
of this Volume, which contains only Part 7, Accounting and
Fiscal Procedures, will not be inclutled in Volume V distribution
in the Central Office unless it is speciffcally requested.

--i-Iot".o"t EEFA digtribution of the Urban Renewal Manual, LPA Menual, au<I LPA
Lotters is hanilled on ths some alistribution ligt.
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(4) Urban Renewol Manual; LPA Manual,; LPA Letters.-These are
companions to Volume VII. Generally each person maintaining
Volume VII should also maintain the Urban Renewal Manual,
IrPA Manual, and I-:PA Letter series.

(5) Regional Circulars and, Staff Memorand.uams.-Regional Circu-
lar and Staff Memorandum distributiou is not segregated by
subjeet. Generally, anyone maintaining any Manual material
should also maintain the Regional Circular and Staff Memoran-
dum series.

OUISIDE DISIRIBUNON POI.ICY

Except for Volume I, the Urban Renewal Manual, and the LPA Man-
ual, administrative releases will not ordinarily be distributed outside the
Ilousing and Home Finance Agency. All requests for outside distribu-
tion, except for the LPA Manual, should be forward.ed for action and
reply to the Management Analysis and Procedures Branch, Division of
Budget and Management.

Requests for the LPA Manual for the use of other than Regional
employees should be forwarded for action and reply to the Urban Re-
newal Administration.

Outside requests for Vo1ume I and the Urban Renewal Manual will
be answered by the Management Analysis and. Procedures Branch with
the information that these Volumes are not available for free distribu-
tion, except to other Federal agencies having an interest in housing
programs, but that they can be purchased on a subscription basis from
the Superintendent of Documents, 'Washington 25, D. C.

REOUIsITIONING PROCEDURE

Offices shall use Form H-174, Requ'tsit'ion f or Ad,ministrat'ioe Releases
(Exhibit A), for requesting changes in the distribution of administra-
tive releases and for ordering separate copies of specific releases.

Form II-174 shall be sent direct to the Division of General Services,
in duplicate. One copy will be returned to the requisitioning office when
the order is filled.

The column headed Bullr Distri,but'ion will not be used by Central
Of6ce units.

The column headed Direct Distribution to Central Office Add,ressees
and, Field, Offices will be used to request changes in distribution to
individuals in the Central Offrce. AII Central Office distribution is made
on the basis of individual addressees.

The column headed Bequest for Ertra Copies of Specifi,c Releases
will be used to order additional copies of individual releases for Central
Office use or to replace shortages in the normal d.istribution.

Form H-174 is stocked by the Division of General Services (see
Section 6-2).
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Section 8

,IAOTOR VEHICLE OPERATORS, IDENTIFICATION CARDS

This Section coordinates the requirements of this Agency with the
Civil Service Commission regulations establishing motor vehicle op-
erator qualification procedures.

DEFINIIION OF OPERAIOR

The word "operator" shall mean regular a;o.d inc'tilenfotr operators
who are required to operate a motor vehicle in order to properly
carry out assigned. duties.

ISSUANCE OF IDENTIFICATION CARDS

The General Services Branch, Property Management Section, will
maintain controls and issue a U. B. Gouernment Motor Vehicl,e Op-
erator's lilentifi,catian Card,, Standard F orm 46 (Exhibit A) to each
qualified employee whose duties require driving a Government-owned
motor vehicle. The itlentification card will specifieally include the
following:

(1) Each type of Government-owned motor vehicle authorized to
be operated by the itlentification card holder.

(2) Any restrictions imposed upon the holder.
(3) Date of expiration (not to exceetl three years beyond date of

issue and renewable for the same period).
The operator shall have the identification card. in his possession while
driving a Clovernment-ownetl vehicle.

Regulor Operotor

A regular operator must pass the Agency Road Test before assign-
ment to such a position in the Agency. The Agency's Road Test
Examiner will furnish the Personnel Branch with evidence that the
employee or candidate meets the qualifying standards. The Personnel
Branch will determine the necessity of a medical examination for
physical fitness. Upon favorable action by the Director of Personnel
or his designee, the test file will be forwarded to the Property Man-
agement Section, for the issuance of the Operator's Identification
Card. After issuance of a card to either a regular or ineidental op-
erator, the test file will be returned to the Personnel Branch for
retention in the employee's official personnel file.

tncidentol Operolor

An incidental operator shall make application for a Motor Vehicle
Operator's Identification Card to the Director of the General Services
Branch, attention Agency CSC Road Test Examiner. On the basis
of information documented by the applicant on his past driving
experience, the Agency Road Test Examiner will-

(1) Waive the road test, when it is impractieal to apply it or,
if in his opinion, the eompetence of the employee has been
established by his past driving recortl.

(2) Require the employee to take a practical road test.

3/ll/SS posc I
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(3) Reject the application on the basis of the employee's poor
previous driving record.

The Road Test Examiner shall forward the neeessary documenta-
tion to the Director of Personnel for determination of the physical
fitness requirements. Upon establishment of physical fitness require-
ments, the file shall be forwarded to the Chief of the Property
Management Section, General Services Branch, for issuanee of the
Motor Vehicle Operator's Identiffcation Card.

RENEWAT OF IDENTIFICATION CARDS

Identification Cards shall be valid for not more than three years, and
shall be renewable for additional periods of not more than three
years to employees who meet the physical fitness requirements. It is
the responsibility of the employee to make application for renewal
sufficiently in advance of expiration date to permit the issuance of
a new identification eard.

RETURN OF CARDS

Wlen the holder of a card. is separated or reassigned to duties not
requiring its use, when the card expires, or in event of revocation
or nonrenewal of the employee's state operator's permit, the itlentiff-
cation card. shall be surrendered to the Property Management Section
for caneellation.

Pagc 2 rht/so
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EXHIBIT A

Front

U. S. GOVERNMENT MOTOR VEHICLE
OPERATOR'S IDENTIFICATION CARD

cARD tio.

DAIE ISSUEO

MME OF OPERATOR

DATE OF BIRIH COLOR OF HAIR COLOR OF EYES

DATE EXPIRES

HEIGHT

NOT TRANSFERABLE
Card bust be carried

8t 8ll times whoo
operAting GoverD6eot
vehicl6-

card ia quali6.d to opcrrtc U. S. Governmcnt vchiclca and/or
aubicct to th6 r..trictionr et forth on tlre rcvcrec of tlrir Gard.

OF ISSUING UNIT

TITI'E oF POSlTlOr,l

14EIGHT

IITLESIGNATURE OF

IAt'rE

Form 46 (Dec6qbrr 1055) USCSC-ClBgror lrt-2 F. P. M 16-i222tt-l

Reverse

RESTRICTIONS

OUALIFIED TO OPERATE

TYPE VEHICI..E ANO/OR EQUIPMENT CAPACITY QUALIFYING OFFICIAL

OTHER RECORDS (OPTIONAL)

U S. GOVEFiIExi ?Rl(rltc OiflCE 10-72220-l
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Section 9

frIOTOR VEHICTE ACCIDENT REPORIS

This Section prescribes the proeedure for reporting and investi-
gating accidents involving motor vehicles being operatetl by employees
in the performance of their offieial duties.

DEFINIIIONS

As used in this proeed.ure, employee means au employee of the OA,
CFA, or URA operating a motor vehicle in the performance of his
official duties.

Vehicle or ntotor aelticle means an Agency vehiele or a GSA motor
pool system vehiele or a private motor vehiele authorized to be used
for official purposes.

RESPONSTBtUilES Ot ETIIPLOYEES

Employees are expected to familiarize themselves with these pro-
cedures so that they will know rvhat their responsibilities are and what
to do if a motor vehicle accident occurs. Failure of an employee to
report an accident as required by this Section may be cause for sus-
pension or revocation of the employee's authorization to operate a
vehicle for official purposes.l

l/loking the lnitiol Report

When an accident occurs, the employee shall immecliately notify
in person or by telephone or telegram:

(a) The Director, Division of General Services.

(b) State, county, or municipal authorities, as required by law.

(c) The chief of the GSA motor pool system assigning the vehiele,
rvhen a motor pool vehicle is involved.'?

(tl) The rental contractor, when a privately owned vehicle rentecl
by an employee in travel status is involved.

The notification shall include the time ancl place of the accident;
the license nurnbers of the vehicles involved ; the names of the persons
involved; and the nature of the damage.

lFeileral Personnel Manual, Chapter M-2, uud GSA R,eg. 1-Y-309.00.
8 GSA Reg. 1-Y-309.00.

6/18/53 Poge I
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Accident Report Forms

A small supply of these forms shall be kept in the glove compartment
of each motor vehicle:

Optional Form 26, Data Bearing Upon Scope of Employment of
Motor Vehicle Operator (Exhibit A)

Standard Form 91, Operator's Report of Motor Vehicle Accid,ent
(Exhibit B)

Standard Form 94, Statement of W,itness (Exhibit C)
Standard Form 95, Cl'a,im, for Dam,ayle or Injury (Exhibit D)
Report forms shall be submitted in an original only. The additional

eopies required u'ill be made in the Division of General Services.

Further Astions by Employee

At the time and at the scene of the aeeident, insofar as possible, the
employee shall complete Optional Form 26 and Standard Form 91. The
naruative report on Standard Form 91 describing what happened shali
be in sufficient detail to give a clear pieture of all events relating to
the accident.

The employee shall obtain the name, address, and telephone number
of each rvitness. If possible, the employee should have eaeh witness
complete Standard Form 94; if not possible, the employee should give
each witness copies of Standard Form 94 and request the witnesses to
complete and return the form promptly.

The employee shall obtain a copy of the local police investigation
report.

He shall send the completed Optional Form 26, Stantlard Form 91,
Standard Form(s) 94, and a eopy of the poliee investigation report to
the Director, Division of General Serviees.

If the employee is ineapacitated and unable to make the required
reports of the aecident, his immediate supervisor shall see that the
reports are made.

Clqims

Persons requesting information about the procedure for making a
claim against the Government for damages arising from a motor vehicle
accident shall be given copies of Standard Form 95 and advised to send
the completed form to the Housing and Home Finanee Agency, Offiee of
the Administrator, Washington 25,D. C.

AGENCY INVESIIGATION AND REPORT

The Direetor, Division of General Services, shall have each accident
investigated. Standard Form 91A, Inaestigation Report of Motor Vehicle
Accid,ent (Exhibit E), shall be completed within 48 hours after the

Page 2 6/18/63
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accid.ent if there is property damage of $250 or more or bodily injury.
The investigator shall include in a narrative report any pertinent
facts developed which cannot be fully reported. on Standard Form 91A.

If the accident involves a vehicle assigned from the GSA motor pool
system, the Director shall comply with reporting requirements of the
General Services Administration.l The General Services Administration
may also investigate the accident.

Accidents and claims involving a motor vehicle on assignment from a
GSA motor pool system will be settled either by the agency assigned the
vehiele or by the General Services Administration, in accordance with
GSA Regulation 1-V-309.00.

l GgA Reg. 1-Y-309.00.
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EXHIBIT B
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EXHIBIT C
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EXHIBIT D
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EXHIBIT D (Poge 2)
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Section I I

DEFENSE OF ClVlt SUITS AGAINST EI,IPLOYEES ARISING OUT
OF THEIR OPERATION OF 

'iAOTOR 
VEHICTES

LEGAL BASIS

Federal law 1 provides for the defense of a civil suit against a Federal
employee or his estate arising out of his operation of any motor vehicle
while acting within the scope of his Federal employmeut. The law
applies only to civil actions and. proceedings eommenced as a result of
incidents occurring on or after March 21, t962.

DETIVERY OF PROCESS AND P1EADINGS

Any employee against whom a civil action or proceeding is brought
for damage to property, or for personal injury or death, on account of
the employee's operation of a motor vehicle in the scope of his employ-
ment (or his personal representative, if the action is brought against
his estate) shall immediately deliver all process and pleadings served
upon him, or an attested true copy thereof, through the Director, Divi-
sion of General Services, to the General Counsel. In addition, on the
day the employee receives such process or pleadings or any prior in-
formation regarding the commencement of such a civil action or proceed-
ing, or in no event later than the day after receipt of such process or
information, the employee shall advise the Director, Division of General
Services, in person or by telephone or telegraph, and on the receipt
date the Director shall advise the General Counsel.

The General Counsel is designated to receive such process and pleatl-
ings.l Promptly upon receipt of such papers, the General Counsel shall
furnish the United States Attorney for the district embracing the place
rvherein the action or proceeding is brought and the Chief of the Torts
Section, Civil Division, Department of Justice, information concerning
the commencement of the action or proceed.ing, and eopies of all process
and pleadings.

AGENCY REPORT BEARING UPON SCOPE OF EXIPTOYi,IENI

At the earliest possible date or within such time as shall be fixetl by
the United States Attorney upon request, and after receipt of the neces-
sary report from the Director, Division of General Services, the Gen-
eral Counsel shall submit to the appropriate United States Attorney,
with a copy to the Chief of the Torts Section, Civil Division, Department
-lpoiil" f,.* 87-258 (28 U.S.C. 2679). Implementing Departmetrt of Justice regllationg
are codiffeal under 28 OX'R Pert 15 (Dept, of Justice Order No.254-61, det€d 17/24/61),

9/4/52 " Poge I
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6-t t Defense of Civil Suirs

of Justice, the agency report containing all data bearing upon the ques-
tion whether the employee was acting within the scope of his Federal em-
ployment at the time of the incident out of which the suit arose. The
report should include factual information 1 bearing upon the nature of
the employee's duties, his authorized destination, the conveyance author-
ized, whether he had departed from the route authorized" or disobeyed
the instructions given him, whether at the time of the incident he was
engaged in the furtherance of his own personal interests, and any other
relevant data.

1 Optional Form 26, Data Bearing Upon Scope ol Employment of Motor Vehicle Operator,
may be used for this purpose. Copies of the form were trot available as of dete of this printing.
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Pqrr 7. Audit Policies ond Procedures

Chopter l. Genersl

7-1-l

Section I

INVESTIGATION OF MATTERS REPORIED IN OA AUDITS

The Compiiance Divisiorl, ir colnection l,ith its respousibilities for
reviewing the Agency's inspcction and audit facilities is not responsible
for revien,ing project or internal audit reports to tletermine rvhether
any facts reported indicate the need for investigation. This Section
is intended to clarify responsibility for requcsting investigations of
matters revealed in audit reports.

(l) I'roject Audlits. Regional Achninistrators are responsible for
determining 'w'hether irn'estigation is required rvith regard to
rnatters covercd in IIRA or CFA projcct auilits, and for rccorn-
mending to the appropriate constituelrt comnrissioner that the
Commissioner request an inr,estigation by the Compliance
Division.

(2) Interna,L Audits of llcgional Offi,ccs. Constituent comrnissioners
are responsible for cletermining whether investigation is requiretl
lvith regard to matters covered in internal audits of CFA and
URA program activities in Regional Offices. The Assistant Ad-
ministrator (Administration) is responsible for determining
rvhether investigation is required u,ith regard to matters cov-
ered in internal audits of administration activities in Regional
Offices. Regional Administrators may also rcquest the Compli-
ance Division to iuvestigute matters pointed out in internal
audits of Regional Olfrce program or administration operations.

(3) Intarnal Audits of Ccntrol Officc. The Deputy Administrator is
responsible for calling to the attention of the Administrator any
matters arising in internal audit reports of Central Office or-
ganization units on rvhich the Administrator may wish to request
investigatiou by the Compliance Division.

With regard to all project antl internal audits, the Audit Division
rrill, either during the course of an auclit or during the review of the
aud.it report, call to the attention of the Deputy Administrator, the
appropriate constituent courmissioner, the Assistant Administrator (Ad-
uinistration) or the L-'lornpliance Division, an.y matters rvhieh nra). re-
quire ilrvestigation; ancl the I)cputy Adrninistrator or coustituerrt
comrnissioner or Assistant Administrator (Administrtrtion) may, at his
discretion, rcquest an invcstigatiou by the Cornpliance Division. The
Audit Division will not, hott'ever, finally determine the necd for
investigation nor lequest the Complianec Division ditectll' to couduct
iuvestigations.

10/ll/62 Poge I
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Chopter 2. lnternol Audits

7-2-t

Section I

INTERNAT AUDIT OF CENTRAL OFFICE

AUDIT PROGRA'IA

Internal audits of the Central Offiee operations and activities will be
cond.ucted by the Audit Division. The period audited will not neces-
sarily be on a fiscal-year basis, nor will the period audited be the same
for each area. For internal audit purposes, the activities of the Central
Office will be segregated into three major areas:

(1) Offic.e of the Administrator-includ-es fiscal, budget,- general
services, personnel, antl other administrative and servicing ac-
tivities, as well as matters of a general management nature or
operating activities not falling within the scope of the constitu-
ent units. The operating aetivities handled by the Office of the
Administrator include :

(a) Low-Income Housing Demonstration Grant Program
(b) Mass Transportation Demonstration Grant Program
(c) ltrIass Transportation Loan Program
(tt) Urban Studies and Housing Research Program
(e) Defense Planning Activities Program
(g) Community Disposition Program.

(2) Urban Renewal Administration-ineludes all programs and ae-
tivities assigned this constituent unit for overall management and
execution.

(3) Community Facilities Administration-includes all programs
and activities assigned this constituent unit for overall manage-
ment and execution.

The scope of audit for eaeh of these three areas is described below.

Each of these areas will be audited and reported upon separately.
The annual audit of an area may cover only certain phases or seg-
ments of the operations and activities of the area at any one time
within the applicable scope of audit and reports will be made
aceordingly.

Special audits may be made from time to time, ordinarily upon in-
structions from the Deputy Administrator, and. may be limited to
coyerage of a particular phase or segment of the admiuistrative or
pJogram operations of the Office of the Administrator or any one of
the constituent units. Requests by commissioners of constituent units or
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the Assistant Administrator (Admiuistration) for special audits shall
be submitted to the Direetor, Audit Division, with a statement as to
the purpose and justifieation for the audit.

PURPOSE

Internal audits are made for the purpose of determining and report-
ing to the Administrator, the commissioners of eonstituent units, anrl
other responsible management officials the status of operations and
activities and their conformance with applicable laws, regulations,
delegations of authority, and. prescribed policies and. proceclures, and
whether systems of internal eontrol are adequate and effective.

SCOPE

The scope of audit, rvhieh will be on a comprehensive basis and sub-
ject to the review of the Deputy Administrator, will vary from time
to time depending upon current circumstances and conditions. The
various division and branch heads of the Office of the Ad.ministrator
and the constituent units will be contaeted before commencing the autlit
of the activities applicable to them, for the purpose of discussing the
general scope of the audit and, upon completion of the audit, for the
purpose of discussing the audit flndirrgs. If, during the course of an
audit, or through other sources of reliable information, the existence
of inegularities in the handling of funds or property, or other serious
noncompliance on the part of personnel are found, the Director, Audit
Division, rvill be immediately informed of the facts in the matter by
the Auditor-in-Charge, and he in turn will advise the Deputy Ad-
ministrator, Assistant Administrator (Administration) the Constituent
Commissioner and the Compliance Division as appropriate.

In all areas, the audits till inclucle: a revierv of assignments of
staff responsibilities and conformance u'ith approved organizational
patterns, polieies and procedures for informing staff members of their
assigned duties, reasonableness of staffing as compared with workload
requirements, the effect of working conditions on morale and efficiency,
delegations and redelegations of authority, internal control systems, and
performance under the prescribed. policies and procedures, and an
analysis of reports and other documentation to determine their distribu-
tion and use; a review of practices followed in the handling of inquiries
and reports of other Government agencies; a determination that OA
policies and. proeedures are adhered. to rvith respect to personnel mat-
ters; and a review of the control and utilization of audit reports.

More specificaIly, by area, the scope of the auclit 'will include the
following:

OFIICE OF IHE ADMINISTRATOR_OFFICE OF AD'IAINISTRATION

Division of Budger ond Monogemenl

Determinations that: laws, regulations ancl procedures governing
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tlte admirristrative coutrol of appropriations alld funds are being fol-
lowed; statutory limitations or1 administrative expenses and Bureau of
the Budget report requirements are being observecl; allotrnents arir
issuecl according to preseribed procedures; expenscs are being dis-
tributed to programs and activities in accordauce rvith acceptable
methods and that the procetlures are reduceal to writing; adequate
revieu's are made to insure against deviations from authorized organi-
zational patterns; an official file of delegations, redelegations and
revocatiorls of authority is being maintained; inter-agency agreernents
are entered into rvhere required, the terms of sueh agreements are
being follou,ed, and copies of these agreements are distributed to the
offices affected; and. the practices followed with respect to budgetary
control are reviewed from time to time for effectiveness.

Division of Finqnce ond Accounls

Deterurinations that: the bool<s of account, supporting records arrd
rlocuments are accurate aud adequate; obligations and expenditures cl<r

not exceed allotments; funcls allotted are obligaterl only under the
terms of allotment rlocumcnts and in accordance rvith applieable lal's
and regulatiorls; expcrlses are being distributed to funils and pro-
grarns equitably, accounting techniques, the disbursement of funds,
handling of receipts, and the safeguarding of assets for all programs are
in accordance with applicable regulations, prescribed procedures and
good accounting practices; eontrols are being exercised over the pro-
grams in liquidation status; and accounting and statistical reports are
prepared from the official records and accurately present the financial
status of each opcration.

Division of Generol Services

Determinations rvhether regulations and administrative policies antl
procedurcs are followec1 rvith respect to: travel and trartsportation;
control of incorning mail ; postage; requisition and procurement of
srrpplies, equipment ancl services; Governtnent-orvnetl vehicles ; acl-
ministrative property management ; disposition of noncurrent records;
and a revierv of methods employed in eontrolling, printing and repro-
duction, library books and credentials.

Division of Personnel

An examination of records arrd. other data to determirte that the
adrninistrative practices and procedures prescribed by the Office of
the Adrninistrator are followed rvith respect to recruitment, classifica-
tion, transfer, promotion, termination, leave, retirement of personnel
and the maintenance of preseribed records.

OFFICE OF THE ADMINISTRATOR_COMMUNITY DISPOSITION SIAFF (AEC PROPERTIES)

Determinations that: the general administration of the program and
the policies and proceclures established are in accordance with the
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powers, fur.rctions and. duties transferred to tlre Adrninistrator by
Executive Order 70657, dated February 16,1956, and as delegated by
him, written instructions arrd procedures are being promptly prepared
and issued. when required; and that necessary coordination exists
between the Central Office staff and the field personnel.

URBAN RENEWAT ADMINISIRATION

A review of the praetices followed by each organizational unit of
the Administration as they relate to the management and operation
of the follorving programs r

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

(2) Urban Renerval Prograrn urrder Title I of the I'fousing Act of
1949, as amended. by the Housing Act of 1954 and slrbsequent
acts (New Act).
(a) General Neighborhoorl Renerval Progranr
(b) Feasibility Surveys
(c) Cornmunity Renerval Program

(3) Urban Planning Assistance Program
(4) Demonstration Grant Program
(5) Open Space Land Program
Included will be detenninations as to: aclherence to established poli-

cies and procedures; establishment and currency of internal rvritten
procedures; the promptness in preparing and issuing policy and pro-
cedural instructions and revisions thereof affecting prograrn operations;
the timing with respcct to the flo'lv of applications and other documents
for required technical review and approval; the timeliness of report
issuances; and the adequacy and effectiveness of coorclination betrveen
the various organizational units at u,ell as betl'een the Central Office
and the field.

COMMUNIIY FACII.IIIES ADMINISIRAIION

A review of the practices follorved by each organizational unit of
the Administration as they relate to the management and operations
of the follo'wing programs:

Active Programs
College Housing
Public Facility l-:oaus
Advances for Public Worlis Planning
School Construction

-FederaI
-Non-FederalSenior Citizens Housirrg Loans

Area Redevelopment
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Programs in Liquidation
First and Second Advance Planning
Defense Community Facilities
Lanham Act
Pre-Fabricatecl Housing
Alaska Ilousing
RFC Public Agency l-,oans

Included will be determinations as to: adherence to established policies
and procedures; establishment and curuency of internal written pro-
ced.ures; the promptness in preparing and issuing policy and pro-
cedural instructions and revisions thereof affecting prograrn opera-
tions; the timing 'with respect to the flou, of applications and other
documents for requirecl technical revierv arrd approvals; the disposi-
tion of uncollectible receivables; the custody, protection, maintenance
and disposition of Federal property and acquired securities and col-
lateral; timeliness of report issuances; and the adequacy and effee-
tiveness or coordination betr,r,een the various organizational units as
rvell as between the Central Office and the field.

DISIRIBUTION OF AUDIT REPORT9-Centrol Ofiice Audirs

Reports shall be addressed to the Assistant Administrator (Adminis-
tration), Director, Community Disposition Staff, or Constituent Com-
missioner, as appropriate, and distributetl as follou,s:

Audit. of the Ofhce of rhe Adminisrrotor-Ofiice of Administrotion

(1) Copy to the Administrator
(2) Copy to the Deputy Adnrirristra,tor:
(3) Six copies to the Assistant Administrator (Aduinistration) for

redistribution to Division l.reads as desired.

(4) Copy to the Auditor-in-Charge, General Accourrtirrg 0ffiee
(5) Copy to the Director, Compliance Division
(6) Copy to the Audit Division file

Audits of rhe Oftce of rhe Adminislrolor-Communiry Disposition Stoff

(1) Copy to the Administrator
(2) Copy to the Deputy Administrator
(3) Two copies to the Director, Community Disposition Staff
(4) Two copies to the Assistant Administrator (Administration)
(5) Copy to the Auttitor-in-Charge, General Accounting Office

(6) Copy to the Director, Compliance Division
(7) Copy to the Director, Division of Finance and Accounts
(8) Copy to the Auclit Division ffle
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Audirs of Urbon Renewql Administrotion

(1) Copy to the Administrator
(2) Copy to the Deputy Administrator
(3) Ten copies to the Urban Renerval Commissioner

(4) Two copies to the Assistant Administrator (Administration)
(5) Copy to the Auditor-in-Charge, General Accounting Office
(6) Copy to the Director, Complianee l)ivision
(7) Copy to the Auclit Division filc

Audits of Community Fsciliries Administrotion

(1) Copy to the Administrator
(2) Copy to the Deputy Administrator
(3) Ten copies to the Comrirunity Facilities Commissioner

(4) Two copies to the Assistant Administrator (Administration)
(5) Copy to the Auditor-in-Chargc, General Accounting Office

(6) Copy to the Director, Compliance Division
(7) Copy to the Audit Division file

Reports on special and other audits rvill be rlistributed in accordance
rvith instructions from the Deputy Adrninistrator.

CTEARANCE OF AUDIT REPORTS

Each audit report rvill iuclucle a sulnlnary listing of iteuts requiring
action. The heads of constituent units ancl the divisiou heads of the
Office of the Administrator shall rcport on each item applicable to
their operations requiring action within 60 days (from the date of
the report letter of transmittal). Such reports shall be in memorandum
form, addressed. to the Deputy Administrator, Atterrtion: Director,
Audit Division, in an original and tno copies. The memorandum shall
be specific as to action taken or to be taken, the date by which the
action will be completed and, if any item is rejected, a full explanation
of the reasons for rejection rvith recommendation for the disposition of
the matter. In cases where the corrective action on an item is in prog-
ress, a further report shall be submitted lvhen the action has been
completed.

In those cases \yhere the initial reply of the Assistant Administrator
(Administration), the Director, Community Disposition Staff, or the
appropriate Constituent Commissioner establishes specific dates for
completion of action on open items, such dates shall become action
completion dates unless the Director, Audit Division, questions the
length of the period involved in which case the matter will be referred
to the Deputy Administrator for deeision. If the report of completion
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is not received by the dates thus established, the Director, Audit Divi-
sion, will follow up on the matter as of the close of the allowed period.

'When replies on audit findings are satisfactory, the Audit Division
'will take the necessary steps to elose the audit file and wiII notify the
appropriate officials accordingly. If replies are not received on audit
findings within the prescribed period, the Director, Audit Division,
will prepare and forrvard appropriate follow-up letters. If replies are
not received within 30 days of the follow up by the Audit Division, the
Audit Division rvill prepare follow-up letters for the signature of the
Deputy Administrator.

'Whenever a question arises as to the propriety of an auclit finding,
or what action should be taken on a finding, the Deputy Administrator
r,vill resolve the matter and infornr the appropriate ofifrcials accordingly.
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Section 2

INTERNAI AUDIT OF REGIONAL OFFICES

AUDIT PROGRAIIA

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

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

(1) General administration, including fiscal, budget, general serv-
ices, personnel, and other administrative activities, as well as
matters of a general nature not falling within the seope of the
Urban Renewal or Community Facilities areas;

(2) Urban Renewal, including all programs and activities assigned
the Urban Renewal Administration for overall administration;

(3) Community Facilities, iucluding all programs and activities
assigned the Community }-acilities Administration for overall
administration.

The scope of audit of each of thesc three areas is described belorv.
Each of these areas will be audited and reported. upon separately,
except for the Puerto Rico Regional Office for rvhich a single report for
all activities will be issued. Audits of these areas in a single Regional
Office may be conducted concurrently, consecutively or at different
intervals and for different periods, except in the Puerto Rico Regional
Office.

The aunual audit of an area may cover only certain phases or seg-
ments of the operations and activities of the area at any one time within
the applicable scope of audit, and reports will be made accordingly.

PURPOSE OF AUDIT

fnternal audits of Regional Offices will be made for the purpose of
informing the Administrator, the appropriate Constituent Commis-
sioner, Regional Administrators, and other responsible officials as to
whether the administration of Regional programs and activities re-
flects compliance with applicable laws, regulations, delegations of
authority, and policies and procedures, antl whether systems of internal
control are adequate aud efective.
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SCOPE

In carrying out the audit purpose set forth above, audits rvill
encompass an examination of the follolving Regional Office operations:

Administrotion

Fiscol

An examination of the accounting records, basic supporting docu-
mentation and. other data to determine that program and administrative
finaneial transactions are evidenced by correct and properly authorized.
documentation and are correctly shown in the accounts; funds allotted
are obligated only under the terms of allotment documents and that
obligations and expenditures r1o not exceed allotments; accounting
techniques, the disbursement of funds, distribution of expenses to pro-
grams, and the handling of collections are in accordance with regula-
tions and acceptable accounting standards, applicable laws and regula-
tions involving leave, payrolls, unernployment compensation and other
administrative procedures are follou,ed, financial eontrols are exercised
over programs in liquidation status to assure prompt follow up for the
collection of receivables; accounting and statistical reports are prepared
from the accounting record.s and are correct; and that adequate con-
trol and coordination exist rvith respect to audit findings so that collec-
tions or adjustments of payments or other actions are properly antl
promptly effected.

Generql Services

An examination of records ancl other data to determiue that pre-
scribed. procedures, applieable larvs, regulations, and administrative
policies are being follo.wetl lr.ith respect to travcl and transportation;
toll calls; control of the incoming mail ; noncurrent records; procure-
ment of supplies, equipment and services; personal property manage-
ment; administrative real property management; use of government-
owned vehicles; and to determine that tlte nethoils employed for con-
trolling and safeguarding custocly documents, assets and. other valuable
items are effective.

Budget

An examination of records ancl other clata to determine that the
procedures prescribed for the development of Regional Ofifrce budgets
are follorved.

Personnel

An examination of records anrl other data to determine that the pro-
cedures prescribed by the Central Office are followed with respect to
recruitment, classification, transfer, promotion, termination, leave
praetices, and retirement of personnel and the maintenance of pre-
scribed records.
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Comments for Administrotive Considerotions

To the extent that facts and observations on the following matters
are noted during the eourse of the audit, the auditor .lvill also comment
as to whether:

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

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

(3) Staffing requirernents appear to bc rcasonably in line tith work-
load. requirements.

(4) -Working 
conditions pronotc high rnoralc and efficiency.

(5) Activities are being perfor.nrerl in an efficient manner.

Urbon Renewol

fnternal Audits of Urbau Iienewtrl activities r,vill includc au exami-
nation of Regional Officc operations lritl.r respect to the following
prograrns:

(1) The SIum Clearance Prograrn unrfer Title I of the Housing Act
of 1949, as amended prior to the Flousing Act of 1954 (Old Act).

(2) The Urban Reneu,al l'roglanr under Title I of the Housing
Act of 1949, as anrended by the Housing Act of 1954 aud
subsequent arneudments (New Act).
(a) General Neighborhoocl Reneu'al Prograur
(b) Feasibility Surveys
(c) Corumunity Renerval Prograin

(3) Thc Urbau Plaruring Assisttrncrc I'roglaur
With respect to cach of these prograrrs, the interu.al audit will irr-

clude an examination (to the exteut applicable for the specific program)
of data and records reflecting Regional Offrce praetices with respect to
all matters which establish or underlie financial obligations and trans-
actions; including the processing of: project reservations, project
applications, budgets; allocation of fund"s, and contracts for financial
assistance, insurance and boncling coverages; third-party contracts;
land acquisition and disposition documents; relocation activities; site
preparation ; property managemertt, project financing; project audit
reports; termination and complction of projects; and related reports
and operations.

Community Fociliries

fnternal audits of Community l'acilities activities will include an
examination of Regional Offrce operations with respect to the follorving
proglrams:

Active Programs
College Housing

10/ll/62 poge 3



7-2-2 lnternol Audit of Rcgional O#lces

Public Facility Loans
Senior Citizens Housing Loans
Area Red.evelopment
Ad.vances for Public \\rorks Planning
School Construction

-tr'ederal
-Non-Federal

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

With respect to each of these programs, the internal audit rvill in-
clude an examination (to the extent applicable for the specific program)
of data and records reflecting Regional Office praetices with respect
to aII matters which establish or underlie financial obligations and
transactions, including: the processing of applications and loan agree-
ments, supervision of activities financecl under contracts for Federal
assistance, inclutling preconstruction and construction activities; bond
purchases, project completion; collection of receivables; disposition of
uneollectible receivables; clrstody, protection, maintenance and dispo-
sition of Fetleral property anrl of acquirecl securities and collateral,
and action on project audit reports.

ASSIGNIAENT OF AUDIT RESPONSIBITITY

The responsibility for the scheduliug ancl conduet of all internal
audits of HHFA Regional Officres is assigned to the Audit Division.

SCHEDUUNO OF AUDITS

Each audit area of the Regional 0ffitre rvill bc autliterl rvithin trvc'lvc
months after completion of the preeeding audit.

Special audits will be made when speciflcally lcquested by thc Ad-
ministrator, Regional Administrator, Constituent Commissioner, or
the Assistant Administrator (Administration). Requests for special
audits should be submitted to the Direetor, Audit Division. Special
audits will be started as soon as possible after receipt of the request.

REGIONAI CONTACTS

The auditor will contact the R'egional Administrator before com-
mencing the audit and discuss the general scope of the audit.

Upon completion of the audit, the auditor will discuss the audit
findings with the Regional Administrator. This discussion will be con-
fined to the findings antl such comments as the auclitor find.s are
recessary to make in order to substantiate them. The auditor is not
authorized. to make special recommend.ations to Regional Administra-
tors for changes or improvements in prescribed policies or procedures
prior to formal clearance with the Central Office.
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The findings in the report rvill be reviewed in the Audit Division and
the report transmitted as provicletl lrereinaftcr.

REPORIS

Reports 'rvill be addressed to Regional AcLnirristrators and will be
prepared and distributed as follows:

Gencrol

(1)
(2)
(3)

(4)

(5)
(6)
(7)

Administrotion

One copy to the Administrator
One copy to the Deputy Administrator
Two copies to tho Regioual Admitristrator
Five copies to the Assistant Adrninistrator (Adurinistration)
for redistribution to Division heads as clesirecl.

One copy to tlre Auditor-in-Charge, General Accourrting Offiee

One copy to thc Director, Cornpliancc Division
One copy to the Autlit Division file

Urbon Renewol

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

(5) Trvo copies to the Assistant Administrator (Administration)
(6) One copy to the Auditor-in-Charge, General Accounting Office

(7) One copy to the Director, Cornpliance Division
(8) One copy to the Aurlit Division file

Community Fqcilities

(1) One copy to the Administrator
(2) One eopy to the Deputy Administrator
(3) Trvo copies to the Regional Administrator
(4) Five copies to the Community Facilities Commissioner

(5) Two copies to the Assistant Administrator (Administration)
(6) One copy to the Auditor-in-Charge, General Accounting Office

(7) One copy to the Director, Compliance Division
(8) One copy to the Audit Division file
If during the course of the audit or through other sources of infor-

mation the auditor ascertains the existence of irregularities in the
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handling of cash, property or other serious noncomplialrce on the part
of Regional personnel, he will immediateiy prepare ancl submit a
special report to the l)ireetor, Audit I)ivision.

FOTI.OW UP ON AUDIT REPORIS

All audit reports shall includc a lccapitulation of firrdiugs rcquiring
action segregated betrveen those items requiring aetion by the Regional
Office and those for the consideration of Central Ofiice of6cials. Holv-
ever, it shouid be noted that the comments, exceptions and recommen-
dations in audit reports are not directives to take specifie actions
without further considerations.

Regionol Of,ice Action

With respect to itenrs lequiting Regional Office acrtiorr, llre Regional
Arlministrator may either :

(1) Accept the auclit finclirrgs atd take llre action(s) nccossarv to
eal.r'y out tlte recomtnc,uclalions, ot

(2) Iteject the audit findings rvith a full explanation of his reasons
for rejection, arld \r,ith recollllllerldations to the Cerrtral Office
for disposition of the rejectetl itern(s).

The Regional Administrator shall report in rtremorandurn form rvithiir
60 days on each item listed as requiring Regional Office action. The
original of the memorandum shall be addressed to the Deputy Adminis-
trator, Attention: Director, Auclit Division, ancl a copy shall be for-
s'arded to the Assistant Administrator (Administration or the
Constituent Commissioner involvcrl as appropriate.

In reporting actiolrs taken or to bc taken, spccifio infonuation rnust
be given as to the nat,ure of the action, the date by which action will
be completed, the content of the aclministrativc tleterminatiorr, if any,
and the reAsorls for making it. Regional recommendations u,hieh ro-
quire Central Office approval should be includecl in the rorls rcply.
Each such recommendatiol should bc related to a specific item in
the audit report and should be supportecl by a staternent of the facts
and circumstanees which led to the recommendation. No attempt shall
be made to put such recommenalations into force until they are approved
by the Central Office.

ftems citetl in the audit report which require only Ccntral Office
action rvill not require comrnent by tlte Regional Administrator except
on specific reqllest. f:[orvever, in any case rvhere the Regional Adminis-
trator wishes to comment on such items, he may do so. Such comments,
together with the reasons for mahing them, should be prepared in
memorandum form and atldressed ancl forlvarded as provided under
this caption above.

Centrol Ofiice Action

With respect to each item cited as requiring Central Of6ce action,
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the Assistant Admiriistrator (AcLnirrist,ration) or t.he appropriate Con-
stituent Commissioner shall ac't n'ithin 60 days either to comect the
conditiou cited or to deterrnirre aclrninistratively, for specific reasons,
that corrective action is not required. The action talien shall bc
reported in mernorandum fonn, the original addressed to the Deputy
Administrator, Attention: Director, Audit Division, r.vith a copy to
the Regional Aclministrator involved. Reports must be specific as to
the action taken or to be taken, the date by which action v,ill be com-
pleted, and the content of any administrative cletermination made antl
the reasons for making them. fn cases u,here the action is not yet
completed, a further report shall be made rvhen the action is completed.

FOI.I.OW UP BY AUDIT DIVISION

The Audit Division'nill initially revic.*'the file rl,itlrin trvo rnonths
after the original clistribution of the report antl rvill preparc follow-up
letters to the appropriate Rcgioual Office ancl Central Office ofificials,
listing each itcnr on t'hich notice of aetion lras Irot been rt-ccived. If
lt'plies ale not leceived u,ithin 30 da,ys or u,ithiu t.he tirne speeified in
tlre initial follou. up by tlie Audit l)ivisiorr, the Audit Division r'vill pre-
pare follou,-up letters for the signattrre of tlre Deputy Adrninistrator.

fn those cases rvhele the initial reply of the Regional Administrator,
Oonstituent Cornmissioner or Assistant Aclministrator (Administra-
tion) establishes specific dates for completion of action on open items,
such dates shall become action completion dates unless the Director,
Auctit Division, questiorrrs the length of the period involved, in which
case the matter rvill bc referrecl to the Deputy Administrator for deci-
sion. If action is not cornplctecl by the dates thus established, the
follorv up by the Director, Audit Division, rvill be as at the close of
the allox,ecl periocl.

CI.OSING AUDIT FII.E

\\rhen all itenis il 1hc autlit rellolt lviil'1i beotr clenretl by torrcctive
action of adn'rinistrative deterrtrination, the Audit Division rvill so

ad.vise the Regional Aclministrator by memoranclum, aud the file will
be closed.

Copies of this mernoranclum rvill bc sent to thc Deputy Aclministra-
tor, the appropriate Commissioner, and such other Central Of6ce
offreials as are clirectl)' involveil in matters covered by the audit report.
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Section 2

ACCOUNTING ASSISTANCE IO tOCAt PUBTIC AGENCIES

This Section contains policies and procedures covering the pro-
vision of field accountirg assistauce to local public agetrcies by the
Audit Braneh, Division of Administration as required. by Section
2-1-9 of Volume II.

PURPOSE

Accounting contacts are made for the following purposes:

(1) To determine that accounting requirements (outlined in Part 5
of the Local Public Agency Manual) are being complied with
and to answer any question raised. by the local public agency
relating thereto.

(2) To assure that the records being maintained will promote ex-
peditious audit of costs incurred.

(3) To evaluate audit workload and recommend approximate d.ate
the initial audit should be undertaken.

flTING

The initial accounting eontact will generally be made within 60
days after the first adyance of funds under the first ad.vance contract.

SCOPE

The major points to be covered at the time of the accounting eon-
tact are generally as follows:

(1) Diseuss the details of the accounting system prescribed in Part
5 of the Local Public Ageney Manual.

(2) Determine whether fu:rd.s have been deposited in a separete
bank account as requiretl by the contract.

(3) Review books of account and supporting doeuments.
(4) Generally review the internal controls established for protec-

tion in the receipt, deposit aud disbursement of funds (par-
ticularly X'ederal funds), proeurement of. property, execution
of local contracts, etc.

(5) Review the local public ageney procedures prescribed in order
to assure propriety of expenditures for salaries, travel, ete.

(6) Review file of exeeuted contracts and. contract record eards.

REPORTS

Accou:nting contact reports will be typetl in an original and four
copies with an analytical summary addres.sed to the appropriate

a/nls pogo t
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Regional Administrator and will be distributetl as follows:

(1) Original and one copy to the Regional Administrator.
(2) One copy to the Urban Renewal Commissioner, attention of the

Executive Officer.
(3) One copy through the Assistant Administrator (Admiuistra-

tion) to the OA Fiscal Offieer.

(4) One copy to the Audit Branch file.

WORKING FI1E

The Regional Office will provide the Autlit Branch with copies of
the following:

(1) Letters or memorarlda approving or disapproving speciffc proj-
ect costs, or otherwise affecting proposed or approved. costs or
the terms and conditions of contracts, budgets, or prior ap-
approvals. For example:

(a) Approvals, concurrences or disapprovals of proposed or
executed third-party contracts (inclutling Forms E-683
antl E-684).

(b) Concurrence in land acquisition or disposition prices.

(c) Accepted. valuations of local grants-in-aid.
(2) Letters notifying local public agencies of allocations of funds.
(3) Letters to proceed and. other prior approval authorizations.
(4) Approved original or revised. budgets (X'orm H-627 or E-628

and letters of transmittal.
(5) Copies of Standartl tr'orms 1096 antl 1166 covering payments to

and collections from local public agencies.

(6) Approvetl certificates of purposes.

(7) I-retters or memorantla with respect to suspension, termination,
or abandonment of projects.

(8) Executed contracts for finaucial assistance, and pertinent state-
ments of eontinued obligation and waivers. (A conformed
copy of Part I of each contract shall be furnished, togethei
with a copy of Part II of the contract if, any of its provisions
differ from standard terms and couditions.)

(9) Letters of approval or disapproval of insurance or fitlelity
bonds.

The Urban Renewal Administration shall provide the Audit
Branch with copies of the following:

(1) Letters advising of approval of temporary loan private ffnanc-
ulg.

(2) Letters advising of the suspension or termination of projects.

Posc 2 alnls,
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FO]IOW-UP Ol{ ACCOUI,mNC COl{fAcI REPORTS

Regional Offces are responsible for making determinations, within
20.working days after receipt of an accounting contact report in the
Regional Office, as to the administrative action to be taken with re-
speet to the fintlings contained. in the report. Such determinations
are subject to review and concurrence by the Executive Officer,
Urban Renewal Administration. In the usual case, the Autlit Branch
shoultl receive evitlence of corrective action within 60 days after
receipt of the accounting contact report by the Regional Office. Such
evidence will consist of a copy of the Regioual Office memorandum,
bearing indication of the Executive Officer's concurrenee, and copies
of correspondence between the Regional Office and the local public
sgency indicating that the required action has been taken or that a
tleffnite date for the taking of such action has been set.

The Regional Office will see that the Autlit Branch is furnished
rvith a eopy of:

(1) Eaeh letter dispatched to a local public agency containing in-
quiries, instructions, or determinations respecting a fintling in
an accounting contact report.

(2) Each memorandum to the Executive Officer, Urban Renewal
Administration recommending determination or action with
respect to such findings which has been eoncurred in by the
Executive Officer.

(3) Each subsequent letter to and from the local public agency
concerning any such fintling.

(4) Copies of the monthly report on the status of review and cor-
rective action on audit and accounting inspection reports.

7-$2
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Section 3

SLUM CLEARANCE AND URBAN RENEWAT PROGRAi'T

This Seetion contains policies and procedures covering the conduct
of audits under the slum clearanee and urban redevelopment program
and urban renewal program.

FIEID COORDINAflON

Field personnel of the Regional Offices and the Supervisory Auditors
and auditors are equally and jointly responsible for maintaining an
efrective working relationship both during the course of an audit and
in interpreting the findings of the completed report which require
action, so that the Regional Offiees may take whatever steps are nec-
essary to protect the interests of the Federal Government.

ASSIGNIAEI{T OF AUDIT RESPONSTBIT,IIY

All audits to be conducted of aceounts and reeords maintained for
projeets managed and directed by loeal public agencies will be sched-
uled by the OA Audit Braneh.

Audits of local public agencies not eonducting low-rent housing pro-
grams will be condueted by the OA Autlit Branch. Through inter-
agency agreement, the audit of the accounts and records maintained
for projects managed ancl directed by local housing authorities will be
condueted, where possible, by auditors of the Publie Housing Admin-
istration at the same time they conduct the audits of these agencies
required by their own regulations. However, the Supervisory Auditors
in charge of audit areas of the OA Audit Branch shall be responsible
for maintaining coordination with the PHA autlitors in the area in
giving guidance and general technical supervision in the interpretation
of the audit requirements of the Office of the Administrator and the
preparations of the audit reports.

The assignment of audits to be conducted by PHA auditors shall he
made from the OA Audit Branch directly to the Audit Branch, Public
Housing Administration, with notice being sent to the OA Supervisory
Auditor in charge of the audit area.

PURPOSE

Audits are conducted for the purpose of assuring the Administrator
that the loeal public agencies are administering their Title I projects
in accordance with the terms and conditions of the pertinent contracts
or prior approval authorizations and with the accounting systems pre-
scribed in Part 5 of the LPA Manual, and to make available, to the
personnel of the Regional Ofifrces and the Urban Renewal Administra-
tion, reports on projeet costs incumed and LPA activities.

to/8/3, Pogc I
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SCOPE

The scope of scheduled. audits rvill generally include the following:
(1) Review and determination of the degree of compliance with the

terms and conditions of the prior approval authorizations, con-
tracts, and pertinent regulations and procedures of the Ilousing
and Home Finance Agency.

(2) Review and determination of the degree of compliance with the
LPA regulations and procedures and the resolutions of its gov-
erning board.

(3) Evaluation of the internal controls established for the manage-
ment of the program and for maintaining integrity in the receipt
and disbursement of funds from all sources, particularly as they
pertain to funds provided under the Federal advance, grant, or
loan contracts. This will apply also to any personal property
that may have been proeured with Federal funds provided for
the project.

(4) Verification of the eligibility of expenditures as reeorded, in-
cluding a review of the basis for proration of joint expenses
between two or more projects and/or programs administered
by the local public agency.

(5) Examination to determine the degree of compliance with the
aceounting requirements set forth in Part 5 of the LPA Manual,
the accuracy and condition of the reeords, and the adequacy of
the accounting staff.

The scope of the audit for a specific project will be determined at
the time the audit is unclertaken and as it progresses. The scope of a
special audit will be determined by the purpose for which it is being
conducted.

ili/UNG

The timing of audits to be conducted will be generally as follows,
subject to variations due to laek of available personnel or requests for
rescheduling for operating purposes by the HHFA Regional Offiees or
the Urban Renewal Administration.

lniriol Audit

The first formal audit will ordinarily be made within from three to
four months after the preliminary aecounting contact has been made.

Annuql Auditr

As a general policy, all locations having approved projects will be
audited onee each year dating from the close of the period eovered. by
the first formal audit. However, the period audited may be shortened
or extended in those cases where it is advisable to level off the audit
workload and, in the case of large projects in the development stage,
audits may be scheduled semi-annually.

Speciol Audit:

Special audits, for other than normal operating purposes, to be made
at the request of the Urban Renewal Commissioner, Regional Admin-
Poge 2 to/8/57
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istrator, or the fmmediate Office of the Administrator, will be seheduled
to start within thirty days after receipt of the formal reqrrest.

Finol Audir
Final audits on completed, abandoned or discontinued projects will

be scheduled to begin within thirty days after the Audit Branch re-
ceives from the Regional Office a request for a ffnal audit in connection
with the completion or termination of a project.

REPORIS

While audits u'ill be made essentially on the basis of the individual
contracts, audit reports will be submitted on a project basis aud will
include audits of all contracts identifietl with the pertinent projeet.

All projects of a local public ageney, whenever possible, will be
audited at the same time. fn such case an audit report wiII be prepared
for eaeh project, however, the overall management and adrninistrative
activities of the local publie ageney may be covered in only one report,
which may be either the report for the major projeet or a separate
general management report.

Audit reports will be typed in an original and three copies, with
an analytical statement prepared for the signature of the Director,
Autlit Branch. Distribution will be as follows:

(1) Original and one eopy to the Regional Administrator.
(2) One copy to the Urban Renewal Commissioner, atteution: Di-

reetor, Administrative Management Branch.
(3) One copy to the Autlit Branch.
Where the report covers the audit of the management and admin-

istration of the program, an extra copy shall be prepared anal trans-
mitted for the information of the Assistant Administrator (Admin-
istration).

For reports on Puerto Rieo, the distribution is the same as above
except that the original will be forwarded. to the Area Direetor, and
the copy to the OA Fiscal Offieer.

WORKING TITE

The Regional Offiee shall provide the Audit Branch with copies of
the following:

(1) Letters or memorandums approving or disapproving specific
project costs, or otherwise affecting proposed or approved. costs
on the terms and conditions of contracts, budgets , or prior ap-
provals. For example:
(a) Approvals, concurrences, or disapprovals of proposed or

executed. third-party contracts (including Forms H-683
and H-684).

(b) Concurrence in land acquisition or disposition prices.
(c) Accepted valuations of local grants-in-aid.

(2) Letters notifying local public agencies of allocations of funds.
(3) Letters to proceed, letters of consent, and other prior approval

authorizations.

to/8/57 poge 3
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(4) Approved original or revised budgets (Forms H-627 or H-6200)
and letters of transmittal, and authorizations to overobligate
budget classifications (Form H-6050).

(5) Stantlard Forms 1096 antl 1166 covering payments to and col-
lections from local public ageneies.

(6) I-:etters or memorand.ums with respect to suspension, termination,
or abandonment of projects.

(7) Executed contracts for financial assistance, and. pertinent state-
ments of corrtinued obligation and waivers. (A conformed copy
of Part I of each eontract shall be furnished, together with a eopy
of Part II of the contract if any of its provisions differ from
standard terms aud conditions.)

(8) Letters of approval or disapproval of insurance or fidelity bonds.

FOI,LOW.UP ON AUDIT REPORIS

Regional Offices are responsible for making determinations, within 30
working days after receipt of an audit report in the Regional Office
(or, where additional information has been requested from the local
public agerlcy, within 20 working days after sueh additional information
has been received), as to the administrative action to be taken with re-
spect to the findings eontained in the report. In the usual ease, the
Audit Braneh should receive evidenee of corrective action within 60
days after receipt of the audit report by the Regional Office. Sueh
evidence will consist of a copy of the Regional Offiee rnemorandum and
copies of correspondence between the Regional Office and the local
public agency indicating that the required action has been taken or that
a definite date for the taking of such action has been set.

The Regional Office will see that the Audit Branch is fumished with
a copy of:

(1) Each Ietter dispatehed to a local public agency containing in-
quiries, instructions, or determinations respecting a finding in an
audit report.

(2) Each memorandum from the Regional Director of flrban Re-
newal recommending determination or action with respect to such
findings, which has been concurred in by the Regional Admin-
istrator.

(3) Each subsequent letter to and from the local public agency con-
cerning any such finding.

(4) The monthly report on the status of review and correetive action
on audit and aecounting inspection reports (see Volume YII,
Section 2-5-3).

Poge 4 to/o/s7
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Section 4

URBAN PTANNING ASSISTANCE PROGRAM

This Scction contains policies and proceclures covering the couduct
of audits under the urban planning assistance program authorized by
Section 701 of the Housing Act of 1954, as amended.

ASSIGNMENT OF AUDII RESPONSIBII.Iry

AII audits of projects under this program rvill be made by auditors
of the Audit Division, Office of the Administrator. Such audits shall
be assigned. as a responsibility of the Supervisory Auditor for the area
in which the project is located.

PURPOSE

'lhe purpose for aurlits of urban planning assistance projects is to
assure tltat the planning agencies are conforming to the terms ancl
corrditions of the urban planning grant contracts and to furnish data
on project costs.

SCOPE

The scope of seheduled audits rvill generally include:
( 1 ) Revierv and determination of the degree of compliance rvith the

terms and conditions of the applicable contract and pertinent
regulations and procedures of the Urban Renewal Administra-
tion.

(2) Analysis and reconciliation of all fund aecounts to assure that
funds made available for completion of the project have beerr
properly accounted for.

(3) Verification of the costs inculrcd by thc planrring agcucy autl
a computation of thc grant based on such verification.

'l'he scope of the audit for a specific project rvill be tletcrrnined ilt
the time the audit is undcrtaken and as it progresses. The scope of any
special audit u'ill be determined by the purpose for rvhich it is being
conducted.

ACCOUNTING CONTACT

An accounting contact lvill be macle with each plaruring agency having
an urban planning assistance program. This contact u'ill be marle after
5/23/52 Poge I
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the first disbursement of grant funds has been made to the planniug
agency and when an auditor is assigned rvithin the area.

TIiilING OF AUDIIS

The Audit Division will perform a final audit on those projects having
an estimated project period of two years or less. For projects s,ith an
estimated project period of more than tu,o years, audits rvill be sched-
uled to be made at the end of the secorld year, and each year thereafter
until the project is completed. Final auclits u,ill be scheduled to bcgin
30 days after notice of completion, abandonment, or discontinuance of
the project is reeeived in the Audit Division.

An interirn or special audit, horvever, l'ill bc made when requestctl
by the Urban Renewal Commissioner or the Regional Offrce, and it
rvill be scheduled to begin within 30 days after receipt of the formal
request.

The timing of scheduled audits is subject to variation due to operating
conditions, or requests for rescheduling from the Urban Renewal Com-
rnissioner or the Regional Officc.

DISIRIBUTION OF REPORIS

Audit rrrports u,ill be prepared and distributed under an analytical
transmittal letter signed by the Director of the Audit Division in ae-
eordance with the following:

(1) Similarly as is done for urban renerval projects, the Audit Divi-
sion will prepare a "Statement of Financial Status" consisting
of a special narrative dealing u'ith matters of an adrninistrative
or financial nature within the jurisdiction of the planning agcney,
and exhibits and schedules. Tu'o copies of the separate Statement
of Financial Status rvill be transmitted to thc Regional Admitr-
istrator for font arding to the planning agency within five rvork-
ing days after reeeipt in the Regional Of6ce.

(2) Copies of the autlit report, including thc Statement of Financial
Status, r'vill be distributed as follorvs:

Trvo copies-Regional Aclministrator
One copy-Director, Division of Administrative Managcment,

URA
One copy-Audit Division

AUDIT WORKING FITE

The following material shall be strnt by the Regional Of6ce to the
Audit Division in order that the Audit Division will have a working file
on each project:

(1) A copy of the advice of allocation of funds.
(2) A copy of the Urban Planning Grant Contract and arry arnencl-

ments to or waivers of the contract.

Poge 2 5/23/62
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FOTLOW.UP ON AUDIT REPORTS

Regional Offices are responsible for making determinations, within
30 working days after receipt of an aud.it report in the Regional Office
(or, where additional information has been requested from the planning
agency, within 20 working days after such additional information has
been received), as to the administrative action to be taken with respect
to the findings contained in the report. In the usual case, the Audit
Division should receive evidence of corrective action within 60 days
after receipt of the audit report by the Regional Offfce. Such evidence
'r,r,ill consist of a copy of the Regional Office memorandum and copies of
correspondence between the Regional Offiee and the planning agency
indicating that the required aetion has been taken or that a deffnite
date for the taking of such action has been set.

The Regional Office will furnish the Audit Division with a copy of r

(1) Itrach letter dispatched to a planning agency containing inquiries,
instructions, or determinations respecting a finding in an autlit
report.

(2) Each memorandum from the Regional Office recommending de-
termination or action with respect to sueh findings, which has
been concurred, in by the Regional Atlministrator.

(3) Each subsequent letter to and from the planning agency con-
cerning any such ffnding.

(4) Periodic Regional reports on the status of review and corrective
action on audit reports.

5/23/62 Poge 3

(3) A copy of Form H-6703, Urban Planning Project Budget.
(4) A copy of each approved Form H-67204, Eequisition for Urban

Planning Grant Pogment.
(5) Copies of letters, memorandums, or other data approving or

disapproving speeific project costs or otherwise affecting pro-
posed or approved costs.

(6) Copies of letters with respect to the suspension, termination,
or abandoument of projects.

(7) Requests for interim or special audits.
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Section 5

URBAN RENEWAT DEMONSTRATION GRANT PROGRA'IA

This Section contains policies and proeedures covering the conduct
of audits under the Urban Renerval Demonstration Grant Program
authorized by Section 314 of the Housing Act of 1954.

ASSIGNiAENI OF AUDIT RESPONSIBITITY

All audits of projects under this program will be made by auclitors
of the Audit Division, Office of the Administrator. Sueh audits shall
be assigned as a responsibility of the Supervisory Auditor for the area
in rvhich the projeet is located.

PURPOSE

The purpose of aurlits of dernorrstration grant projects is to assure
that the contracting public bodies are conforming to the terms antl
conditions of the demonstration grant eontracts and to furnish clata
on project eosts.

SCOPE

The scope of scheduled audits rvill generally include:
(1) Review and tletermination of the degree of compliance rvith the

terms and conditions of the applicable contract and pertinent
regulations and procedures of the Urban Renewal Adminis-
tration.

(2) Analysis and reconciliation of fuud accounts to assure that
funds made available for completion of the project have been
properly accounted for.

(3) Verification of the costs ineurred by the public body antl a com-
putation of the grant based on such verification.

The scope of the audit for a speeific project rvill be determined at the
time the audit is unclertaken and as it progresses. The scope of any
special audit r,vill be determined by the purpose for u'Jrieh it is being
conducted.

ACCOUNTING CONTACT

An accounting contact will be made with each public body having
a demonstration grant project. This eontact rvill be mad.e after the
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first grant payment ]ras been rnade to the public body and when an
auditor is assigned u'ithirr the area.

T]AAING Of AUDIIS

Generally, one audit rvill be rnade of a demoustratiorr grant project
ancl it rrill be scheduled. to begin rvithin 30 days after the Audit
Divisiou receives notiec of completion of a project or termination of
a project for which a grant paymerrt has been rnade or is proposed.

An interim or special audit, horvever, rvill be made rvhen requested
by the Urban Renerval Cornrnissioner or his representative, and it will
be scheduled to begiu rvithin 30 days after receipt of the forrnal
request.

'lhe timing of scheduled audits is subject to variation due to
operating conditions, or requests for rescheduling from the Ilrban
Rene'w,al Commissioner or his representative.

DISIRIBUIION OF REPORI

Audit reports r'vill be distributed as follows under an analytical
transmittal letter sigued by the Director, Audit Division:

(1) Two copies-firban Renewal Commissioner, Attention:
Assistaut Commissioner for Program Planning.

(2) One eopy-Director, Division of Adminstrative l\fanagement,
UR.A.

(3) Oue eopy-Division of Finauce and Accounts
(4) Two (,opies-Audit Division

AUDIT WORKING FITE

The follorvirrg rnaterial shall be sent by tlre Urban Renewal Admin-
istratiorr to the Audit Divisiorr in order that the Audit Division u'ill
have a u,orking file on each project:

(1) A copy of the advice of allocation of furrds.

(2) A copy of the Demonstratiorr Grant Contract and arly anrend-
rnents to or rvaivers of the contract.

(3) A copy of eaeh Form H-6800, Denr,onstrotion ProXect Buclget.

(4) A copy of each approved Forrn H-6820A, Rcryisition for Dun-
onstration Gratrt Paym,cnt.

(5) Copies of all issuances or letters establishing general policy
affecting the financial operations of the program.

(6) Copies of letters, uremorandums, or other data approving or
disapproving specific project costs or otherrvise affecting pro-
posed or approved costs.
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(7) Copies of letters with respect to the terrnination of a projt,ct.
(8) Requests for interim or special audits.

FOI.IOW.UP ON AUDIT REPORIS

The llrban Renerval Cornnrissioner is respolrsible for rnakirrg deter-
minations on audit report firrdings. Where the report lists conditions
requiring action, evidence should be transuritted to the Audit Diri-
sion within 30 days after reeeipt of an audit report (or, rvhere addi-
tional information has been requested fronr the public body, rvithiu
20 working days after such additional information has been rcceived)
by the Urban Renewal Adrninistration to shou, that either (1) correc-
tive action has been taken or is to be taken and is expected to be com-
pleted by a certain date, or (2) an administrative determinatiorr uot
to take action has been made. fn the latter case, the specific reAsons
for not taking action shall be set forth for the record. Evidence of
corrective action rvill be the receipt by the Audit Division of copies
of correspondence between the Urban Renewal Adurinistration and
the public body shorving that the required action has been taken or
setting a definite date by rvhich such actions will be taken. In the
latter case, copies of subsequent correspondence shor'ving the cornpleted
action rvill also be furnished to the Audit Division.

1/25/53 Poge 3
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Section 6

COLIEGE HOUSING PROGRAITA

This Section contains policies and procedures eovering the conduct of
audits under the College Housing program.

PURPOSE OF AUDIIS

Autlits of College Housing projects shall be condueted for the purpose
of assuring the Administrator, the Community Facilities Commissioner,
Regional Administrators, and other agency officials that borrowers have
conformed to the financial terms and conditions of loan agreements, and
to make factual data concerning costs incurred in connection with the
construction of projects available to program personnel of the Com-
munity Facilities Administration and Regional Ofifices.

ASSIGNMENI OF AUDII RESPONSIBIIITY

AII audits of accounts and records maintained for College Ifousing
projects shall be cond.ucted by the Audit Division.

IIMING

Generally, only one audit shall be made of a College Housing project.

Regular audits of College Housing projects shall be schedulecl to start
within 30 days after receipt by the Autlit Division of an offrcial notice
of completion or termination.

An interim or special audit shall be macle only upon receipt of a
written request from the Regional Administrator, the Regioual Director
or the Community Facilities Commissioner; and. such audit shall be
scheduled to begin within 30 days after receipt of the request.

The timing of scheduled audits is subject to variation due to operating
conditions or requests for reschetluling from the Community Facilities
Commissioner or the Regional Administrator.

SCOPE

The seope of scheduled audits shall geuerally include:

(1) A review and determination of the degree of eompliance with
the financial terms and conditions of the loan agreement.

(2) A review and. d.etermination of the degree of compliance by con-
tractors with the financial aspects of construction, equipment,

4/28/64 Poge I
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and architectural and/or engineering contracts entereal into with
the borrower.

(3) Verification of the eligibility of expenditures as record.ed or
claimed.

(4) Analysis and recorrciliation of fund accounts in accounting for
all funds made available for completion of the project.

(5) A determination that the Revenue and Resene, and/or any
other accounts specified in the loan agreement, have been or are
being established at the time of the final audit.

'l'he scope of the audit for a specific project shall be determined at
the time the au.dit is undertaken and as it progresses. The scope fol
any special audit shall be determinecl by the purpose for ivhieh it is
being conducted.

AUDIT WORKING FITE

The Audit Division rvorking file (Project F'ile) shall be foru'arded to
thc auditor assigned to the project audit before the start of the assign-
rnent. The contents of the file shall be transmitted to the Audit Division
by the Regional Office and should consist of :

(1) A copy of each Form CFA-S19, Project Su,ntnta,ry and Approual,
antl CFA-105, Reuised, Project Su.mmary.

(2) A eonformed copy of each loan agreement and any amendments
or changes to such agreement, and a copy of eaeh lettenvaiving
or interpreting any provision of the loan agreement.

(3) A copy of each contract change order resulting in a project
change.

(4) A copy of each Form CFA-301, Calculation of I,{et Amount Due
f or Bond Purchases, which indicates the amount due the bor-
rower aftcr deduction for advances ancl interest.

(5) A copy of Form CFA-750, Projcct Completion Report; or of
notification to CFA of the abandonment or diseontinuance of the
projeet.

(6) Letter requesting audit.

AUDIT REPORTS

The audit report shall be reproduced and distributeil as follows
( 1) Two copies to the Regional Administrator
(2) One copy to the Community Facilities Commissioner

(3) Two copies to the Autlit Division

FOTI.OW.UP ON AUDIT REPORTS

Conditions cited in the audit report'u.hich require action, in terms of
correeting the condition or determining administratively that no change
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shall be made, must be acted upon \lrithin 30 days after receipt of the
report. Such action rnust be positive, in that evidence must be presented
showing that: (1) corrective actiorl has becn taken or is to be taken
and will be completed by a specified date; or (2) an administrative
determination has beerr marle not to take action, for reasons which must
be speeified.

The Regiorral Dilector is respousible for irritiatiug action to correct
conclitions reflerrted in the audit report, or for making a recommendation
to the Regional Arlmiuistrator that such action is not required, where
such a determination ealr be nracle l'ithin the poiicies of CFA. When
circuurstances so iirdicate, the Regional Adrninistrator rnay initiate such
action. If the administrative determination required is outside regional
authority, the Regional Director shall refer the question, rvith his reeom-
mendation and supporting data, through the Regional Administrator to
CFA, with a copy to the Audit Division.

Eyidence of corrective action shall be the receipt by the Audit Divi-
sion and CFA of copies of the correspondcrnce betrveen the Regional
Office and the applicant, showiug that the requirecl aetion has been taken
or settirrg a definite date by which sueh action 'r,r'ill be taken. In the
latter ease, copies of subsequent correspondence shorving the completed
action must also be furnished the Audit Division and CFA.

Evidence of an administrative determination by the Regional Admin-
istrator that action is not required u.ill be the receipt by the Audit
Division of a memorandum to that effect. In the case of a question
referred to CFA for decision, CFA shall forr,r,ard the decision to the
Regional Offiee, rvith a copy to the Audit Division.

Copies of all correspondence r,vith respect to project audits shall be
sent to CFA. CFA shall evaluate auclit reports and the corrective action
taken by the Regional Of6ce, particularly to assure adherence to
established policies and procetlures, to identify common problems, and,
where indicated, to initiate revisions to policies or procedures.
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Section 7

SENIOR CITIZENS HOUSING IOAN PROGRAM

This Section contains policies and procedures covering the conduct of
audits under the Senior Citizens Ilousing Loan program. This direct
Ioan program was authorized by Section 202 of the Housing Act of 1959,
aS amended.

PURPOSE OF AUDITS

Audits of Senior Citizens Housing projects shall be cond.ucted. for the
purpose of assuring the Administrator, the Community Facilities Com-
missioner, Regional Administrators, and other Agency officials that bor-
rowers have conformed to the firancial terms and corrditions of loan
agreements, arrd to rnake factual rltta concerning costs incurrcd in con-
nection with the construction of projccts available to pr:ogram personnel
of the Community Facilities Administration and Regional Offrces.

ASSIGNI\AENT OF AUDIT RESPONSIBII.IIY

All audits of accounts aird recorrls maintained for Senior Citizern
Housing projects shall be conducted by the Audit Division.

TIMING

Generally, only one audit shail be macle of a Senior Citizens Housing
projeet.

Regular audits of Senior Citizens Housing projects shall be schedulecl
to start within 30 days after receipt by the Audit Division of an official
notice of completion or termination.

An interim or special audit shall be made only upon receipt of a
rvritten request from the Regional Administrator, the Regional Director
or the Community Facilities Cornmissioner; ancl such audit shall be
schedulecl to begin l,ithin 30 day-s after receipt of the request.

The timing of scherluled audits is subject to variation due to operating
conditions or requests for rescheduling from the Comrnunity Facilities
Commissioner or the Regional Atlrninistrator.

SCOPE

The scope of scheduled audits shall gcnerally include:
(1) A review and cletermination of the degree of compliance l'ith the

finaneial terms and conditions of the loan agreement.
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(2) A revierv and determination of tlle degree of compliance by con-
tractors rvith the financial aspects of eonstruction, equipment,
and architectural and/or engineering contracts enterecl into rvith
the borro'rver.

(3) Yerification of the eligibility of expenclitures as lecorded or'
claimed.

(4) Analysis and reconciliatiou of fuud accounts in aecounting for
all funds rnade available for completion of tlie project.

(5) A determination that the Revenue ancl Reserve, and/or any
other accounts specified in the loan agreement, have been or ar'o
being established at tire time of tlrc final audit.

The seope of the auclit for a specific project shall be deterrninecl at tlie
time the audit is undertaken and as it progresses. The scope for anlr
special audit shall be determined by the purpose for rvhich it is beirrg
cond.ucted.

AUDIT WORKING FII.E

The Audit Division $,orliiirg file (Project File) shall be fonvarclecl
to the auditor assigned to tlie project auclit before the start of the assign-
ment. The contents of the file shall be transmitted to the Audit Division
by the Regional Office and slioulcl consist of :

(1) A copy of each Form CFA-919, Project Surm,mary antl Approucil,
and CFA-105, Reuised Pro ject Sum.mary.

(2) A eonformecl copy of each loan agreernent and any amendnrents
or changes to such agreement, and a copy of each letter u,aiving
or interpreting any provision of the loan agreement.

(3) A copy of each contract change orcler resulting in a project
change.

(4) A copy of each Fornl CIiA-300, Requ,isition ond Jlsushsy for
Boncl, Paynrcnt ar Acluo.ttce, rvhich indicates the amount clis-
bursed to the borrorver.

(5) A copy of Forrn CFA-750, Project Completion Rcport; or of
notification to CFA of the abandonment or discontinuan<le of tlre
project.

(6) Letter requesting audit.

AUDIT REPORTS

The audit report shall be reproduced and distributecl as follou,s:
( 1) Two copies to the Regional Administrator
(2) One copy to the Community Facilities Commissioner

(3) Trvo copies to the Audit Division

FOIIOW.UP ON AUDIT REPORTS

Conditions cited in the audit report which require action, in terms of
correcting the condition or determining administratively that no change
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shall be made, must be aeted upon $,ithin 30 days after receipt of the
report. Such action must be positive, in that evidence must be presented
showing that: (1) coruective action has been taken or is to be taken
and will be completed by a specified date; or (2) an aclministrative
determination has been made not to take action, for reasons which mu.st
be specified.

The Regional Director is responsible for initiatirrg action to eorrect
conditions reflectecl in the audit report, or for making a recommendation
to the Regional Administrator that sueh action is not required, where
such a determination can be made within the policies of CFA. When
circumstances so indicate, the Regional Administrator may initiate such
action. ff the adrninistrative determination required is outside regional
authority, the Regioual Director shall refer the question, with his recom-
mendation and supportirrg data, through the Regional Administrator to
CFA, l,ith a copy to the Audit Division.

Evidence of corrective action shall be the receipt by the Audit Divi-
sion and CFA of eopies of the correspondence betrveen the Regional
Office and the applicant, shorving that the required action has been taken
or setting a definite clate by rvhich such action will be taken. In the
latter case, copies of subsequent correspondence showing the completed
action must also be furnished the Audit Division antl CFA.

Evidence of an administrative determination by the Regional Admin-
istrator that action is not required rvill be the receipt by the Audit
Division of a memorandum to that effect. In the case of a question
referred to CFA for decision, CFA shall forward the decision, to the
Regional Offrce, with a cop;. to the Audit Division.

Copies of all correspondence with respect to project audits shall be
sent to CFA. CFA shall evaluate audit reports and the corrective action
taken by the Regional Office, particularly to assure adherence to
established policies and procedures, to identify common problems, and,
where indicated, to initiate revisions to policies or proceclures.
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Section 8

PUBTIC FACITITY TOANS PROGRAM

This Section contains policies and proced.ures covering the conduct of
audits of non-Federal projects approved under the Publie Facility
Loans Program.

PURPOSE OF AUDIT

Audits of Public Facility Loans projects shall be conducted for the
purpose of assuring the Administrator, the Community Facilities Com-
missioner, Regional Administrators, aud other agency officials that bor-
rowers have conformed to the financial terms and conditions of loan
agreements, and to make factual data concerning costs incurred in con-
neetion rvith the construction of projects available to program personnel
of the Community Facilities Administration and Regional Offiees.

ASSIGNMENT OF AUDIT RESPONSIBITIW

AII audits of accounts and records maintained for Public Facility
Loan projects shall be conducted by the Audit Division.

IITIING

Generally, only one audit shall be made of a Public Facility I-.roan
project.

Regular audits of Public Facility Loan projects shall be scheduled to
start within 30 days after receipt by the Audit Division of an official
notice of eompletion or termination.

An interim or special audit shall be made only upon receipt of a
written request from the Regional Administrator, the Regional Director
or the Community Facilities Commissioner; and such audit shall be
scheduled to begin within 30 tlays after receipt of the request.

The timing of seheduled audits is subject to variation due to operating
conditions or requests for rescheduling from the Community Facilities
Commissioner or the Regional Administrator.

SCOPE

The scope of scheduled audits shall generally inclucle:
(1) A review and determinatiou of the degree of compliance with the

finaneial terms and. conditions of the loan agreement.
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(2) A review and determination of the degree of courpliance by con-
tractors with the finaneial aspects of construction, equipment,
and architectural andfor engineering contracts entered iuto
rvith the borrower.

(3) Verification of the eligibility of expenclitures as r.ecorded oL
claimed.

(4) Anatysis and reconciliation of fund accounts in accourrting for
all funds made available for completion of the project.

( 5 ) A determination that the Revenue and Reserve , andf or any other
aceounts specified in the loan agreement, have been or are being
established at the time of the final audit.

The scope of the auclit for a specific project shall be determined at the
time the audit is undertaken and as it progresses. The scope for auy
special audit shall be determinecl by the purpose for rvhich it is being
conducted.

AUDII WORKING FIIE

The Audit Division working file (Project File) shall be fonvarded to
the auditor assigned to the project audit before the start of the assign-
ment. The contents of the file shall be transmitted to the Audit Division
by the Regional Office and should consist of :

(1) A copy of each Form CFA-719, Project Suntntary ancl Approual ,
antl CFA-105, Beoisecl Project Sumnr,ary.

(2) A conformed copy of each loan agreement and any amendments
or changes to such agreement, and a copy of each letterrvaiving
or interpreting any provision of the loan agreement.

(3) A copy of eaeh contract change order resulting in a project
change.

(4) A copy of each Form CFA-301, Calcu,lation of Net Amou,nt due
f or Bond, Purcltases, u'hich indicates the amount due the bor-
rorver after deduction for advances and interest.

(5) A copy of Form CFA-150, Project Completion Report; or of
notification to CFA of the aban<lonment or discontinuance of the
project.

(6) Letter requesting audit.

AUDIT REPORIS

The audit report shall be reproduced ancl distributed as follows:

(1) Two copies to the Regional Administrator

(2) One copy to the Community Facilities Commissioner

(3) Two copies to the Audit Division
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FOI.IOW.UP ON AUDII REPORTS

Conditions cited in the audit report \\'hieh require action, in terms of
correeting the condition or determining administratively that no change
shall be made, must be acted upon within 30 days after receipt of the
report. Such action must be positive, in that evidence must be presentecl
showing that: (1) corrective action has been taken or is to be taken and
'rvill be cornpleted by a specified date; or (2) an administrative determi-
nation has been made not to take action for reasons rvhich must be
speeified.

The Regional Direetor is responsible for initiating aetion to correct
conditions reflected in the audit report, or for making a recommeudation
to the Regional Administrator that such action is rrot required, u,here
such a determination can be made rvithin the policies of CFA. When
circumstances so indieate, the Regional Administrator may initiate such
aetion. If the administrative determination required is outside regional
authority, the Regional Director shall refer the question, r,vith his recom-
mendation and supporting data, through the Regional Administrator to
CFA, with a copy to the Audit Division.

Evidence of corrective action shall be the receipt by the Audit Divi-
sion and CFA of eopies of the correspondence betrveen the Regional
Office and the applicant, shon,iug tlrat the reqrtirerl action has been
taken or setting a definite date by u,liich such action will be tahen. In
the latter case, copies of subsequent correspondenee sho'w'ing the corn-
pleted action must also be furnished the Audit Division and CFA.

Evidence of an administrative cletermination by the Regional Adrnin-
istrator that action is not requilerl rvill be the receipt by the Audit
Division of a memorandum to that effect. In the case of a question
referred to CFA for decision, CFA shall fonvarcl the decision to the
Regional Offrce with a copy to the Audit Division.

Copies of all correspondence rvith respect to project audits shall be
sent tb CFA. CFA shall evaluate audit reports and the corrective action
taken by the Regional Of6ce, particulally to assure adherence to
established policies and proceclures, to identify common problems, and,
where indieated, to initiate revisions to policies or procedures.
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Section 9

ACCELERATED PUBTIC WORKS PROGRAM

This Section contains policies and prosedures covering the conduct of
audits under the Aecelerated Public Works Program.

PURPOSE OF AUDIT

Auclits of Accelerated Public Works projects shall be condueted for
the purpose of assuring the Administrator, the Community Facilities
Commissioner, Regional Administrators and other agency officials that
applicants are conforming to the financial terms and conditions of the
grant and/or loan agreements, and to make factual data concerning
costs incurred. in connection with construction of the projects available
to program personnel of the Community Facilities Administration anrl
Regional Offices.

ASSIGN'\AENI OF AUDIT RESPONSIBITIry

The OA Audit Division is responsible for the audit of all APW
projects which include both a grant and a Public Facility Loan. Those
AP'W projects which include only grants shall be audited by independ-
ent public accountants, unless the applicant is unable to provide funds
for its share of the cost of the project audit, or where the cost of the
audit would be unreasonable in relation to total project costs. fn such
instances, the audit shall be performed by the OA Audit Division.

The procedures for audits by public accountants are covered as a
part of current instructions for conduct of the APW Program.

IlrrilNG

Unless required otherwise by special circumstances, only one audit
shall be made of an Aceelerated Public Works project, and it shall be
scheduled to begin after final inspection of the project antl after 90
percent of grant funds have been disbursed.

An interim or special audit shall be made only upon receipt of a
written request from the Regional Administrator, the Regional Director
or the Community Facilities Commissioner; and such autlit shall be
schetluled to begin within 30 days after receipt of the request.

SCOPE

The scope of scheduled audits performed by the OA Auclit Division
shall generally include the following:
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( 1) A review and determination of the degree of compliance with
the financial terms and conditions of the grant agreement, or the
loan and grant agreement.

(2) A review and determination of the degree of compliance by con-
tractors with the financial aspects of construction, equipment,
and architectural and/or engineering contracts entered into 'n ith
the public ageneies.

(3) \rerification of the eligibility of expcnditurcs as recordecl or
clairnecl.

(4) Analysis and reconciliatioir of funcl accourrts in accounting for
all tr'ederal funds made available for completion of the project.

The scope of any special auclit shall be determined by the purpose
for rvhich it is being conductecl.

AUDIT WORKING FII.E

lYhere audits are schedulecl to be perforined by the Audit Division,
the Rcgional Director of Community Facilities shall furnish the Audit
Division, through the Supervisory Auditor for the Region, rvith the
follo'wing material:

(1) A eopy of tltePro,iect Su,nrmcu'y ctncl Approunl, Form CFA-1119.
ancl revisions, Fornl CFA-105.

(2) One conformed copy of the offer and acceptanee clocuments,
Forms CFA-1121 and CFA-1122, ancT a copy of Form CFA-1120,
T erms ancl C ondi,ttons.

(3) A copy of each approvecl l-onr CFA-1130, ReEdsition and
Voucher f or Gra,nt Puyntent.

(4) Copies of letters, menr<irariclurns, ol other clata approving or
disapproving costs.

(5) Copies of letters with rcspect to termination of the project.
(6) Request for regular or special audits.

AUDII REPORTS

Audit reports by the Audit Division shall be reproduced and dis-
tributed as follows:

(1) Two copies to the Regional Admirristrator
(2) One copy to the Community Facilities Commissioner

(3) Trvo copies to the Auclit Division

FOI.IOW.UP ON AUDIT REPORTS

Conditiorrs cited in the audit report submittecl by the Audit Division
rvhich require action, in tcrms of correcting the condition or determining
administratively that no change shall be made, must be acted upon
rvithin 30 days after receipt of the report. Such action must be positive,
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in that evidence must be presented. shou'ing that: (1) couective action
has been taken or is to be taken and will be completed by a specified date;
or (2) an administrative determination has been made not to take
action, for reasons which must be specified.

The Regional Direetor is responsible for irritiating actiou to correct
eonditions reflected in the audit report, or for making a recommendation
to the Regional Administrator that sueh action is not required, where
such a determination can be made within the poiicies of CFA. When
circumstances so indicate, the Regional Administrator may initiate such
action. If the administrative determination required is outside regional
autbority, the Regional Director shall refer the question, u'ith his recom-
mendation and supporting data, through the Regional Administrator to
CFA, with a copy to the Audit Division.

Evidence of corrective action will be the receipt by the Audit Division
antl CFA of copies of the correspondence betrveen the Regional Office
and the applieant, showing that the required action has been taken or
setting a definite date by which such action will be taken. fn the latter
case, copies of subsequent correspondence showing the completetl action
must also be furnished the Audit Division and CFA.

Evidenee of an administrative determination by the Regional Admiu-
istrator that action is not required shall be the receipt by the Audit
Division of a memorandum to that effect. fn the case of a question
referred to CFA for decision, CFA shall forrvard the decision to the
Regional Office, with a copy to the Audit Division.

Copies of all correspondence rvith respect to project audits shall be
sent to CFA. CFA shall evaluate audit reports and the corrective action
taken by the Regional Office, particularly to assure adherence to
established policies and procedures, to identify eommon problems, and,
where indicated, to initiate revisions to policies or procedures.
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The timing of seheduled audits is subject to variation due to
conditions or requests for rescheduling from the Community
Commissioner or the Regional Administrator.

Section I O

AREA REDEVELOPMENT PROGRA'IA

This Section coutains policies and proeedures coverirg the conduct of
audits under the Area Redevelopment Program authorized by the Area
Redevelopment Aet.

PURPOSE OT AUDIT

Audits of Area Redevelopment projects shall be eonclucted for the
purpose of assuring the Administrator, the Community Facilities Com-
missioner, Regional Administrators and other agency officials that bor-
rowers and grantees have conformed to the finaneial terms and condi-
tions of their agreements, and to make factual data concerning costs
incurred in connection with project construction and development avail-
able to program personnel of the Community Facilities Administration,
Regional Offices, and the Area Redevelopment Administration.

ASSIGNMENT OF AUDII RESPONSIBITITY

AII audits of accounts and record.s maintained by applicants partici-
pating in the Area Redevelopment Program covering loans and grants
for publie facilities shall be condueted by the Audit Division.

TI'$1NG

Generally, only one audit shall be marle of an Area Redevelopment
project.

Regular audits of Area Redevelopment projects shall be schedulecl
to start within 30 days after receipt by the Autlit Division of an official
notice of completion or termination.

An interim or special audit shall be made only upon receipt of a
t'ritten request from the Regional Administrator, the Regional Director
or the Community Facilities Commissioner; and such audit shall be
scheduled to begin within 30 days after receipt of the request.

7-3-t0

operating
Facilities

SCOPE

The seope of scheduled audits shall generally include the following:
(1) A review and determination of the degree of compliance with the

financial terms and conditions of the agreement.
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(2) A r(-'vie\\'and detennirration of the degrc,e of compliance by con-
tractors rrith the fiuancial aspects of constructiol, equipment,
ancl architectural and/or engineerirlg contracts entered into rvitlr
the applicant ageueies.

(3) Verification of the eligibility of expenclitures as recorded or
claimed.

(-t) Analysis and leconciliatiorr oI furrtl accounts in accouirting for
all funds made available for completior of the project.

(5) A determirration that accounts specified in the agreernent ltave
been or are being established at the time of the final audit.

The scope of tJre audit for a specific projeet sliall be detenninecl. at
the time the audit is undertaken and as it progresses. The scope of a
speeial audit shall be determined by the pul'pose for rvhieh it is beiug
eondueted.

AUDIT WORKING FITE

The Audit Division working file (Project File) shall be foru,ardecl
to the auditor assigned to the project audit before the start of the
assignment. The contents of the file shall be transmitted to the Audit
Division by the Regional Office and should consist of :

(1) A copy of eaeh Form Ctr'A-1019, Project Str,mmary, ancl Folm
CFA-105, Reuised, Pro j ect Bu,mmarg.

(2) A conformed copy of each agreement and any amendmeuts or
changes to such agreement, and a copy of each letter waiving or
interpreting any provision of the agreement.

(3) A copy of each contract change order resulting in a project
change.

(4) A eopy of each Form CFA-301, Calar.latiott, of Net Amtount duc
f or Bond, Pu,rchases, rvhich indicates the amount due the borrorver
after deduetion for advances and interest.

(5) A copy of Form CFA-150, Prolject Conrpletiott Raport; or of
notification to CFA of the abandonment or discontinuance of the
project.

(6) Letter requesting audit.

AUDIT REPORTS

Audit reports shall be prepared ancl distributed as foliows:
(1) Tu,o copies to the Regional Administrator
(2) One copy to the Community Facilities Commissioner

(3) One copy to the Community Facilities Administration for trans-
mittal to the Area Redevelopment Administration

(4) Tu,o copies to the Auciit Division
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FOLTOW-UP ON AUDII REPORIS

Conclitions cited in the audit report which require action, in terms of
correcting the coudition or determining administratively that no change
shall be made, must be acted upon within 30 days after receipt of the
report. Such action must be positive, in that evitlence must be presented
showing that: (1) corrective action has been taken or is to be taken and
will be completed by a specified date ; or (2) an administrative detelmi-
nation has been made not to take action for reasons r'vhich nrust be
specified.

The Regional Director is responsible for initiating action to correct
conditions refleeted in the audit report, or for making a recommendation
to the Regional Administrator that such action is not required, rvhere
such a determination can be made within the policies of CFA. When
circumstances so indicate, the Regional Administrator may initiate such
action. If the administrative determination required is outside regional
authority, the Regional Director shall refer the question, with his recom-
mendation and supporting data, through the Regional Administrator
to CFA, rvith a copy to the Autlit Division.

Evidence of corrective action will be the receipt by the Audit Divi-
sion and CFA of copies of the correspondence between the Regional
Offrce and the applicant, showing thal the required action has been
taken or setting a deffnite date by which such action will be taken. fn
the latter case, copies of subsequent correspondence showing the com-
pleted action must also be furnished the Audit Division antl CFA.

Eviclence of an administrative determination by the Regional Admin-
istrator that action is not required shall be the receipt by the Audit
Division of a memorandum to that effect. In the case of a question
referred to CFA for decision, CFA shall forrvard the decision to the
Regional Office, with a copy to the Autlit Division.

Copies of all correspondenee with respeet to project audits shail be
sent to CFA. CFA shall evaluate audit reports and the corrective action
taken by the Regional Office, particularly to assure ad.herence to estab-
lishetl policies and procedures, to identify common problems, and, where
indieated, to initiate revisions to policies or procedures.
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Sertion I I

OPEN-SPACE LAND PROGRAAA

This Section corrtains policies and procedures covering the conduct of
at-the-site audits under the Open Space Land Program.

ASSIGNMENT OF AUDIT RESPONSIBITIIY

Normally, at-the-site audits of open space land programs will not be
made. An at-the-site audit will be made by the Audit Division, Office
of the Administrator, upon request by the Regional Office due to such
factors as the following: (1) the doeuments submitted in support of a
requisition for grant payment contain discrepancies which cannot be
explained without an examination of the books and records of the Public
Body; or (2) the size of the acquisition and the number of individual
ownerships involved indicate an at-the-site audit as the only feasible
method. of determining compliance of the Public Body ivith the terms
of the grant contract (see Volume VII, Chapter 47-B).

PURPOSE

The purpose of at-the-site aud.its of open space land programs is to
assure that the contracting public bodies are conforming to the terms
and conditions of the contraet for grant to acquire open space land and
to URA policies and requirements, and to fumish data on acquisition
costs.

SCOPE

The scope of scheduled audits wiII generally include:

(1) Review and determination of the degree of compliance with the
terms and conditions of the applicable contraet and pertinent
regulations and procedures of URA.

(2) Analysis and reconciliation of fund aceounts to assure that funds
made available for the acquisition of open space land have been
properly accounted for.

(3) Verification of the costs incurred by the Public Body and a cour-
putation of the grant based on sueh verification.

The scope of any special at-the-site audit will be determined by the
purpose for which it is being contlueted.
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TIMING OF AUDITS

A final at-the-site arrdit rvilt be made of an open space land program
and it will be scheduled toonly upon request the Regional Offrce

after the Audit Division receives notice of com-
a program or a termination of a program for rvhich grant

been made. An interim or special at-the-site audit will bet has

begin

made rvhen requested by the Urban Renewal Commissioner or the Re-
gional Office, and it wili be scheduled to begin within 30 days after
receipt of the formal request.

AUDIT WORKING FIIE

Upon requesting an at-the-site audit, the following material sliall be
sent to the Audit Division, via the Regional Supen isory Auditor, in
order that the Audit Division rvill have a working file on each program
to be audited:

(1) A eopy of the advice of allocation of funds.
(2) A copy of the Contract for Grant To Acquire Open-Space Lancl

and amendments to or waivers of the contract.
(3) A copy of each approved Form H-6620A, Bequ,isition, f or Grant

Payment f or Open-Space Lancl.

(4) Copies of letters, memoralrdums, or other data approving or
disapproving costs or activities.

(5) Copies of letters with respect to termination of the program.

(6) Requests for interim or special audits.

URA shall send to the Audit Division copies of all issuances or letters
establishing general policy affecting tJre financial operations of the
program.

DISTRIBUTION OF REPORT

Audit reports will be distributed as follows:
(1) Four copies-Regional Adrninistrator (trvo copies for trans-

mittal to Public Body by Regional Office).
(2) One coplr-pir..tor, Division of Administratiye n{anagernent,

URA.
(3) One copy-Assistant Commissioner for IJrban Plarrriing arrrl

Community Development, URA.
(4) One copy-Director, Division of Finance and Accounts.
(5) Ttro copies-Audit l)ivision.

FOLIOWUP ON AUDII REPORIS

The Regional Office is responsible for mal<ing determinatioirs, nithin
30 days after receipt of an audit report (or where additional informa-
tion has been requested from the Public Body, within 20 rvorking days
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after such additional information has been received ), as to the admin-
istrative action to be taken with respect to the findings eontained in
the report. In the usual case, the Audit Division should receive evidence
of corrective action within 60 days after receipt of the audit report by
the Regional Office.

Evidenee of corrective action will be the receipt by the Audit Divi-
sion of eopies of Regional Office memorandums and. copies of corre-
spondence betrveeu the Regional Office and the Public Body showing
that the required action has been taken or setting a tlefinite date by
rvhich such actions will be taken. In the latter case, copies of subse-
quent correspondence showing the completed action will also be fur-
nished. to the Autlit Division. Where an administrative determination
not to take action is made, a copy of the Regional Office memorandum
nraliing such determination and specifying the reasons for not taking
aetion shall be furnishecl to the Audit Division.

8/30/65 Poge 3
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Section 13

IOW-INCOME HOUSING DENAONSTRATON GRANT PROGRANA

This Section contains policies and procedures covering the eonduct
of auclits under the Low-fncome Housing Demonstration Grant Pro-
gram authorized by Section 207 of the Housing Act of 1961.

ASS]GNMENI OF AUDIT RESPONSIBIT]TY

All audits of projects under this program shall be made by auditors
of the Audit Division, Office of the Administrator. Such audits shall
be assigned as a responsibility of the Supervisory Auditor for the area
in whieh the projeet is located.

PURPOSE

The purpose of audits of low-ineome housing demonstration grant
projects is to assure that the participating bodies are conforming to
the terms and conditions of the low-income housiug demonstration grant
contracts and other applieable requirements, and to furnish d.ata on
projeet costs.

SCOPE

The scope of seheduled audits shall generally include:
(1) Review and determination of the degree of eompliance with the

terms and conditions of the applicable contract and pertinent
regulations and proced.ures of the Housing and Home Finance
Agency.

(2) Analysis and reeonciliation of fund accounts to assure that fund.s
made available for completion of the project have been properly
aecounted. for.

(3) Veriffcation of the costs incurred by the participating body and
a computation of the grant based on such verification.

The scope of the audit for a specific project shall be determined at the
time the audit is undertaken and as it progresses. The scope of any
special audit will be determinetl by the purpose for which it is being
conducted.

ACCOUNIING CONTACT

An accou:rting contact shall be made with each participating body
having a low-income housing demonstration grant project. This contact
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shall be made after the ffrst advance of funds as been made to the
partieipating botly and when an auditor is assigned within the area.

IIIIAING OF AUDITS

Generallyr, one audit shall be macle of a low-income housing demon-
stration grant projeet ancl it shall be scheduled to begin within 30 days
after notiee of completion, abandonment, or cliseontinuance of the proj-
ect is received in the Audit Division.

An interim or speeial audit, hox,ever, shall be made when requested.
by the Assistant Adrninistrator (Program Policy) or his designee, and
it shall be scheduletl to begin rvithin 30 clays after receipt of the formal
request.

The timing of seheduled audits is subjeet to variation due to operat-
ing conditions, or to requests for rescheduling from the Assistant Ad-
ministrator (Progranr Poliey) or his designee.

DISTRIBUIION OF REPORI

Audit reports shall be distributed as follows under an analytical
transmittal letter signed by the Direetor, Audit Division:

(1) Tv'o eopies-Assistant Aclministrator, Office of Program Policy,
Attention: Dir:ector, I.rorv-fneome Housing Demonstration Pro-
gram.

(2) One eopy-Division of Finance and Accounts.
(3) Trvo copies-Office of Program Policy, for transmittal to the

head of the governing body of the participating body anrl to the
offieial responsible for exeeution of the project.

(4) Two copies-Audit Division.

AUDIT WORKING FII.E

The following material shall be sent by the Office of Program Policy
to the Audit Division in order that the Audit Division rvill have a work-
ing file on each project:

(1) A copy of the advice of allocation of funds.

(2) A copy of the Low-fncome Housing Demonstration Grant Con-
tract and any amendments to or waivers of such contraets.

(3) A copy of each approvecl Form H-552, Den'tonstrat,ion Project
Bud,get.

(4) A copy of each approved Form H-555, Reclu,isition for Demon-
stration Grant Pagment.

(5) Copies of letters, memoranda, or other data approving or disap-
proving specific project eosts or otherwise affecting proposed or
approved costs.

Poge 2 9/3/55



Low-lncome Houring Dononrlrolion Grunt Progrom 7€-13

(6) Copies of letters with respeet to the suspension or termination of
projects.

(7) Requests for interim or special audits.
(8) Request for final audit.

FOI.I.OW.UP ON AUDIT REPORIS

The Assistant Administrator (Program Policy) is responsible for
making determinations orl audit report fipdings. Where the report lists
conditions requiring action, evidence should be transmitted to the Aurtit
Division rithin 30 days after reeeipt of an audit report (or, where atldi-
tional information has been requested from the partieipating body,
within 20 rvorking days after such additional information has been re-
ceived) by the Office of Program Policy to show that either (1) correc-
tive action has been taken or is to be taken and is expected to be eom-
pleted by a certain date, or (2) that an administrative determination
not to take action has been made. In the latter case, the specific reasons
for not taking action shall be set forth for the recorcl.

Evideuce of corrective action will be the receipt by the Audit Division
of copies of correspondence between the Office of Program Policy antl
the participating body showing that the required action has been taken
or setting a definite date by whieh such actions will be taken. In the
latter case, eopies of subsequent correspondence showing the completed
action shall also be furnished to the Autlit Division.

Where an administrative determination not to take action is made,
a copy of a memorandum from the Assistant Administrator (Program
Policy) making such determination shall be furnished the Autlit Divi-
sron.
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TRANSMITTAI. CHECK IIST

Upon receipt of each transmittal letter, the recipient will place his
initials in the blank following the appropriate number. A break in the
continuity of transmittal letters reeeived will intlieate missing changes.

AP- 2 rntj
AP- 3 ?xI
AP- 4 ...b.\iilr..

AP- 5 .7.T *. . .

AP. 6 7nb

ht,
€{

AP- 7 ...

AP- 8...

AP-I4

TL No. lniticlc

AP-rs ?..4.#il,

AP-re ?il6-H ,

AP-20 hI,{-111, .

Ap_2r ht1fr fi:....

AP.22 ht fi H:
AP.2ir .h,/.A.#*f.

AP -24 ).tt.. fi .,.11.,....

AP-2s .ht..$lt:..

AP-26 -htflk,.
AP-2t 74F*k'

AP-28 H {n..1.1...:.......

Ap-2s egflf :

AP-so .. .f.-ryn- :..........

AP-3r ..P}lffi,

AP-a2 Stryf ' .

AP€3 ...1.,.s.................

fL No. lnitiolr

AP.38

AP.39

AP€5 ts i!:a "
Apa5 -15 {jy{5*

APa7... A slulr>

,/*-

6-
Ap. e .........f:....P.... .......

or-1o {,.2

AP-u ..ndil*^.,.

AP-r2 ?e:-,li,.lL t..

AP-r3 hr f5 tt

Ap4o .15- ...

AP-4r 1S 
..

AP-42 116 ,-/-+r*

Ap4il tf,f l*lgf
AP-44 t'f ?!**lErt

AP4s .L,.P,. .'il.lpJ..s Y

Ap46t(, P, g)..5.!.s+

Ap47f/.T.)ls/s{
.AP,,' K;P-1...!/.pts7

AP-4e H,r" .fll !s't
AP€o -t"',?*Hhls*

AP€r i{'Q^....{-1l*l

c !,c..k-.i tfl:ls r

i:.f rrt 't'.r;d ,rof bgt ?

SE,, i Cut ,

\

et.is ht.fr /*.:.

AP-r6 W.@.tf
AP-tt HL,fi,tl.-*.
2/t /51

p
--ls,

AP€4
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AP.s2 ..r1.rg.,...il.1.1f !
AP,s3 d!: 9"fiF"I

or-,;(P II -:f *sr

Ap-s4 ..K.,P :.: Ll.nlsa or-rif.(.,...l :?.#..€t Ap-|

Ap-ss i,.f'..:.!:..l.si ap-rsT.K=..2.:r*.* Ap-r

4P.75 1yD-Sf

ee-teT.fr... 3.:8: & AP-r

ap-eoT-R l:t!-f. c AP-ro3

Ap-s4 T- E_;..t-1 fi;.g. Ap-t 07

N-asK:,f:2{:.sa AP-r 08

AP.86 r,(- L-e /: LX AP.I

AP.89

f! No. lnitiole T[ No. lnitiols TL No. lnitials

AP.T I

AP-t t6

-g ?

or.u#i ir/.}4e{ o*rrfl itt::? AP-r

Ap-se fR..- $tlls ar-ril-R.=.:/.1-.t#-t Ap-l

AP-56 .{,(,..?/C.#

A?-s7 tf*( 9{zil.sl

er -rrd .:.... ?,:. !{ F
ap-cifK..:3, ,*:.6.s

orr;rl.R.:3.:-1t.:..55

eut?: bt.I-:ss
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1

-.f?

*?
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ffi
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#
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,,6ea }s "f?

..3..--.llt+ t
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TL No. lnitiqls

AP.T L:fr.
AP-122

AP-r23

AP-124

AP-t25

AP-t26.llt, fu,n
or-rrr.-&P-,

TL No. lnitisls

AP-167 /* ..a/t /.-aa,

AP-t68

AP.r69

AP-t70

AP-t7t

AP-172

AP-r73

lffd#j,,,,
o,.,,raifit
AP.t47# 7:/*
ap-tln&r. ?Z.t:i:/

or-ror'L 
l::r,r,,,:'
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{;.ffi,
g;)Hl
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AP-t28

AP.I 29

AP.I

AP-r3r

AP.I

AP.I

AP.I

AP-[37

AP.I

AP.I

AP.I4I

AP-l42

AP-t50

f ap-t

I

AP.I
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,urAr# 1 I or-rr, .:!i..:, ,..1.:-.!.q -/3
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lap-tta t*-t('1.

AP.I AP.I5
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AP-236

AP-237

AP-238

AP-239

AP-240

AP-241

AP-242

AP-243

AP-244

AP-245
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AP-252

AP-253
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MULT.O
RING BINDER

TO OPEN - press bottom'

leuers together utith slight

cbckutise motion.

TO CLOSP - p'.ess ap leuers.

Manufactured By

BEAVERIIE PRODUCTS Inc.
BEAYER FALI,S, N. Y.


