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Lo TttE MANAGEnS.IN! STArFfi qL$4, wltR HoysING_ cllJrEns

To win thLs war er{dless lines of weapons and supplies must reach
our ttroops. To achieve"land malntain asslgned produetion Ievels, war
plants must be staffed, j ltrey vrl11 not be staffed unless horues are
provlded for the war woy'lcers - and to provlde those homes is the war
asslgrrment of NHA. /

But wc eannot neet this tenporary housing emergenclr by building
a1one. lhe armod forces require the same materlals - the lun$er, the
steel and the copp€r. In addltton, there simply is not -eufficient
manpov,rer to go around. lYe rnust therefore rely on the shelter resources
of our e:rC"stlng housing, seeking the f\rlL cooperation of all war
lndust,ry conrnr:nLtl-es ln the Job.

To convince hone or'rJners an<i landlords that housing ls a war es-
sentialn to llst every available aceomnodation, to make two homes
where previously there was but one, and to see that, al"I thia shelter
goes to war wortreers l"s the functlon of the Homes Use Service and our
War Housing Centers.

The record shows the great contributl-ons you already have made.
Let us go forward wlth stlIl greater efforts to compleie our war
assigriment. Your work on the front llnes ln each critical housing
eornmunlty wilL deterrnine how well the task will be done.
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the only satlsfactory
rl$hat wlll help nost

T0 Ar{r PES;C[{S C9NCEFNED lrrTH JHX_U9UES_UEIB PRoGRAM

The fact that the Hmes Use Program is e:cpected to produce 7O% ot |i,he
total rar houelng progren for the 1944 flscal year Ls both a tribute
to your pest acconpllshnents and a challmge to our present Lnltiatlve.

@resslng thls 70tr .ln abeei.ute terms, the Homes Use Serrr"lee must
nake avallable, through the use of extsting stmctures and by conver-
rJ.on, a total of well over 6!01000 dwelllng unlts and rooras for war
wor.kors. l?reee accounodations nust be obtalned ln localltles where
there al.reedy erd.sts a crl"tLcal houolng ehortage. The rlght nunber
of aceornrnodattong of the rlght stae and cost shoul.d be ready at the
rl€bt, tlnear lf the nar effort le to be best senred.

Irr cerrylng out thls easlgnnent, the Homes Use Sertrlce rrL]l follon
prlnelples rhlch nay be cryrossed in the 9 polnts belor.

1. the _ref_!ot1g!-bgg. For any problen,
solutlon ls tbat wttlch best ansrers the questlon
to rln the nar?tr

2. Lar rorkere rrhose prescnec Ln the corwnmlty ls egscntial to
Ufe_ _suqclsg Et lne uar eftort uns! be_leuqed. The locallty wer
houeing progran nnrst be carr{.ed out ln such a rvay that all rorkers
are sheltered and crttlcal naterLalg are not rasted.

3. In every crltlcal housing eree, the Hmes Use Scnrlce,
rvorklng t'htuttgh the regi.onal. offtccr end the lfar llouclng Canter, mrat
place $rst ophagls on eecuring f\rll $ae by war rorkers of e+lstlns

. In attopttng to reallze from thLs
soutc€ the volrme of houslng cortenplated by ttre locallty progran,
Uanagers mrst lnltlata and natntaln actl.ve canpelgns of procur€ment.
EYer':f Lnetnlneot should be ussd - reglstry and refcrral serrriee,
share-tho-home progransr and canpalgns urgtng the noluntary reserqatlon
of vacancles for rar ror*erE, es rcll, es dlocoureglng the ln-mS.gratlon
and encouragtng the out..nLgratJ.on of persone other than essential uar
f,orkers.

&. Whcre nore lntsrslve and better-channeled use of adstlng
stnrctures wlthout, elteratlon r11I not neet the cmplete need,

L

converglor,rs nay thcr be pr.ogranncd and meanE of sa'
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5. Housing created

6, The War Housing Center ls
by the National Housing Age'ncy with

establLehed
the cornrnunity

to seeure s establis e locall-
. Its establlsh-

ment and contlnued existence can be Justified wfiere there is e need
for houslng in-rnigrant war workers and nhere the f,acllLtlee of the Center
will reduce the use of critical materials for housing.

7. By the very nature of lts goalsr !b9 J

standing of, and henoe to volunt&4f cooperatlon rithr war housing
princlples.

8. The viens of the comuunlty 1111 flnd expreeslon ln a trulv
sentatlve War Hou Comnittee ac

atLve . A two-way channel of
lnformat ls thus provlded, inf the conmunlty of rar houslng

Ihe Eggg lrggStlg, to nhlch thls Letter Ls a prefacer outllnes the
neans bt rhTaf,these gerneral princtpJ.es bre cerrled lnto effeet. For
thls purpose it replaces the Hsmes Use Train+ng!trsnual lssued ln llarcb
1943. Sinca that tlne addLtional dlrectLvee have been iesuedr proccdures
have been reflned and nuch ner opetating eryerlence has been accumrlated
and ana3.yzed. ftrls ner Homea Use Guide Ls a congolidatLon.of the ner
rlth tJre o1d3 an atternpt-has,becn nede to lmprcrvc the arrengoent of the
naterials, thus naktng the $g!!g more @nyenlsrt for rEferqlc€ f,ut?oses.

Itre 9g19g Le not an offJ.otal directlvc. Insteed, lt ts lntended:

l. To presart an orderly su@atT of poll'clao, tcchntquea and
pr"ocedures set forth tn NHA Gsreral qrdera, Reguletlons end llmoraade.
As anrch lt pnovldes nore lnfomatlon on the rurderlying raasond for thelr
prortrlgatt on or on the na;nner tn r*rlch each fits lnto the overEll
pregra,n, but onLts, nuch of the detall.

2. To serne ae a refer€nce to baslc policlec and prectlcgs. Eaolr
day yrl1l present ncw probLens rrhich nenagcrs'vLlI have no opportunlty
to refer to the reg!.ona1 offlcei by the uae of the C$dg, howerrerl the
neceooary decls{on nsy oftm be nade.

3. To senre aa a trainlng nanual ln newly establlshed Centersr ln
Centers whLch have never conducted tralnlng cunpalgns, and for
lndoctrlnatlng the new personnel of cstabltshed Centers. Reg:lonal
offtces r'rlll be asked, later, to repor:t on the nature end $rccess of,
training programs tn rfitsh it is employed.

r/

pollcy and refl-ectlng eonornunLty needs to the NHA.
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l*, Flnally, to aEswrbl.e the e:iperlerrce gained tn this war, not iln
bulldlng, but in uslng what we have. The nanual eould thus serve as a
for.prdatlon for fruture use Ln disaster or ?l:ar'

Beeause the Homes Use Prograur Ls a comprehensive approach to the solutlon
of a maJor part of the war housing problem, lts success will contribute
stgnlflcantly to the natLonal war effort. I?re achievement of that goal
ln any locallty is dependent upon your competenee and initiat5"ver and
upon your abtllty to obtaln the cooperatlon of the coronunity"

tt,
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Sectlon 11-
Pago I

CiiAP[iN, 1. $HT IdA} HOUSI1iG PROSI,A},I A}B FEN NHA

SECfION ],I. Tifi WAR i{OUSING PFO3ISU

,0I &elatloj+shin between_ sar_Srod.uction and HousLpe *he.re hes
been alx enormouJ lncrease ln the ind.ustrtal actlvlty of the Untted.
$tates &,s a result of the necessltles of war production" At the
present tlne (the late sumler of 19aS), the rate of, protir:etior" ls
d.oubla that of the year 1940. X'or exa.qlle, dullng the secor:C. qner-
ter of t943 natlonal. productlon r,tas valued. at $23'CI00'CICIO'000 nore
than that for the sa.&e qlrsrter ln 1940" this vast eqpanslon has
baen accompttshed- by greatly lncreased efflclency' by ad.dlttoas
to existtng p3-ants, end. by the constnrctlon of ne$ tnd\lstrt'al fa-
clLltles in botb lnduetrlal locallties a.nd. ln prev{ous}y non-ia-
dustriaL &re&s.

fhe nannlng of our axpanded. lnd.ustria]. faclLitl'es has
brought about the nost exteaslve nass migratlon of popuJ.atlon ln
Anerisan history. Sron farns a1d" snalL towns, fron loca.Liti"ee
without rsar activlties, nen and uo$en have etrea.ned. ts tl"lei *en*
ters of $ar productlon to Joiu the lndustrlal arny. FopuS.atlons
Of sone tor,rrrs and. cities bave cloubled. or trlpled over pen{ods of
a fst* nonths, yet the peopLe nust have a place to live &s weLl
as a placo to worl:, tr\rrthermorg, thelr L1vl4g accounod'atlons
nust be ad"eqqate !f they are to reteln their efficlency* sn& to
continue at their war enrpLo3rnents without dlssattsfact!^on erd,
d.iscoura€ienent. Eeace, houslng for war workere has baseme recog*
ulzed- &s a neceesary ad.Junct to the induetris'l" pLsnt" *h* 'dar
ProCuction 3oard, which controls the alLocatlon of s.11 crlttcal
naterlalE, has tecognized. war boustng ae ees€ntlaJ. to the war
effort a.ud. he.e d.eslgnated. the l{atlons.L Eouelng Agency &s ens sf
the offlciaL c1almant agencies. Ehie nearrs ts effect tbat the
natertal. requlrenents for tbe constructLos of war b.ouel.ng are
eonsid.ered" along with uaterial requireloents for tbe proC.uetlon
of arna,raent s.

The scopo of the war houslng pxogran ls ll}u.stra?*d by
the fact that between July 1940 and. the end. of $eptembor I94S, housing
accoinmod.atlons rere progra"rorced. for aTrproxlnatel"y 31600100O war workers,
nearly aLl tn only 90O Localltles, Acconamodatlo:rs in exls*3.ng
stntstures were for:nd for about 118001000 of these workers thro:rgh
absorptlon Ln vacant d.welltng unlts and rooms, and thrr:ugh t,,ha eharlng
of homes. 0f the renalnlry 1,,?001000 ln-nlgrante, over hatf "have been,
or wil} be, takan care of ia houslng tbat hag been prod.uced. or pro-
grarnneil for production by prlvate bulld.ers and. finan*e, 5h,r :onal.nlng
workers have been, or wil.l be, taken care of ln }:.oua5.ng ,$r*,3ile.sd with
publlc frurds (but erected. by prlvate build.ere). Shls i.*tb*r houslng
conslsts not only of ilrye].Llng unlts but also of a *r:n*1,i*r.s.*l* nirsber
of dornltorlee and other non-fanrlly-rlwelLtng €paee.

.AZ War Houstns Accolspltshloeats lle aaay now p:rlf:i!,*i:,1""r
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turn f,ron a conslilaratlon of, thle ever-chcngtng naas nlgratlon of
people tnto a relattvely snell nrlnber of, tnd.ugtrlaL areas, to eee
bow thlg novcuent of norkars lg reflectedl la terus of nev congtruc-
tton of ilrelltngs of, varloua tppcs. lron ths beglantng of th6 rar
houslng progran ln the su$losr of l94o to $eptenbor 3o, L949, a total
of 1rt45r18l dvetltng rrnltg hss been progra,nmed", lncludlng eonverston
anil nav conetrnrctton, by botb prLvate and publlc agenctes. In ad-
tlttloa, pLans r6re epproveil f,cr provltllng dorottory Bpacg f6r 16611?9
olngle p€rgons, and, for the loatalletlon of 1t4,216 trst!.ers strd other
Itop-gap accornod,att oas 

"

D$elltb€ unlts nh!.cb u6t€ l!f,ggrarnrned, iturtng thE earne perlod
unilcr the publlcly flnancsd, conversloa progra,u nrrnber 61r?88" AE of
Septeuber 3O' lg43 laaeee had. besn sl.ogert oa stnrctuteg uhlch vtll
pro0ucc AO,Ipg unlts, and the appllcattons for Leases non ln lranel.
rtll raiee thle. total to an eetl.n&tetl 401900 unlta.

Construatloa bas been coqpleted, ot 3ft7r$36 new f,a,nlly d.rrel.l-
lng unltr b"dlt out of publtc funcls and 1221503 nore are yot to be
conplotett. all but 311558 of the dorsltory rpecee ard 12,968 trail-
srs and other stopgap bouotng aro coupletcal,

Betrean July 1, 19{O eail Septenber 3Or I94g prtvata canltaL,
ln largc part aldlcil by FIA tanurance, proiluced ?60r?95 fa.nttry duelilng
nalte . Ia addltton, 222r3?S untts uere und,ar constnrcfi.on, ae of
Soptcnber S0, 1949.

.08 Fhe lask l,4sed. &ookfu€ ahead at the Job to be clona cturtng
the ysar bogtnnllg iluly 1, 1948 tt haa beea sstlnated, tbat ef,ter ftrll
tree le uaile of tho 1oca.L ls,bor Bqpply ln Each of tbe var localltlest
tt 1111 sttl1 be accegsarT f,or a,n addittonal la-nlgratloa of 9261295
single rar uorkers end famLLLes ln order that nadmm productlon nay
be attalned. It, ls eetlnated that about lr0fi of these rvorkers rvlll couse
lnto ths counmnl.tles rLthout thelr fanLlles. In plannlng for the
houslng of, th,c estlnatecl {O9,9OO nnattachcdl ncn a,nd wonen, lt ls oe-
tlnatedl tbst g85r000 rlII flad. space la exlstlng vacant rooms and
that dornttorteE 6r converelors rtll have ts ba conEtnrcted for tba
renalalg 241900. .lbout 5L5r000 drelllng unlte wttl be sufflclent
to hougc tb,e rorkcrs who Eone lnto the localltles ae nenbers of
fadlles, slacs thera ulll f,regusntly be nore tb^an one norker La

' aach fantly group, It Lc e4racte{ that l?Sr00O of tbesa itvelllng
unltg uay be f,ound, ln cxl.et1lg rtnrcturce rfrlcb are nos vacant or
rdllch rl11 latcr bccoue arallable as e roeult of varfous factorg'
tnclu0trg tbe ilra,fttn6 of namleil uen. It ytll thercfore be necee-
sary to proviile about g{Or0O0 addttlonal tlrelllng unlte elther by
tbc conrcrsloa of sxlstlng atnrcturce or by nav constructlsn.

.O4 8bq Isaorta+J:p of the Eqnes-Use Je9erartsJn ,tbe fgsk ^lhead.
tho rcarclty of ths ueterlals aaeiled. for the proiluetlon of ebips,
tankg' en0 guns, nakes lt lryeratlvo to radrrce to a nlaluun ths usa
of rnab ratorla,h ln tha proilrrctlon of boustrg, Horey, lnanlton€r'

\ Novenber 1943L
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and. tlme nust also bo eonserved.. For tbese treasons, the anount of var-
tlne house constructtoa nust be carrfully reetrlctE0; houslng cannot
be provlcled. slrply to pernrlt nore coufortabla ltvtng or oveo to na.ke
Brogress toward peacotlna soclal obJeatlves. hrthernore, so far as
posslble all erlstt.ng or new bouslne Bhou.ld. be reserved" for those
persons nost essentlal to tbe yar effort.

It le apparent tbat the lrrograu for tho year beglnalng JuIy
Ir 1943 uust count heavlly on tbe utlllzatloa of, crlsting structureg.
It 1e altlclpatett that ovel 95'000 drelllng unlte 1111 be provldail
throgb the converslon of exletlng stnrotures. fhese plus vacaat
roolns a,ntt vacant clwelLtng ualts uhich. ar€ otqleeted to be avall.able
constltute over ?Ofi of the total bouslng ptogran f,or the comlng ysetr.
lnhus, tb,e responslb!.Llty f,or pro&uclng a.laost three-fourtbs of the
houslng regulreaents f,or ln-nlgrant rsr rorkers betveen JuLy 1, 1949
and. June S0, L94,4 reets vltb tbe Eones Uee Scrvtce rorklng throqh
the Beglonar Representatlves, Yar Eouslng Oeaters, tbe Eone 0merrl
loan Corporatlon, and. the FeiLeral Eouslrg Ad.utnlstratton.

[]rts, then, ls tha probl,en ah6ad of uB. In oriler bsttcr to
understsgd. hov lt w111 be ilealt wlth, and. 1acld.eutally to e:sntas trb.
lnstrnrnents which v111. be eupLoyerl, lt nay be rell, brleflyr to revtcr
the blEtory of the $atlonaL Eouslag Ageacy, as veL1 as lts present
organlzatloa and. that of lts constituent ageacles.

SSCSIOU 1?. SSE|3IJISHUEI{f 0F tg.E Nri.gIO$A! E0USIU0 AOSSCT

.Ol Ia the early clays of tbe war ef,fort the responslblllty for
provld.lng rar houstng was cllstributed anong stxteen fedleral ageaelcs
nhlcb were elther butltling or ftnanclng bouslng. In the eumner of,
1940 tae Preeid.ent appolatetl a Eousing Coord.lnator (later tae Dlvl-
slon of Detease Eousing Coord.lnatlon) to correLate tho actlvltles
of these agencles" SarLy in 194? tt beca.ss apparent tbat a coasoll-
elatlon of a}l trar hsuslng actlvttlos lnto a slngle sgency ya,s nec66-
sa^ry lf tbe sar lrouslng Brogran vas to operate effectlvely.

3y Executlve 0rd.er 9070, datedt lebn:a,ry %t L942, t}l'o
Prestd.ent consolld.e.tect rrad.ar the $attona,l Bousin€ Agonoy the bouslag
fnnetlons of the slrteea extstlng igenc166. lhose tncludecl tbe
Sederal Hone T.roen Sank loetd., the led.eral Bone loan Benk $ygteul
the Federal $avlnes aad. IJoan Ineutaace Coryoratloa, the Eone grnersl
loan Coqporatloa, ths Uaited, States Eouslag Corporatloa, ths treAerEl
Eouslng Ad.nlnletretlon, the Unltecl Stetes EousLng Authorlty, the Dc-
feaes Sones Co4poratlon, the l)lvleloa of, Defease Souslag Coordlns-
t!.oa, the Centrel Eousing Connlttee, the aon-farm houslng f,nnattons
of the Sarn Securtty Ad"ntalstratton, and. the houslng firnctlons of
the hrbltc Bulld.lngs Admlalstratlon, the Dlvlslon of Dofense Houslng
a4. the Mutuaf Ornershtp Defense Eouslng Divlsion la the teil.eral
lforkg lgancy, and. the housi.ng fon ths Uar aad ltavy Departnents out-
slde that oa roeervattoas, posts, anil bases and. that whlch ls per-
nanently useful to those Sapartnents. [bue, by tht s 0rder, all
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6*.f$;ttlj:-::t,ir].i:;:.:.i. 1:'.r:".:t:,"1:r.t.r.,*il 'ilt-: ir,,]jg,'11Ib*"lr;iJ.{:r,i:sing fleLd", exeept tbosg on
ntrJ"if ;u;,. 3':,::1111,;!:'i;i. '; j,,.: . ;:.i.,. i,hr*** *.{' ;:rtl;,;:*rno:it USgfUIAgSS lOf nllttA,ry
J:.r1i.:;t;.)$*ii, ;*r4'.€ 'i.,",i:ri;.:'n ;itjtii+i.:f tii* *i;.Li*;'T:st$n Of th8 NatlOnq"l. EOUSlng
.S,*;:,t;,.i.t::'g1,.',i..:;lu el,.i::: X':;:....r .l{:i:r;jj;4I Xr:*,ii -fiii.:;.iq*1ggd, and, nad,g An lntegla.l
tr)s"rg ,;;;.' l-i;i{, *,s,'l]l *i: I ql 'i,l*et."! ,u*€lr ,;*1.* :-ttr''ii ,

i:ll.ir,', -?,i,ffq:,it-r:.i:'..rr: frr,*.ey dn,l',ty;:;*ted", ag tbe tbl"gg pr:lnelpal coa-
gtti*il::1:, ."',',,::: r;." i-,i'.{: iic'-b.":*:.r&1, *r,*-rf"n4 .*del*cy, the Teilerar Eone loao
34,f.:,19 *Uli:i,:: , ,r':,:;:i,,'ri:',r.:ri 'i;t,l; l:'ili.l.::rtt*il .!iiilaj.:6 A,dSl:*LetX,attrOn, aniL tbC
Sed.*g"lh }i,,.i".,,.,..r ii..*;'tr;rt,''r,;:...:ir,i'i,;:rs-iry,. tjiNre ftret *}l* clggl prlnartLy vlth
Sirlv*telg f ir*o*r*t," i:lasi.xe; t!:.m ?ieird., wirosg nr:eleug ls tbe f,orner
Untts* #"riahea i;'*:.i*i:u.: S;i:li:ken.t{gu d.r*e}.s rlth pu}llcltr ftnanocil houslng.

i:1.{:* s,t:sqr::i,ir:rrrs ,i.,f th* Si:,blonal" He"Lrglng "&dnlolstrator arc tvo-
fold., Se "{e. r:l: i,l;rt". *re* .F,n::S; *}le adainistrattre eblgf of tbe eonsoll-
dated" heuel:q r,4ierie:i.*s, ri;:l'r'r*61;*g *rd. rug:ervtsing thetr operatlons.
At tha effN,er t*.Baqlu ke ** *tr*,a-g*ti xi'fih planntsg and.erecutlrg a nnlfleil
and gpunyshenclra h*ustng pf,$g3"Erulr nolr & vaf bq]lgigg "praeE$. llbo
erecutlaa sf thts }*atter SiunsttCIn has l"ed to the eEtabllshneot of the
Offlca of the.&d.usi,-sLstrator whlch 3x reeponslble for tbe overall pler-
alng of tb.6 $ar hountng progrsu,

the fcllowlag socttous ff.rn$ eoneid.sr tbc relatloagblp be-
tveen the Offlce of the "&d,ninlssr**or anrl tbe nar bouslng aetlvttict
of the const!.tuent agonctree, exd, BbEa retura to tbe 0fflce of th6
Sdnlalstratsr for a d.otallEd 6fseusslon of lta organltatloa.

.OA fhe Offfa"s ef.;bh*&lruls,trqbgr lhe 0fflee of the Ad.nlak-
trator, eE tho adnl.nlstratlve, f,ast-flad.lngl ancl plannllg utrlt, b&r
several ltryortant reeponslbltr"ltieg nhlch at prooent nay be runnarlzcd,
uaclor thncCI hesd.e: (f] to aetturat,] end p]an for neettng tbo rat
houslng neeils ln eg€h af the erttfealL b*$"si.ne srcas; (?) ts see tbst
that program ls pnt iato ef,fcct; and (g) to cooporatc rvlth the otbet
federa,L agencles uhoec progrc.hs sff,cst thosc acod,s or tho neans of
satlefylng tham.

trn ord,or to carry out t?lrssa fu^**tlonsr tbc prlaclple of, dl,e-
centrallzatlon has bosn rppllad tu tho &rgenlle,tton sf tb, ldlldctra,-
torts Offtce * & sters uhich {E d.*sta,*od" 3n part by the egscatlalfy
Iocal nature of houslng actlv*tlr, ffhus* tn add.:ttlon to tbe ccntrel
ad,ntalstrattve offlca tn i{s,sL[r€9CI:1, *oa roglona.l offices h&ve bcen
ectabllshed, each hsaAoil by a Ssgtorxl Seprasaatntlvs rho tr rolpo!-
slble to tho Adnlalstrator nnil wh*sa ;ioh tr to proparc the bouslng
progra[s of tha ua,r proelustlon aJr&eai wd"tbirr bll rsgton, ar0 to rec tbat
those prograao a.ra carrlsil orrt.

Ths othor corrsllt'u€nt l:;oi&s of ths Satlo"sl Eouslng tgency
are tbe ttask forccsf vhleh put trito sffcet thstr reslroatlv€ patt! of
the plans uappeil out Ln the Offlac of, tbo Adrd.alrtr&tor.

l{ovember 19t*3
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.og Sed.egal Eogg_loan Sank Adninlst,ratlqn thus, the 3ed.eral
Eone lroan 3ar* Adntnl.stratlon, for exa.uple, continues to perforn
lts establtshed functlone (I) of provld.lng through the Fed.er&I
Eone Lonn Sank Syat€ts a raservolr of nortgage creillt for thoee
eeeklng to flna.nce, tbrorrgh prlvate channolc, the constnrctlon'
Burchase, ot Dod.ernlzatloa of thelr bonee and ( 2) of protectlng
lhe savi.nge of lnveatore (up to $S,OOO each) |a thrlft and bone-
flnanclog instltutlons whlcb are neubers of the Fecleral Savtngs
an{ loan Insruancc Corporatton. I apeclal contrtbutlon to the
yar ef,fort bas beea the Llberallzatlon of regulatlons of the fed'a-
ral Soqs Lroan Sank Systen to ena.ble lnsured. member tastltutlons
to lncreaso th6lr actlvlty !a ilefense atoag by selltng mortgagee
anil uslng the proceerls dlirrhg the cnergency to flnance houslag
for uar rorkcrs.

[he llouo OimErs t loan Cor?oratlon, alother unlt of the
IEIr3A, has been asslgnod tbe tagk of cagylng out tbe lcastng
and convertlng of exlstlng stnrctpreE und.er the publlely flna'nced.
converglo! progrsn. lbe lgslctant Adrnlalstra.tor (Eones Usc) hag
thc reaporslblllty for the ad.nlnlgtratlon of tbls progra'n. Ee
itetcmtnes natttrs of general pollcy, but the fleLit operatlons
a.ro ilelegated to the BO!C.

.04 Fed.crat Eonslna ld.nhlstratlon Ibe lederal Eouslag
Adnlnletratlot contlntr.sg to pcrforn lts prlnary firnotlon of
lnsrrlng nortgages on homes rb.lcb met lte locatlon requlrc-
Io6ats and. etandertls of oonstnrotloa. Its faclllttss for lneur-
1ag loans for hone nod.eratzatlon anil repalr and' for ner sn&LL
hore coqstnrctlon are stllI avalXablc, a8 are a.lso lts faclll-
tles for lnsurtng nortgages otr on€- to four-fa^nll'y homes a'Ea[ otr
rcntal proportles ln la,rge acale proJects. trecd.Icse to gay'
actlvlty la tbege eategorlos bas bcen grcatly curtat'led ag how-
log har syullg over alnost cxcluslvcly to the provtston of aocou-
nod.ntloas for rar wotkerg. Sberefore, lts aost tqlortant ln-
rurlng actlvltles at tbc preseat tlne are conflnod to !ltLe TI'
an a,nendneat to ths Natlo.al Eoualng Act enacted oa lt[arch 28'
194I to nahe tho lasutalocc f,eatrrrc ava.llgbLe for ra.r houslng'
[hrougb that anit a subscgusat a,paCneat, tha terns of obtalalng
F,EA lnsureil loans have becn llbcrallseil ancl thelr avallabll.lty
ertendcrl to spectf!.c ra,r prodluctloa arEe.. llbc authorlzatloa
und,er thlr !1t1. ra! by Octobcr laercagaA to 1106001000'000 and,1r
evallable to covcr losscg on nortgaget on onc- to four-fanlly
houg for reut or for sale ee relL ac uortgages rry to $5r00OrOOO
oa luge Bcel,. rcntal proJecte. In botb casss' ua,r rorhers ala
glven ooaupancy prlorlty la cuch tttneturos'

lhs other naJor firnctlon of ths IEA ll the rar houslng
effort ls qulte separate fron lts tnsrrrllg actlvltles. Ae agents
for tbe Uar Proiluctton 3oard, the fleLd offlcee of, IEA reeelv€
thc prlorlty 4pllcatloag of prlvate houslng eoatraptors for hdld-
tn6 latcrlalrr ltroco.B tben on thc sBot' anil transnlt tben' vltb

./
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Offloe of the
Adnlntstratp!

Inc1ud.e6 f,orner
housia€ 1\rnctloas
of, ll6tlera1 lJoan
Atloitlstlat6r,
!'ederaL lt'orke AiI-
ntlrlstre"tor, end
Co-ordlnator of
Defsnse lIcuslng

l'edera-l lla:le f,oal Sank Systern
Ied.eral 'riavtlgr & Loan Insrrr-

ance oorpolatloa
llone 0u:rgrsl Loan Corporatlon
Untted. Stateg liousiug Corpor-

atloa (1a tLqutdatton)

(IncludeE fornpr firnctlons of
Fetleral. Eone loar Satk Soard)

trA!IONAT EOOSINO ACTfCY

Defense Houes Conccratlon

{Includee f,o::ner functloas of
Unlted States Hcusiag ArtboriW
Nolfarm lubllc l{oustng fron

lem Seorrlty Adntalstratio!
t{ar (Defense) Publlc llouslag,

exce!! o!, Arfly aad. NeW Reser-
vatlons. Such houslag Prevl-
ouely was d.tTldee anong the fT'.
USfiA, Rrbllc Butldla€s A&rlats-
tratlon, Dlvtslon of Defease
lloustag, lfutual 0vaershlp Delense
Bousing !lvls:.on, tlat D€tpartn€ot'
Ilary Depart:nert and trat! Secutity
Adntui gtrat 1on. )

OTT'IC! O} trEg AI,IINISMITOB
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Research &
St at1 stlc s

Urban StrdleB
Tochnlcal
Flogralo Rerrlew

& Clearance

DIVI SIONS:

ld$!.al6tlatlve R€-
latlorlB

lufuet
jd.Dl[lstratlve

Serlrices

.::!3ltllJ,i!I&q'
Senela1 Coulsel
Infomatlon D1lectot
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ooayersloa Aalvi 6er
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AdvLs€r

DIYI S IoNt
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recoumend.etiong, to the Yar Prod.uction SoEr& for approvaL or reJectlon.
CeiLtngs on sa,le prlces anil rents ar6 among the etandard.e of eltglbtllty
for prlorltlog.

.05 leCerql Fubllc Eoustn€ Authorltv fhe Pedaral Publlc Souslng
Authorlty, the thlral of the naJor constltueats of the fatlonal Eouslag
Agency, hae the reeponslblllty, prevlously tllstrlbuteil over elgbt dl.lf-
foreat Governnsnt agonetesn of (a) provld,Lng sueh houslng nee&€d. by tba
sar effort es prlvaie entcrprlee cannot provltla, arul of (U) adninister-
tng the Feierally alded. local lov-rent houslng ancl slun-cLearance
prograrn. [hs bagic rar houslng statutes und.er rhlcb IPEA operates ar€
lhe-Ira''t'qm Act (Publlc 849, ?6tb Oongrese); Publlc 9, 77lh Coagress, &B r

anended.; and hrbllc ?81, ?6th Qongross. the lranharn Act uhtch provld'ed'
abotlt tuo-tbtrile of thc total publlc uar houstng firnds' coatalns certaln
baqlc autborl.zatlons (renoval of torporary bousfng, payuents la Ileu of
ta:rpe approrlnattng norna,l taxatlon, use of lncone frou operatloas for
$a&agooeat expeneeg and rssetras, etc.) now appllcable to all of the
Fei[erelly-ovnsd. uat houslng, In ad,i[t?'ton, Pubtr"le 6?L' ?6th Congress
authorlzcdL the use of los-rent hourl,ng anil slun-Elearenso firnd,a anit
proJects for rar houElng puryosss for the perlod of the €nergoncy. Tho
total frrnds nad.o avallable for publlc rar housing are sllghtly under
$a,ooorooorooo.

In keeplng vltb ehortages of nantrlower and. rnaterlalsr andl ulth
tbe uacertelnty of the crtent to whl*h poti;3atlons wlll rcne$.n etable'
tbo charactcr of pubtrlc uer houstn6 haee as the r*ar hae prograssed., been
alteroil. 0rlglnally of pcruan*nt soastrwtton ancl. Later of tlenountabl.e
conEtructlon, substartLaL3y sl.I pub$.Sc tcea" houstng now betng bullt is
af, Seqporary coastnretlon. Rocen8 leglulatton requires thE d.lspoeal of
o1[ terporary uar houei.ng at the esd. cf ths p"*e,r. Rsntala ara baeed upon
the valus of, the acconnod.*&$"ons* War h*r:.*$.ng SE operateif, by local
authorl"tt ea vbars poaslb&e*

She '*rar tr:se uecerr$s,si.lty e$op3re& t56 gs,r.lt$rtrctlon of low-rcnt
i5{rur}3s6 pvoJsets usldev She Unl.ted $taiaa Houslng.etr which" f.s th$
il"egl.uli*,Ston ra}"s$Srlg SCI the pornanent l"ot'r-rsnt lrc'r:"slueg and, slupclaur-
&rrca X)rogrs,n. &e of nluly 1,' 19490 there ware S38 auch proJocte uniler
sanag€eent hy Leea1 housX.ng glrthorl'6tes tn L78 ett!"es, provlillng
105'000 fa,rntly &wotltng'unlts. llho prasent iob sf, F?EA. wtth respoct
to lon-rsnt bousf.ug ter thsrEforc, prtnarlly with respect to the
,oporatfon of, eucb proJocts" Ao ulready fndi.cgtedr nnny proJects
ortglnelly sched.uled sn& f,xind.c authorfsed fsr Low*rent housing proJeets
have, for the pertod of the ua,rr been devoted" to wsr hous{ng Burposssq
the d,avelopment eoet sf those BroJects eonrnerted. to wa^r purposes ls
nser $A50s0O0r0OOoprovL&lng over 50s000 &ve}l"trng rrnlte. Shese proJocts
rvi.LL :rsvsrt ts Low-rent hou.slng purposes after the war"

sxG$LSS lg. 0lt&At{lu{sl0s 0F seu 0wlss otr str& asl'uffisrxa[on

.$J. llssere& Sbe precedlrg uub-eeettrons lrave sor:ght to ileuonstrate
aow the eonstltlreet eganctca - in ad.0ltton to cerrylng on eeparate norraL
operatlous sovgr!&a ths houalng f,leld. - at€ servlng as task forces of,

b$overnber 3"9&3
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the Ad.nlnlstrator tn helplng to ncet the w&r houslng probLen. Ehc
present sectloa exaalnes the organlzatlon of the 0fflea of the Ad-
nlnlstrator, uhlch ssrves ae tbe spearhead. of the attack.

Sach of the three prlnclpal actlvitlec of the Office of
the Ad.nlnlstrator - Prograrnning, Eones Use Servi.co, and. Ad'nlnlstra-
tton - ls treadecl by an Agsietant Ad.nintstrator who Ls responslble
itlrectly to tbe Admlnlstrator of the Natlola'l Housing lgency.
lhe lnned.late staff of the Adni.nlstrator incJ"ucles aleo thE Oenerel
Oounsel, the lafornattoa Dlrector and. sucb other asslstants and. con-
sultants as the Ad,ntntstrator nay d.eslgnate.

the Adninlgtrator ha,s aLso estahll.shEil e fteLel organlza-
tton conslstlng of tea regioaal offices headeil by Reglsna} Reprcsen-
tatlves. As lu tha ease of the Artn{nts1r'atorrs lmeellate staff,
the Regtoaal Sopresentatlves ere appolate{ d.irectly by tha Admlnls-
trator and. are pereonaLly respoastbLe to hlu, aLthough he su;ler-
vlses the varlsus actlvltles of the roglooal offLces throu6h the
approprlate Aesl stant Adinlntstrator.

llhe Eones Use progran, like so nqny other firnctlons of
$EA ls hanilled on a d.ecentrallzeil basts. Consoquently, ths lfar
Eouslng Center Menager Is responsible for all. phasos of hls vork
and for tbat of ble etaffr to tbe Reglonal Representetive directly
or through other eupLoyees of the reglona} office, &s d.Bterstnetl by
the Reglonal Represeniatlve,

the $far Souslng Center $fanager and. bis sta.ff shouLd. ac-
qulre general f,amllla;city wlth the functtons of the other offlces
antl tl.lvisions of the Office of tbe Ad.ninlstrator, and. nust avoi.tl
dluplicatlng the actlvltles of those other rralts"

lflthtn the scope of thelr lndfvld.ual functtons, the ser-
viees of these offlces and d.lvlslons are availabLe ln furtheranso
of Eones Use operatlons and. nay be calLed. upon for asststa$ce to
the fleld through the Reglonal Representattve, She nreJor functlons
of these d.lvistons other than those of the Somes Uss $ervic€ are
su.unarlzed. ln the follorlng paraEra4rhs, whlch si:iould. be read in
conJunctlon wlth the organizatl.ou shart of the Office of the Ad-
nlnistrator which appears on page 6.

"O? 4.d$tnt*iregof

a,. Offl.ce of tbe GeneraL _Counsel the Oeaeral Counsel
and. hls staff arg r€sponstbre to the Adninlstrator and aet ae hls
J.egal. ad"vlser, hand.llng legar pro!Lens affecttn+: the $hole $atlonal
Eouslng Sgency and. 1ts program, a:nd. perfornlng the l"egal frurctfons
relatlng to tbo operatlons of the Offlce of the .Sd.ntni.etrator. fbe
?eneraL Counsel does not eupervlse or tllrect tbe perforsia.nce of the
legal firnctlons of the constttusnt antte whtrch ers d.i"reetX.y related
to, or are a part of, tbe oper'atlone ef tkelr reop,*ctSv* progralrs,

)
i{$.rergb,,}r :. ?,,i! 3
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a.lthough be la avallable to the coastltuent unltg to glve advlce or
aselstance on natters as requeoted.. [hue, ln relatlon to the Hones
use Progra.ro, the Genere.l corrnsel vourd. be concerned, wlth such prob-
lens ag the legal cond"ttlone und.er whtch Lranhau Act funds nay be used.
ln the pubrtcJ.y fl.na'ced. convorsion progran, tnrt not generally wlil.
the legal problens luvolvedL ln eecurlDg possesslon of propertles for
puqposes of coaversloa or ultb slldlar iletalled probleue. [ble Latter
type of probren ls partlcura.rLy the concern of the lcgal gteff of the
constltuent unlt lnvolved..

b. Infornatlrn Dlvlslon Unllke the responstbllltles of tbe
General Counsel, tbe responsl,bll.lty for the publlc lnfornatton prograns
of the ponstltuent unlte ae well ae of the Adnlntgtratorls 0ff,lce, falls
on the Infornatlon Dlrector. 8e nay, howeveru iletall nenbers of hls
staff to the constttuent unlts to perforu qreclftc pubLlc lafornatlon
functlons und.er hls iHrectlon. !b.e Infornatloa Dlrector therefore le
responslble for tbs antlre tnfornatloa progran relating to all Eones
Use actlvltlee' rhersver they may be camled oa nlthla the Nattonal
Eouslng lgency.

.03

e. Proeran Revlgr ald. Clegrane.e DlJlstoa thls Dtvlst on le
beaded by the Prograrn $upervlsor, whore prlaalpal r6sponslbllitles are
the revlew anrd. clearanoe of rar bouslng prograns eubul,tteal by the 8e-
glonal Bepresentatlves for the approval of, the Ad.nlnletrator, Ee also
perforne luportant llatson work ln coanectlon rltb thoee programs, at
tbe ceatral offlce level., wlth other offlcps ard. d.lv!.slons of the Offlce
of the Ad.rnlnletrator, as rrelL es vlth constltu€nt unltE of the SHA,
other branches of the governnent, and. any others eoncerned" fhe Bri-
vately ancl Bubllcry ftaancod converslon progrems are revleued. anil
cLeared. as elenents of the totel ver houslsg pyogran for eacb loaallty.

b. S"eseersh._egl $tatlptlce Divjslon Ebe Reseerch and Sta-
tlstlcs Dlrector and. bts staff are charged. wlth obtalnlng, couplllng,
asiL natntatntng statlettcel lnfor.natlon relative to, or essentlaL for,
the prograo or operatlons of the setlons,l Eouslng Agencyl and, for the
beslc cconontc resoarch, n€cassary to tbs developnent of the Natlonal
Eouslng prograe anil to the nalnteaance of the pioper bala,nce and. rela-
ttonship anon€ the eleuents of that progran. Its bastc research activl-
tles antl reportlrg of, operatlons, therefore, laclud.e the Eomes Uee pro-
graJn aB vell as othor espects of the wer houslng pro€ran.

c. Urtan Stuilles Dtvlslon llnd.er the d.lreetLon of, tbe Urbaa
Stud.lee Dlreetor, thle rltvlston ls responslble for tbe study of the re-
latloushlp of urban envlrornent to houslng and. tbe coord.Lnstlon and.
developuent of oseentlal gerylces and facllltles wltb the plannlng and.
constnrctloa of bousl,ng. lherefore, lt ls soacsrned. vlth Eoms Use
actlvltles as they rolata to eseentlal cowunlty servlces, euch as
tra,nsportatloa, sehooLs, etc. o aad. to the overall developnent of, tha

Novaaber L943
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connruri.ty. Ite bullcg*nx *:i l1,::ri.,.;;..13, f,-r:: *xnxrp}.e, $.:r fe.3.uuilon to the
Eoraes IIse progra"ln hase been pr*;;c*"si-t an Lj.ne r*tth thi.e f,utcti.oa.

d.. EeabA.AqL_S{gLp.lr:*,: iil,:i;.$ rll"v{c*on etu-d.$ee the d.esign
and constrrrctlon of hous$ng s,ryl r:tre *son*nlc {rstr}e*ts of the butLd.lq
lndustry. It ls also respoa*ib.ir* f*r -{.nsr:rlng e sqlply of construc-
tLon naterl.als *d.*qir*rte ?$ rriesi ii;:li: .:3;i*.i*hils );'itqulfexrgn"be of tho vaf
h.ouslng Brogra&, Sri{:i&$-;gff tii.L#; ::,;ti:u'lr;isi*i: pre}Sralar 'botlO pr;i.vately
and pub11c3.y ftnancedi" ffhe '.Tec:iliai;:aji:" }i.r*eior represents &hs Sa-
tlonaJ" Eouslng .6gen*g aS i;i:s ifa*r: .9:**.u**:i,on "Br:ard. f.n obta.i"nlng a.lloea-
tlons u.rod.er the eon8rsSle*" l-iat*.r.$,*-l"s Fl"e"n.

.04 ?!vt st-orlg_"U$eer ta* )*.r*": r ;$,U$&;{&A_&elS$-qpl-l&lelglstretal
(idrdi-rx'-"!L"d-

a. 3.trdqF$- &gf"XL,ffi 9llrrr Srv.'g1a!; $fft**r i.,s r*qp,*:rsible for
stuqvlng the flsan*ia3 progrnm* anit rsp$r*.tloa,s of ths l{e,tiosr"l fiouslng
agenctr and for naklug reconns$.dati.$l1rs *o;r*e::tr$.ng sh*n, In porforulng
those fr:nctions he is r,eq.r*"r*il" 'i* ff:aiffse, rsvf,eil, *,nd. m.be neconnend.a-
tlons utth reepsct to propoee* bu*.So'is* aetuat e:qpend.tturss anil. le-
quests for ad"d.lttonel firnd"su *,sri. tq .r]trep€rr€ tho budget of tho Off!.ce
of the Adnkletrat*r, Frcp***ri" ll'.;ai€ie'Se wu3. eqpend.trtu,s"es for Ser Eous-
lng Gonter operatfr:a*, '*h*ref$::rrl _ld?ss thr*ugh hLe he*r$s for renl.ey
before approval"

b" Ad4$g3"eg*egrg*j$-es#;g6*P*g$"q$Sp Shte stv***on ;rrovld.ee
the ce:rtrsg edln*nf stre*9nc r,4::r',r,-,::';;:; ;;;: l1+*i".i*tai* tha e:&sffd.n&, flnan-
olng, and. nper*'t**r:.* *f, '*irs *sl::-:-':* *;f *ge "&dufni.strssor, She follorllg
unite bavE baen sstabi.*shsd ry:iti:** th^Le &tvSEi.oni

{e} $ffi*e oi' E;r.s S*re*'&sy
tg) lieta e{:d. lsi;e .:F*****n
tS) $!toniigrap.,rl,* *:3l.}q?l $e*ti.ns
i*) Ff"a*a*:e iis*ti.**.
t g) Farseln.rl*],,ili:,r:i;;.1.,.,;-
{gi Sf$*** $*;:'rir:c Sur;i"i::iq}}r

o. Ade$*,$mUig*;*t*,'s,;:s;e,#i#.9&$,9 she .*dnl.e€esrattvc 8r-
latlons Dlvtelon {e r*ep*n*$'*.;r:' :ili:;:r:' crii;f",{Ang t}rc pCI.r"f.*-v *r.nd. eperatlon
ot, ancl nakl.ng reeasmenda*1*n* ir'q ;.r. ,r*el,g.f SlsLsion *oacorn$.ng
arrmlnlatratlve f'"ra"etionu sueh *la p$p$*rccrej. ffrS trel$lng ne weLtr
ss tho procedurea and. rrrga::'iaa9*.en *f *ire Sablonq.l" Houslug Agency.

"os &

Sha n**d ** orn$*rlro *rttlea-l ma*ari.s,3"s ba.g be-
eOne lnCfaaslnglg u"f{$*tit ql"t}: t,i'r, i':.r':'3,.*;'i]..'. !.rg r,:1.'*}r* rs{df ef,f,*!:** It hag
beea necessa,ry to }.ay fncreas$"r:6 si,res*r *n n*rvtln6 bbe S,argcot posslble
part of thc total war houer.ng ns*rL *hreugh nore lateue*.we us* of sxlst-
tng structnreE for housr.ng purtrisrlc*. $ons*qrrent}yo &hs HomE Use Ser-
vlco hss.bcca set np la tbo $ff3$* e*' *;he "&d"m$.nfstreter f,*r t;ha pur-
pose of i (f) naffng nsax*m$l lx€g i:r:{' r::::::t*tt"ng her:efng far:f ]$.t$,es by
aucouraglng pel:sons whe }-fir€, $1r:r.i1l;"i, ii q'1 r.i fi!',i:r{:{1 tq; lxilr*, 1t *.r'l'q."i}-sbl"e

/
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t* vrar uorkore durlng the energ6ncy; ana (2) lncreaslng the nunber of
hou"rLng accsnmod.atlons ln exlstlqg structrrres Dy encouraglng thelr re-
modellng and converslon elther wlth private funtls supplled by thetr
owners or by lease to the Oovernnent for converston wltb publlc fund.s.
She Ht:u*e [Ise $erytee also nalntalns clearlng housee ln var productlon
eent*rg s,hers avalLable l.lvlrg acconmodatlons nay be llsted. and' wherg
war v*;ker6 !s&y &pply for the use of those acconnodatlons. Bhese cLear-
Lng bouses ars knonn as War Souslng Centers and. a:re nalntatnecl t'n the
noro crttieal- aleae- as of October 15, 1943, therc ss1'6 War Houslng
Centera Ln 125 al'tles vtth sub-centers ln 4O otbers' (In a very fev
eases approvetl eenters lnclud.ed. ln thts number haA not yet been placedL

ln operailon), In a number of other areas' Iocally-operated, Hones

Beglstratlon 0fftces perfornr a elnllar functlon ulth the encouragenent
and. aid. of the staff of tUe Reglonal Representatlvee of the NEA. Fhe

detalls of the organlzatlon and. functlons of the Eomee Uee Service are
d.escrlbed. eLeewhere ln thls nanu&I.

SICtIO$ 14" FnOCnAU!,tIl{G PRIIICIPIJES 0F Sm NASIOIIAIJ EOUSINO AGENCY

.0I General the Eones Uso progra.u ln eacb locallty ls pafi antl
parcel of a larger and. nore lDcluslve locallty rar hodslng progran
prouulgated, by tbe NEA througb the Reglona.I Bepresentatlves and dle-

itguea to eol.ve the houslng problene of tbat comnnlty. It le lnpor
tant to underetand. tlra.t the varloug actlvttles brougbt to a focrrs ln
tbe War Eouslng Center are aot ladepentlent of other NHA operetions'
but are part of a uaster plan for that locallty. Thus, the lfar Eoue-
lng Cent-r anrd ltg staff a,re vltal cogs ln the nachtnery uhlch NEA bas
set ln notlon to relieve Ya^r bouslng pressures. fn erd.er to cl'arlfy
the reLatlonshlp betwoen tb.e Eones Vse progran and tbe other aspectg
of MIA actlvlty tn a conmunlty, lt nqy be rell to clascrlbe the Proce-
dure by which a Locallty uar houslug progratn ls prepared a.nd the part
whtch the War Eouslng Center uust play ln carr:flng out that progran.

"OZ Deterndnlnr( War Eoustq& Denand: Asslstance-Ilender-ed bl' the
Wag-lilaanower Connlgelon Ae eoon ae the Seglonal Representa-

tlve recelvee lnfornatlon through a.ny one of a ur:nber of regrrlar cha.n-
nel"s tb&t there are to be new nar acttvltles ln a locaLity or that uar
actlvlty le to be stepped up thropgh factlltles al.ready ln operatlon'
be und.ertakss sJr analyels of the local houslng oa^rket. Worklng througb
bts Sield ReprosentatlvE, he secr:res fron the l{ar Mra:rporuer Comnlsslon
a forecast of the probaole tlnlne anil enoust of essentlal ln-nlgratlol
tnto the cornnunlty vhlcb vlll be Docessary to Bupplenent the exlethf
Labor reserv€ ln ord-er adeqrrately to nan ths expand.hg war lntlustriclr
In preparlng thls forecastr careful analyses are nad.e of labor d.enand'

and. supply ln a rar econony. [otal itenand ls nad.e up of the estlEatsil
labor need.s of war lndustrles, plue the probable replace&ents necessarlr
for mea dlrafted. fron the labor force, plus the estlnated' number of
yorkers need.ed. as replacement s dlue to deatba vithln the l-abor force.
fhls total le contrasted. (largely vltbout regard to Euch factors ae

slC.LL or prevlous experience) vltn the probable labor pool nad.e up of
per$ons not now euployetl, youtbs Just euterlng the labor narket, retlrod'

Itlovernber 19/+3\
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persons returniqg to work, persous lald. off by prlorttlee-stalted.
clvtltan lndustry, and. ae nnny nornon as it ls estlnated can bc ln-
d.rrcecl to enter the 1a0or ruarket. If the need. exceed,s the tota.L
suppl]', aot only ls tb.e ln-ntgratloa certifled. to NIIA but certaln
admlnlstratlve regulatloas are lnvoked to curtall the grantlng of
edd.itlona.I watr contracts ta the }ocality, at least untlL resl.ilsnt
labor is available.

Witn tbe lfar $aapower Counissisnrs eetlnate of necessary
1n-nigratlon ln h€,nd.' the field. representative then atteupts to fore-
cast tne fantly cbaracteristlcs of tirs ln-ntgrants; e.g.r the pro-
portloa of slr:gl.e r,rorkets, of ma"Ies and" fenales, and of workers
with farntLles, Ee also egtl.mates thelr Level of earnlngs ln ord.er
to lnrilcate rent-paying capaclty. These eteps suppLy infornatlon
on the denaad. sld.e of the housiug market.

.03 Deternlnlne SoRslgs .Suol-l.y :-ifork of, thg Xle1d" .RqprgseF-tatlve An analysls aLso i.s uarl.e by the fielcl roprosenta-
tive, ttlth the assistaace of the l{ar Eouslry Center },lsnagor, of ghe
supply factors iu the local narket. Shese lnclud.e the erlstlng
vacaacles' the extent of crorvd.ing la exlsting dweJ.Llngsr the anorurt
and. rate of conpLetlon of new eonetructloa lf any ls und.er ray, the
estlnate of potentlalltles for converslon, ancl the arrnber and. rats
at whieh exlstir:g d.welLlags are becoming vacant by reasoa of a it€-
croase tn denend., frorn out-rnlgratlon, fron far:llLy d.lssolutlon tbrough
d.eath, a:rd. as a resu-Lt of the oparatlon of the Selectlve Serrlcp
System. l{hsre, dgri'cg tho course of this stud.y lt ls fouad. tbat there
are la tonu, an appreciable number of ia-nigraat nar vorhora tiho aro
stil1 unhoused, the nwnber of aeeornmodatlons necessary to house this
backlog is adde9 to the housing deinagd. On the other hand the nurrber
of unlts absorbed by any military personnel in the houslng market are
qgbtfqqted froro the glrqr:Iy of all pre-Febnrary 1O shelter.

.o4 D-eterninatlqn o{ Fgusl,ne [eecl --praoaratlon of f,ocalitg
l{ar llouslqg Prggg fiavlng eetlnated, the anorurt anil nature

of the nev demand. for houslng, and. the anount anil aature of tho
exlstlng mrpply of houslng avallable to neet that e!.enand d.urlng the
?erlod of the erpected ln-nlgratton, the NEA Reglonal BQrosentatlvc(actlng through hls fterd represent&tlve) te in*a poettlon to f,orr-
cast the approxlrnate net houstng cteflclt, lf aay, and thus the auonnt
of new houslng space need.ed. to caro for ln-ulgrant rar workerg. 0a
tbe baeie of these estlnates, he prepares a. localtty wer bouslng
progran ln whlch be sets forth hle estlrrates of the nr:rnber of workor:l
vho can be houeetl tn erlsttng stnrctures, the anount of s.ddttloua!.
houelpg space uhtch ean be procured through nrlvaieLy flnaneed gnd
publlely flnenced, converslooe, andt the anount of new prlrate alrd
publ.lc constructloa yhlcb yl1l bave to !e rrndertaken.

In progro'-ing, tbe illvlslon between the vsrloua tryes
of bou.elng ts aot arbt,trarlly errlvedL at bu,t follore three Logtcsl
princtpleai

r/
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Br Extettng aheltcr ntret be utlllsed. to the utnost,

b" llo congcrre crltlcal naterle.ls, bouslng creatEil by con-
verElon ls to bo gtven praference orsr sar eonstractlo:t"

cr Unl,ess tt rorke to tho tl.tsad.vantage of the var effort
or of tb poetrar econory, houslng creatEd. by prlvate lattlatlve ls
!.o all carcs to be gtven pruror€rrcs orer prabl.tc houolng.

Applying theea prinslplesr soll?ersLon and nev constnrctlon
are progra,Dnodt oaly uhcn tha anount of exLstlng bcuetng avallable to
lnrul.grant var rorkcrs rl11 not neet the neort. Privata coaverslons
and pubIlc eonr€reloug arc then progrannlled (fn tnat order), up to the
nunber of unlts lfhcb to be ercatadl local.Ly la thle D€rDDBrr bearing ln
nlnit tbe prercnt latoaelty of ugo, tbe arrnber of avaLlablo strrrctrares,
a.nd, tbc anoult of tlnc a€csstar? to seours the coopetatl.on of tnilvldual
ouoom ln relatlou to the eqrectoA dsto of tnrnlgrat{oo. If axisttrg
rbclter Blur convorsloas rl1} not rssgt &ka *n?tro ae6d.' aew constnrc-
tlon ls nocsssanlr" Orri.lnarlLy' lt {.e poCIstble to neat the balanca of
tba ncc{ through prlvatc ncr conctructlsn. In csrtaLa Iocs.lltles, hev-
sv6 , tbc 'quotai vblcb rould, be thus cstabllsbeiL represeatg a larger
nuobor of unltr than clther (1) tbe capacl*y of, tho prtyatc bulLd.ere
to coqllctc houslng la ttnc to noot tbo need. or (A) tbe capactty of
tbc tor-! to abeorb bouslng aftcr the war rlthout goneraL danage to
Broporty valusg. Uhcre c!.thcr of *bsse ts"c} *rndn*l*ns sxl.sts, or
vbcrc bouala6 mrst bo provltlc{ fsr rorkare rhocs f.neomec are not blgb
enough to Bay rants sufflalcnt to ar:pport prlvetc txvastnent, terpora.ry
Bublla houoing !.r programeed, for tha nunbsr sf nratte rslrosoatlng thc
balaocc of thc noee rhleb cannot be c*ryletadt by oth.ar ,ilsslis. There
both prl.vatc sail publlc npr constsrrr*tdsn Ls si:,*h*r{zad.o tho progran
g6[ora11y contcqrlatae tbat thc prlvatc houetry ?*i"], }:a ocorptrcdt by
thc blgb.r !.neors f,n-nlgrmts"

Seear*ce the potenttal" erryply of rs*H* 1* ordlus.vX}y adequate
to lrouse ths a&nLL nunober of ln.*utrgre,ht$ e*ni"ry wtthc'l"rt fs.&!Ilea, publlc
d.ornttorlss ar€ progrsunsd. usually Sn ss,q,].}er tetms ssrd. tn rural areu,s.
lfhera sudalen changeu La rar produet'ton o*su.r e,p,d. *ii*rp ls not tlne to
erect suf,f,lclant honalng te shsltsr fn*nl8r&nte' t:rallere ars progremtBed

&! tetop-gaps houalng" Af,ter an equaL numler of uorE Famaaetrt ualtg
are creetei!. lt ls axpoctsil theea *ral]"sre wj"]t be noved orlt.

In prapurtng localtty leqrp houolng pr#grausr csnslderatlou can
bo gt.ven only to tbe aoed.s of ssseritial. i*nr norkere r*ho have recontly
cous lato tbc connnrnt ty or wbo w1L3. srrlsa ohortly" fhe rcarclty of
constnptioa me*oriale eaker tt lqposslb"Le to Srrcvt*6 nev bouslng f,or
otber groups, ao uatter hotr uorthy. S$r rxaqr3.cn *saEtruction norkers,
vhoec rtay ln the countntty wllL be ra].atLvely short' nay affect tbe
boualng tlnlng but csnnot ba lnsl"ud.*d !"n the cai.culatlone of <lemaad,.
I\sthernors, uhi.Lo tbo srryply of axlntlng 8nd frprc-[obruary 10fr var
houal,ng wtll bo re&uEeil by any l"nfX.ux of the nl.].i.tary, no f,urther nev
houolrg ls to be provldtad. for fanllles of nttrltary persoanel Ln
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accoroance wlth algreenents wlth the lfar and' Navy Departmauts'

ThelocalltybouslDgproglaJncloesrnorgthaneetabllshaqrota
for cach Locallty; lt ls a plaa coord.lnating the operatlons of all con-
stltusnt agencles ancl suggestlng actlon by other offlceg I'n the best
lnterests of tho war effort aad thc localtty. In ail.dlltton to proglaD'
uln6 a d.eflnltc mrnber of unlts at varlous rentals fron vsrlous sourc€8'
ttre progren coatalns a etatement of the tattustrLeg to be serve<t, the
steps whtcb nnrst bc takeu by otber agencles lf the need ls to be kept
at a utnl!rug or net, and tbe plannlng consld,eratlons for glte selcc-
tlon.

suppleuentlng the progrs^nr the Beglono'l a€rlrrosentatlvc
prstrrarsE locaLi-ty Llstg stlpuLattng the flrns, Fed.*ra1 ageaclcs' a,nd'

servicee vbose othErrise ellglble erployees are qtrallfletl for the aer
or convertedl houslng ereateil und,cr the progra,n. As provldcd ln NEA

Regulatlon No, 11-? the localtty llst nay also conteln a gtatenerrt of
an;r variatlon frou tbe eetabllEhsil stand.ardls for tbe practicable
corornutlng djgtance and tbc &ate subruqucat to vhiclr workgrs arc
d.etertlaetl to bc la-nlgrants, As vlil. be goen ln Sectlon 62.03 of
this nanual, the localtty l,lst forns a part of the baslg on uhlch tbc
Sar Souslng Center detornLaes the e}lgtblltty of 4pllcaats for lts
asslstance ln gecurlng anrr type of houslng - erlstiag' convcrt€dlr or
neu. As a firrther but aeparate lnasns of tqplenentlng the progfan, tbo
Regtonal Bepresentatlve, i.n songultatlon vith tho Beglonal Diractor
of thE FHA, uy establtsh maxlnrut tncone ltuLte for ellglblltty to
oeeupy nerrr publlc houelng, anit/or allocate a speetflc number of ltr
publtc qnlts for workers ln cteslgaatcd plants, la the nannet outlhail
ln SEA Oeneral Oril.er So. 1l-6. ldaxlnuo lnoone Llnlta nay oaly be
applled. to areas vhere there is a eubstantlal anount of prlvate rar
houslng ae relI as thet pub},tely flannced. She allocatlon of unlts
ls uailertalcen oaly ln excepilona]. caaos xh,Ere tbEro le a crltloaL
need. to assurc houslng for preaent or futrr.re vorkers la ceftaln
plants. lhls occutrlancy ;tatenent alvays apcel'fiee the perlod of
tlne for vblch such unlts are to be reservsd. but tht l portodl uay bc
aneaded. at any tlne up to tea ilays prlor to tho cxplratlon d"ate.

It ls tbe d.lreet rosponslbtllty of tbe Eones Uge Ssrrylcc'
rorktng through the Boglonq'l fi6prseantatl.veg and. War Eouglng 0entersr
to seeurc, ln accordance wltb each loc*ltty war bougtn€ Brogran, the
tndlceted. aumber of aeconrnod.atlone for ladllrpensable la-nlgra,at
clvlltan rar rorkcrs !,n erlrtlng roolls udl fa,atly naltg' a:ed' ln
cluelJ.lng unltg to be provlated, through prlvatc ard pubXlcly-f1t"""O
r:oavarsions.

The follonlng cbaptcrs of thls Eanil^Bl vll} <lcal rlth thc
varloug aapeete of tho Eoree Usc Progran. labo broad geDera^l dcrcrllr
tlon of tbs Nattonal Eouslng lgolay and' t.tl rcrk pressnted, hore
should provldl.a tbe rcadLer vlth a backgrorrnil f,or und,entand'lng thc
place of ths Bonec Use Progra,u nltbin the rtnrcture of thc a€paoy.
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Section 21.

CH.qPTtrN 2. THA HOMES USE FRCIORAM

sEcTIOli 21" naLAtIoN 10 T'JrAL }jAn Hou$iI,iG i_,ii00RAlt

Page 2J

- . 'of.. rtu 3]ffp J+ gg. b,lSgiE P.rS,€rrqS As inciicated in the previous
enapter tne requirements of the arrned forcee have caused a critical
shortage of the manpower, and of many of the materials, whi.ch go intohousilg. Ooneurrently, there has taken place the greaiest popi.I_ation
nigration in the history of this country, taxlng t[e housing 

""uoo""u".of w$ industry tovins. To save critical-rnateriils and yet io-proviae
housfug eosentlal to the war effort, most build]ng. ,opoii"u have beenilfrozenn and the Nati'nal Housing Agency has been established to
dete:mrL:ne the necessity for addiilo;al ihett*r and to assure its con-stnrction". In programming, the housing dernand is measured only j:r ter.rnsof the number of war workers whose in-ntgration to the Localiti rsindispensable to the war effort. ?o meef ttris denand, the wrr'houslngprogran prowides for the constnreticar of only that amount of neyr houslngnecessary to aecommodate those uar workers who can not fi.rtd shelter eit[erln extstine housing, uithout alteratj.on, or by the conversion of e*tstisgstrnctures. $ince less than 30% of ttre totj war housing progran is to benet b5' new constmction, the task of assuring the avail"[iiity of the verynrch larger balance from existlng shel"ter *uiu*"u greater funplrtance ifrar production Ls not to be cur'bailed. It is the purpose of this chapterto describe the Lnstnrme'nts for carryilg out thls ptr.se of the progranrtrile it is the purpose r:f the balance of the rnanual to show how thegoals are achieved.

! . .42 .Netgrg, of-S9$es Us.g. ProeJ"a&l Tlre Homes Use Program is the:'nstrulrent developed by the N6ti6rta1 Housing Agency to assure the naximunposs5-ble use of existlng houslng. It is the i-istnrment by rvhich the warhousing progranr ls eamled into effect. &tri1e, as a neans of meetlng thewar-housing need, lt parallels the operation" of tnu FPHA, and of prlvateb'ullders worldng thrcugh the FHA, it exeeeds then in the voltrme of unj.tsto be handled and at least equali then in lmportance to the war effort.
It "{:l for.(U ex}rauoting all existlng trousing re$our-ces jrr war shortagelocalltles, (e) addrng to ihe supply oidwetlin! 

"p*"u 
by eonvertinge:dsting sing).e famiLy stnrctures- ror muttiple 6*"i p*"y 

"r,a, i:jliu"unew constmcti,on has been necessarr, conserving it for use by in-migrantwar workers. Each of 
. 
these responsi-bilittes ii consid.ered below, togetherwlth a discussion of the organizatlon by which they are discharged.

.03 Use Even if an ample suppl-y of
houslng s ald-nanpower were available, it would Ui tnpossiUle
to bulld, in the brief time alloted, an adequate nunber of new homesto shelter tihe norkers nor\r rnlgratins to aIl senters of rrar productlon.
Tle na99 productlon of, new housing In the"" areas rrorrLd, alsb be illogical,slnce there ls pmbab3.y no eomnlty in r*rich sone vecant accomnodatlons arengt n9y vacentr_ or n]J"L 9hortly bealare Evailable, rt r" 

"orurJ 
pollcy toplan first to place ln+nigranti t-n {*rese accsrqodatlons and to conslderthe use of er{.tLcaL naterd.als lrt emvcrsldrs or nsr csrstruction onLy lf

/
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'bhe expccteri volurne of housing obt,atned fmn existing space fe.ils to
meet the carsplete need. It ls also sound pol"icy to utill-ae ever? means
to increase the volume of availabl-e housing and to take all necessary
steps to see that the largest possible pr'oportion is held exclusi-vely
fot' those in-mi-grants essentieil to the vrar effort. Ever?- fardly taken
eare of in ':naltered existing housing makes availabJ-e a ton or more of
crj.tical materials, eliminates the necessity for using skilled labor and
ther"i;by releases valu.able lranpo$.er end., finltJ-y, iessens the post-uar
headeche resulting from ihe necessity that the conrnrrniiy absorb, or that,
the gcvernment demoli,shr meag:er1.y-built war houslng.

Corcplete use of existing hous5ng does not nean onJ.y the filling
of va.cancles. If, dur{.ng the present fiscal yeur, 56CrOO0 accormodations
of all klnds (60fi the toial progra.n) are to be made availa,ble in adsting
strrietures in vra.r-impact localities, positive measures a,re necessary.
The Homes use Program contenplates the e:cpansion of the housing supply by
a variety of means. Anong these are:

,- a- Sgggglry-$4 {s;.!.eJlra"t s-€gyacq To centrallze and facjl-itate
the distrlbtttlon of all availabl-e housing, each tiar Housing Center rrrill
establl-sh a free }istSng serwice for housLng accorunodations. Landlords
vrill. be urged to list their properLy at the Ce-tor and to aceept the
el5-gible applicants referred by Lhe Center,

b, t@ $urveys by the Bureau ef the Omsus
have ccnflrneo@ that., due to an uneven occupaxrcy
distribution, there atre untapp*d housing resources even in the nost
crorided eenters* Because of war neeessi"t;', there can be no i-mprovenmtt
in housing standal.ds and it u.ay even lre necessary ternporarily to seek
higlier ratLcs of, crowding. As grar-b of the Homee Use Progra,m, every effort
must be made to induee property oln€rs to reduce their orur livjng space
and t'ake atlr rr.crkers into tlreir hoa€s* ilDcubling uptr, once eondqrured as
wtsatisfactoryo must norq be eacor.lrageel for reason$ of wartj"me necess5.ty.

eo &Ig$&gry "f*_egB&Log. $o far as its relation to the rryar
effort is concentedo the effeetiveness of a housing supply is not sc rm,r,ch
neasured by the nuober of vaeancj.es hs by the number lrtrich are $adc
avaj]-atrJ.e to il-mlgrent war wor*:ers, rn a tight houslng market, fur-
migrants in search of living quarters are at a disadveilntage in conpetlng
with reEiclents having better eonneetions and whose eredit ratings are nore
eastiy obtained" It ie one resporlsibiLity of the Homes Use Prograrn to
infortn landlords and agente of the 5-urpor-t*nce of trousing in the rrrar effort
and to persuads tbres to voluntariJ.y reserve, fon tn+nigrant w"an n-orkers,
any q:arters becor:rlng avaiJ.able.

In a peacetlne economy,

re.l-iqnce upon nhich
tourist xrd health

is inccrnpatibLe rdth thetr
from sources the contlnued
rrsr-tilre llnctions. Cerbai-sr

j

L

un
ve par{ of their support

trioven$er I?{l3

resor*s are obrrious e:ramples, The housfuig suppiy may be
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exbended lf quarters nornally devoted to this purpose are not absorbed
by non war workers. Ttre Homes Use Prograrn, therefore, contemplates that
efforts will be made to discourage the ln-rdgration, to critieal housing
areasr of persons uhose presence j,s not essentlal to the nar efforL.

€r Stcoltgiei4q, voUEEiry out-gigrqb:Lg! As a corollary to the
above situatlofficcurs that there are now resident in
critical housing localities classes of persons (pensloners, heaJ-th seekers
*io!"1 visitors, mllitary familles, etc.n) r&o could, without difficulty,
flnd living quarters for the duration of the war in sirnitar but r:ncrowd,ed.
localities nearby. Thncugh the Homes use Program, the voluntary out-
nigratlon of such persons vrlll be facilltated and the quarters uhich they
vacate will be added to the flpply availabLe to war workers,

f. &,cbendjne- coqgutlxe eteas The last of the orinci-pal means
rdrich the Hornes Use Progran ean use in augmenting the housing supply
ilvolves the exbension of eornmtrting areas. The distance betvreen" home
and work shotrld not be measured in terrus of distance but rather in ternrs
of tlne consuned, the cost and, of course, the availability of service,
the housing supply is not'llmited to accomaodations witl-rin one tovsnts
corporate lirdts but ancompasses a]l shelter vrhich can be brorrght $dthln
practicabJ.e daily comnuting distance of war p3-ants. nforking witn locat
and- federal agencies, lt may be posslble, through car sharing, reroutlng,
o.r by staggering work, school, or shopplng hours, to effect econonies
Trttlch wiIL permiL direct transportatlon service to war plants or 62<tend
lfuies to tap hltherto unavail"able housing resources in nearby uncrowded
tor+ns.

-.04 9pgveTsJ-o5r The preceding paragraphs have dealt Ti{th iacreaslng
the lntensity of use, or the volume, of housing available to war workers
without the uee of critical materials. By the use of a nlninum arnountof mater:Lals, !t ls posslble to increase the housing supply through
conversi.on. EVery fa.rrlly taken eare of ln a converted dwelling unit saves,for more essential wer uses, two-thlrds of a ton of critical miterial v*tricir
rvould otherrdse have been uged ln nen constrrretlon. Direct savings are also
acbleved ln nanpormer wtrlle indirect savlngs result from the fact ihat least
violence ls done_to community facilily requlrements. In addition, property
tuttich is surrently non-productive will gometimes, Jl ttris lray, achieve- its-
highest and best use.

Logically, therefore, conversion is the instrument which the
Homes Use Prograrn er:rploys in those localities where the eomplete housing
need cannot be nnet by more intenslve use of exlsting living- accommodations.
There are three meais by wtrich this instrurnent 

""r, 
b. eroployed:

_ 
a. - PriYat-e. colrver.sio! Whtle the Homes Use Prog:.am eontqaplatesthe sttnulation of aLl conversions, prime ernphasi-s should be placed upon

conversion that is privately financed with or wittrout FHA i.nsurance. Assurning
the-_cost of a publi-c conversion to be $1rOO (and disregardl-ng, for purposesof ilLustration, amortl-zation of this cost) the goverrunent sives $rioo'for every fanily housed in a public - lnstead of a prirrate * conversion.

./

Noveunber 1943



Page 26 HOUES USE GUIDE Sectlon 21.

of which rnight othenrise have been l-ost r:ntil the cost of the public
conversion trad been a,morti zed. Throughout the countryr private con-
versions nnrst supply some 44r0ffi far,rily g:rits in the flscal year
begir:ning July 1r- L943. Within locaiities, housing r:nlts from private
csnversd-ons are prograruned just as other needed war housiJrg is programmed.

Q,rotas nrust be net through t'he Homes Use Progfam and property owners in
these localities nrust be made to realize the need for, and the advantages
of, private conversion. Interest must be stimulated and every aid given
t,o- owners seekirrg to convert" fhere are & nunrber of rvays in which thts
assistance can be rendered. For example, as outllned in NHA General Order
30-10, the tlar Housing Center can obtain the assistance of the Federal
Housing Adnrinlstration rvhich, worklng through its field persorutel or by
narshalling members of the building inclustryr can help the home ov,ner
with finaniial estinates and application forrns. Similarlyr through an

allocatlon from the Presidentrs Fund, money is available to pay the cost
of free technical serrrice rendered by architects ernployed by the HOLCt

leading to privatel-y fiaanced conversion. I?ris sen"ice helps to overcone
the property ovnerrs need for technlcal advice on the feasibilityt
requirements and cost of converting his property. It is a'''ai1able only
in localities in rrrtrich ttrere is a quota for private conversion or for
prlvate new constnrction.

b. Public converslon Where more intensive use of exist5,ng
stnrctures andmve in conversion ri]l not meet the conplete
need, Lanhan Act firnds are available with whj.ch the goveniment nay Leaset
converb, and raanage property. Such conversions not only reduce the anounts
of criticaL naterials which would have to be opanded if tbe r:nits were
created by new constnrction, but also rnakes unnecessary the loss of the
irnmedLate use of, approximately $1500 of federal fwtds for eaeh unit of
pqblic nen construetLon whlch would othertdse be requLred. lTlth some

ifrOOO 3*mtiy rurits prcgrafiled for public eonversion in nfisoal 1944nr lt
is me respmsihiJity of the Homes Use Progra.m to stfunrlate property
orcn"ers r*ro are unril}lng, or nho are rlrable, to fJ.nance the converston
wi.th private fixtds, to Lease their properties to the goverrutrent for publie
consersion" ?lhi-le'the operations c6ncbmed with leaslng, convertinSr ed
managing such properties haye beem assigned by the Assistant Adrrln'istrator
(nonIa ilse) to-th; HOIA, Iocal yfsr. Housing Centere ril1 work wtth the HOLC

in sttnll"ifog lnterest fur such eonversions arld will accept and sereen NHA

Forns 5O: ApEdeatl@ to LeasejLo the United States qL Ar,nefica. Shen
ccnvers!'on ter wiIL certify eligible
war rvorkere for occupancy.

-_.o5 - under
bhe llomes ffirograrl, as :norc@ effort will be rnade to
obtaln erctsting nousing for war workers, and every assistance -wil1 be
gLvm to create additional housing by a miniralm eryendlture 9f critlcal
rnaterials. It ls therefore only fog:ical that steps shou-ld also be tak€n
to restri.ct the occupancy of any war houeing to eligibie persons' Under
this final maJor phaie rf its operatlon, th; Ilomes Use Serrrice, through the
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War Houslng Center, wl-I1 determine the *J"lgibi1lty of all applicants who
come to the Ceinter for assistance or vrhc are referred there by 1ancllords
as prospeetive tenants, The same standards of ellgibility are applied
rvhether the housjrng sought by applicants is in existi::g structures, in
converbed stnrctures, or ln nerr construetion.

SECTION 22. OPTNATIOI{S ON THE NATIOI{AL IEVEL

.OI General Organization Since the Homes Use Program is a means
for car g prograrn for any loca1i[y, the baslc
responsibillty for its dLrection rests with the Adsdristrator of the
Natlonal Housing Agency. By the temls of NHA Gsrerar 0rder No. 2l-?Ar
this authorlty was delegated !o the Assistant Administrator (Homes Use)
who:

It..,.. eha1l be responslble to the.{,drninistrator for the
'development and execution of a national progra.n for rnaklrrg
the nost effective use of existlng structures as housing
acconmodations for in-rnigrant war workers, lncluding the
conversion, rehabil5.tation, r:r rqnodeling of strtrctures.
H9 *y assi8n the scecution of portions of the prograrn to
the constibuent rmlts of the National Housing Agency with
the approval of the Adnin5.strator, but he sha1l-be
responsibre for coordinating the varlous erements of the
prqram and for such review of operations as may be
necessary according to his best Judgrnert, to secure the
successful executi.on of the progra:rn.

The Plan for the establlshment of a Vfar Housing Center and the
operetion of a Homes use_Progran ls reviewed sfunultaneously by the
Assistant Admtnistrator (Honres Use) and the Assistant Ad.ninisirator
(progran): The latter consi.ders tire proposal from the standpojnt of
need and ln its relationships to the local war houslng prog?amo The
Assistant A&ainistrator (Hones Use) reviews the practicit*ity of making
avallabre ttre amount of houslng contemprated, ani the adequacy of the
plan of action for homes uti.li.zation. SlniLarly, the financlal needs
of rvar housiag are Jointly revlewed by the Assistant Adminlstrator
(Hones Use) end the Aseistant Adnlnistrator (AOdntstration). Costs,
organLzation, and conmunity contributions are e:canined in the light of
the pLan of actionr md the sLze and scope of the proposed operaiions,

Direct supenrislon of the operations of rocal war Houslng
Centers ls delegated to the BqgLonal Representati.ves of the Office of
the Adninl.strator. }lhile the Regional Representatives are responsible
onLy to the Adninistrator, in the field of Hmnes uee as in the fields
of programing and adndnistration, the practiee has d.eveloped. to refera]l natters dLrectly to the appropriate Assistant Ad'ninistrator.

./
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.Q2 Homes UEe $erv'lce NHA General Order No. ?L-?\ whlch deftned
the responffi Asslstant Adminlstrator (Homes Use)p also
est,sbllshed and pS.aced under hls dlrectLon the Homes Use Service' Thls
now consists of two naJor parts as foLlows:

d. Orrice o.f the {gglstant.Adnl4lstlatqilLoneg IJge) this
office lncludes a Conveision Adviser and a Comnunity Partieipation
Adviser. flie functlon of the Chlef Conversion Adviser is to naintaln a
continuous, close and tntimat ess of the Con-
verslon progran and to provide the Honces Use Service with technLcal
advice on design, eonstruction, organizatlon, procedures and other
phases of conversion operations. He subrdts data from tfune to tfune on
prospeetive requirements of cnitical naterials required by both the
privateS.y financed conversion program and the publicly flnanced progran,
assists in securing priorities |n problem cases and in expedltJng
naterials, deals with labor relatLons and prevaiLing rlage deterrninatl"onst
eonsults yrith WPB on eonversion procedures, prepares budgetary datat
and nakes investigations, analyzes ce.,aqpla5-nts and r€nders reports on a
wide varlety of conversion rnatters.

The,Comnunitv-P-arti cipatiqr- Advi ser alds the As si stant
Adnlnistrator Ln dwelo-ping nethoAJ and procedures for stinnrlati:tg
'!-oeal commr:nttles to partlclpate actlvely ln the Hones Use Progr*m.
These methods lnclude consulting local offl-cialsi €ncouragilng localLtles
to establish broadly representatLve War Housixg Connlttees io advise and
asslst with the progran; and uslng votrunteers to supplenrent the paid
staff. In order further to develop the local cooperation neededr liaison
is naintained with natronal organizati.ons of business men, womenrs clubs,
rell.gious groups, etc. Cooperation already given by cerdain of these
organizations is described i-n varioua meuorsnda of the 3O- series.
*:*rent infs:metlon concecrllng the Horn*e tlse Frogran 1s supplled these
organizations to ald theun in acquai-ntlng their rnembers wLth the
esee.ntially loeal character of the pro&rem and the rays ln nhich theLr
eff3.llates may asslst,

b. Developrnent DivLsi-sn fhe Derrelopment Division is charged
with pl-arurins @ the revten of individual War Houslng
Center Plans and budgets, the preparation of techniques and training
naterLalsr sd with the review of field operations. It aLso provldes
dLrect serrrlce to the Centers through the- regional offlces, estabJ-lshes
and nalntalns relations wj"th other agencies (in roatters other than con-
verslon or cormunity partieipatlon), sd reports on overall. homnes

utillzation actlvlties. To carr'y out this worik, the Director of the
Development Dlvision supenrises the activities of the Planning and
Hew{erUnit, the Tee}tniclues and Trainine lhxit and the Fteld Senrice Unlt-

TtreLl@calli.egoutthgrevisffofaIL
w{s Plens ana foqrec vailab}e reports (Forts 14-3,
uarretive reports, field reports, etc.) lt maintains a continuous re\rient
of LocaL operatlons in telss of costs, workload, and progf€rmo Finallyn

l{ovober 19113

L



Section 22. TiiE H01,'.8$ USE PBOGli&,t Page 2t

the Planning and Revielv Unit is expected to develon ideas as to how
existing practices may be i.:nproved and new needs rnet.

The Techniques and Trainile Unitrs functions are to trans-
late these ideas i 6k" necessary clearances
within and without the NHA, and finalIy, when the procedure is reproduced,
to make the plan available to the field through other training materials.
this Unlt also setrres as a clearing house through which infonriation,
techniques, and experience developed in the field are made available to
all War Housing Centers.

As outllned in NHA Memorandun No. 30-15, the staff of the
Field $errtige Uni-t rras established to provide a serrrice that would be
helpful to Regional Representatives in carr;ring out the Homes Use Progranl,
through worthwtrlle suggestlons, and by adjusting discrepancies in procedures
for the beneflt of all regions. This staff is always available to Regtonal
Bepreoentatives in handting special problems or attendance at conferences
and trolning sesslons. Under these circumgtances, the staff ruember lrill
be detal"led to the Eegionar Representative and ilLrl act rrrder his
Jurtsdiction. A11 contacts rlth lYar Housi.:rg Centers are ruade only with
the prior knowledge and appronal of the regicr"

.03 Relations rrlth Other Aeencigg Because of itu very nature, there
is probably no parb of the war Eouslng problem on which the Homes Use
Progran does not touch. Therefore, the responsi-bility for iontacts with
regard to homgs utilization poliey on a national basis rests with the
Assi-stant Administrator (Hones Use) " As i-ndicated in the preceding secrt-on,
these contacts are not lfunlted to constituer:t agencies. For ercample, :

special amangenents have been nade through officials of the Office of
Price Administratlon for the relaxation of prouisions whlctr would otherrrise
have mllitated agaJ-nst horne sharing (see NHA Menorancib Nos. 30-5 and 30-26),
through offlclals of the War Relocation Authority for the hanctling of
evacueesr and with the Yfar Manpower Conrnrission. Special problenrs pecul-iar
to lndividual localities have boen worlied out with many agencies, at the
request of the reglonal offices, ln orcler that the war housj-ng progrsm
nlght be advanced.

.O& Dev-ejlgpFent of Proniotional 4aterial The work d.one on a na.tional
Ievel for the promotion of the Homes UsJProgram is not li*'aited to devising
techniques and develofring cooperation by national organizations and federal
agencies. Continuous steps are taken within and without the agency to
develop infonnational material and promotional instnxrents, This activity
is logical because, if the Homes Use Progran is to be suecessfirl in the war
effort, lt nust rely heavily on public supporL. AceordinglX, lt must be
trsoldfr to the public. The reeently distributed Pronolional-Elgg may be
cited as an exarnple of the initlative taken by t[e HoneE tjiJsirvice to
provide War llousing Centers with a"11 necessary promoti.onal material. The
Erb1lclty canrpaigu described therein, rvhich has been called one of the
finast professional promotion plans developed during the war, was prepared
through the cooperation of the Inforsatlon Director-NHA, the 0ffice of Tfar
Information and the Adverti.sers Council. Other details coneerning promotional
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aetivities at the local 1eve1 are provided in subsequent chapters of this
manuel, especially Chapter 10.

.05 4:-*:Lrye + _Solvinf, Special Prgb The end goal of the
Homes Use Program is the housing of war workers by those means v*tich
divert the least amorrnt of critical materials frrm the war effort.
Because of this and because of its special relationship to both the
loea} and regional office, the Hones Use Servlce unrlerbakes to solve
special problems, and is often called upon to render assistance il
solving others. Such service has run the ga"rrut frorn assistance in
progrsrnrdng the relocatlon, 5-n nore suitable prlvate construction, of high-
incoroe benants of public projects irr a single locality, to a nation-wide
study of tlpes cf ineligibility of housing applicants at al1 Viar Housing
Centers.

SECTION 23. OPEITATION' Oi{ Iih]iIOIIAL LLVEL

.Cl Progra!$lns Hoges Use

&o Generq! Secticn 14 of Chapter I dernonstrated how the regional
office analyzes the war housing problem in eaeh locality and hovr the war
housing progran is developed by the field repnesentative as a coord.inated
plen of action to meet this need. 'l4here speci-al measures are nece$sary to
5nzure the effectivenes.s of the p1an, particularly with regard to homes
utLlization, an anplification of the program i:t the form of a separate
docunmt ls prepared. This docrraent is cal.led the War Housing Center Plan.
Ttre conditions under ntrich Hones Use is thereby prograrnmed, the method of
preparing the plan, and the conti-nulng service renctered by the regional
office are di-scussed below.

. b. rypes S)f hgmes utlllzatiog The principles of homes
utiilratlon are to be irrvoked it ggt localii,y to wtrich there is a
nigration of war wor]<ers, Every means should be employed to bring about
the use of exlsting facilities to prevent the necessity of new constnrc-
tion. In most loealities all the in-mj-grants will find shelter through
the regular channels n{.thout the necessity of governnent facilitatlon
(through a War Housing Center), the use of critlcal naterialsn or both.
In these localities it is sufficl-ent for the regional rqresentative or
the field represerrtative to inforrn the locaI residents of the relation-
ship between the voltrme of the in-ni-gratj-on and the available housrng suppl-y,
polnting out that the supply, if pnoperll'used, is more than adequate to meet
the need. In other localj-tieie - particul'arly il senl-nrra1 areas - the number
of existiag dwelling unlts is so srnall that speclal measures, zuch as the
establishment of a Center would not be justifled and any large in-nolgration
would have to be housed ln new constnrctlon. Flnally, there is a third
elass of }ocalltles ln vrhich the houd-ng lrvartory is sufficiently large,
but in which the mutually-cornpourading effeet of a large nartinte in-nui.gration
end a decllning vacancy rate fmm all causes rnake lt necessary, if further
need Ls to he prevanteb, to charge one office (existirrg or proposea).wittr
prine responslLlllty for a conti-nulng campalgn of developlng aLI possible
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housing resources and distributing then i-:: that manner which will best
further the war effort.

ce Conditioqq igstifyrns a lTar flousi4g.Qe]ltjx fhe Vlar Housing
Center is the out the Hornes
Use Progran jn any.Iocali-ty. As set forth in Section 3 of [{HA Begulation
3O-2, the establishr,rent and continued operation of a llar Housing Center
can be Justified only r*rere there is a need for housing in-nigrant rryar
woikerg as defined in General Order 60-18 and rvtrere the facilities of a
lllar Housing Center are necessary to reduce the use of critical materials
for housing constnrctLon. To dernonstrate that the services of the Center
are necessary it must be shoun, not only t}rat there i"s a $rpply of space
ln ed-sting structures that can be released in suffici.ent volume to justify
the expenditure of effort and money requlred to establish the Center, but
also that other meens carnot be used to carrSr out the job. Under th.ese
conditions lt is perfectJ-y proper to have a liomes Use Progran in any
loeallty regardleso of whether any additlonal housing has been progranned
for the locality. As a matter of fact a lfar Housing Center would also be
Justifled lf throu6;h its procurement and allocatlon tecirni.<iues additional
existing housing, not previously eounted on, could be rnarle avaj-lable thus
warranting the cancellation or defennenN of all or parb uf an existing
public or private housing prograrn. A T{ar Housing Cerrter is thus a device
for preverting furbher need, and the establishrcent of vftich may be invoked
'wherever eligible war workers would otherrvise be lrithout housing. As a
corol-Iary, nhere the need has disappeared or rry|rere it can be inet in future
by existing means (other than through ttre use of eriticai materials) tfre
establidrm€nt or continued operation of a War Housing Center is not justified"

d. Dqgglqg&q$o4 Yfhere the situation ln any locaLity justifies
the establlshnffirar office to earqlr out the Homes UsL Frogra,m,
a plan of operatlon is developed by the field representative on behalf of
the Regionaf Bepresentative. Because of the irnportance of War Housing Cernter
operatLon to the successfirl prosecuti.on of the war effort, considerable care
should be devoted to the preparation of this plan. There are nany tools
availabLe to the Homes Use Program and each should be considered in the light
of the special needs and characteristics of the locality" The var{.ous means
selected should be assembled to implment an integrated long-range project.
This is the lttar Houslng Center Plan wtrose format, etc., is discussed in
detaIl ln Chapter l.

Ilhere the pLan of action contemplates the use of federal
funds ln the operatlon of the lTar Housing Centerr lt is also necessarly
for the fleld represartative to prepare a Budget as described i-n Chapter J,
It ls expected that the ntniJnlm financial contr{.bution cf the connunity
rrLlL cover all costs of the War Hou,slng Center otJrer tha:: the saLaries of
persormel and necessary offlcial travel ery€,nses. War H*usj-ng Centers are
instnlnentalities of the national war effort and for this reason the
National Housing Agency rust retain responsibility fo:: their effectiveness*
Their actiyltles, however, are pure'Ly local in applieatiern and effectr md

I
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the eoruuni-ty may therefore properly elect to bear exlpenses in excess
of this niniirum, In fact, except for regional guidance and the use of
the frank snd of federal fortns, an applqciable nunber of V{ar Housiag
Centers are tota-lIy fjnanced IocalIy. y Under these circurnstances
the local sponsoring agency agrees to accept supenrision, and agrees
to abide by national policy (particularly with regard to the certifi-
cation of applicants and the distritrution of housing).

In a nrunber of other Oenters arrangsnents have been
worked out with the Federal Pub1ic Housing Authority to have a menber
of lts staff serve parb time as rnnager, with the Office of the
Adninistrator sharins in the pa;nnent of his sa-lary. In the early days
of the progra& several Centers were established under local housing
authorities but plans of this t54pe are now contrary to policy.

.42 4gcJrtlne tbe-Eo:nes Use Proeran

&. Genefel The responsibility of the regional office does
not end with the reduction of the War Housing Center Plan to urriting,
or with it,s approval by the Regional Representative and by the
$lashingbon office. ltre regional office takes on some of tbe aspects
of an operating agency with regard to the Hones Use program. It is
its responsiSiltty to establi-sh, inspect, and assist the Centerr and
to take all steps necessary to assure that the need set forth j:r the
progran is actually met.

b. Esle&_llerrlsc the_ga4 As
will be mlarg ity
of the regiona'l office to arrange for establishins and equlpping the
Oenter, and for the selection and tralning of personnel. Once k:ca1
operations are wrder rvay, periodic visits by field nepresentailves
should be scireduLed. fn these vi.sits results should be reviewed in
the light of the prograrruled workload, the actua-l h*using demandr and
the cost of operati-on. gi-rni ]gp analyses should be made in the regional
offise on the basls of statistlcal and narrative reports. Any changes

established only in a locality where there is a need for houslng for in-
nigrant war workers and where the facillties of a War Housing Oelrter are
ggceqsafT to_reduce, the use of crltlcal materLqls for housing constnrctlon.
Homes Registration Offices are established, or continued, by commxrity
action in localities in which the relationshlp betweenr war housing supply
and demand are suctr that any in-nigrant war norkers Bre apt tc find shelter
through norral channels and the Regional Representative ls not thereby
Justified in establishing a Center. In return for forms, guldance, and
lnformational materiaL on registry operation such Homes Begj.stration Of,fices
srrbnit, to tbe regi.onal office, regular reports on the housi-ng situatj,on.
llhe use of the frank and federal ftlnds for the paynren! of personnel is not
orbended these offiees. (See NHA Regulation ![o. 3O-2).
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in tire ]ocaL situation rryhieh reo,uire rnodifieation cf policy, prog?anr or
staff shoul-d be reported promntly to lVashington. The housing need rnrst
be metl and, if funprovenents in Center operation will not assuro the
procur€melt of a proper proportion of units in existing shelter and in
converstons, a revision in progran:rlirtg aay be neeessary,

cr Reqional qontac_L.s_on, &:nes Uqe Because the Homes Use program
is inherenil-y war housing program, it is of
coursa lnvolved in any eontacts with other agencies arising fron programning.
However, beeause the regLonal office tskes on aLmost an operating capacity
with regard to Homes Use, emphasis is often differenc and certajn ad.ditional
operations are necessarjr. The regional office must also establish sor:nd
operating arrangenent,s on a regi-onal and loca1 basis with the constituent
agencies of NHA and with other government agenci,es. ff a public housing
progran is included in the Plan, the Federal Pub1ic Housing Authority
should be advised of the establislrmetrt of the TIar Houei:rg Center.
Arrangennants should also be made for rneetings of locaL $tiA and FPIIA
representatlvee and for the regular suburission of data on location, conr
pLeti.on dates, and nrunber of accorrurodations to be mad.e available in public
new construetLon. If there is a private conversion or nslr constructLon
program in the locality, sietla.r arranga'nents night be nade with the
approprd"ate field offices sf the Federa] llousing AdninistratLon. PIans
also should be ]ald for tralnlng war housing peisonnel in priorities
requiroaents.and in the sbinul"atton of conversions. The rLgional offices
of the Home Ounersl Loan Corporation, worklng ln close collaboratlon wlth
!.be neglgnal Rspvssentative and the T,lar }lousing Center staff, will produee
the publlc conYersion progrem, and, notify the Sar Housing Cenier of ihe
availability of completed,tweJ.ling ascommodations,

In addition ts the eanstj.tuent agencies, the Regional
Representative wlll be in eonstant touch with the l{ar Meurpower Cornn:ission
and the United ststes frnployment service for the puryose of securlng
cuffent lnformation oR esge.ntia"L in-migratlon. l'he T{ar Housing Oeiter, Ln
turtto wiJ"l be notlfled of any modj.fication of the program resulting from
unexpected changes ln the hiring schedules,

The Begional Representative will" also be responsible for
relatlons at the regionaJ- level wlth .cuch other ageurcles of the Federal
Government whose actlq{.ties affect the }iomes Use Frogram, as the Office
of Prd-ae a'dninistration, the lliar and $avy Deparbments, the Maritjrne
Comnoieslone the 0ffice of Defense Transportation, the FederaL Works Agenrcy,
and the War ProdrretLon Board. In order that the War Housirrg Center may
be a ftGenteril in faet as weII as in narnen Local representatives of these
agenctes rIII be placed I"n contact with the Manager and pl"ans for nutuaL
understanding and cooperatS.on worked outo
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Bo In eff The $far Housing Cecter is a
tenporary, war-ffie-factt-tty Uf raeans of which the Regional Representa-
tivL assures the effectiveness of the locality war housing program. To

win the nar, Trar naterials are as necessary as m€n, end the war materials
rri1l not be available r:nless the war workers have a place to live. lhe
housing prograrn rnust therefore be carried out and it is the responsibility
of the-War Housing Center to assrre the effecti.veness of that parb of the
progran involving loca1 partieipation, narnely horces utilization.

b. As.a.c1ear4&Irouse ?he War Housing Center_is- the clearCng
house ana poinffiof as much as possib).e of the war housing
resources of the conmrrniiy. It rmrst underbake, by the use of everT
possible means, to expand the housilg supplyn first without the use of
critical rnaterials anb th*n (if tfre progran so provides) throryh conveqsion'
Its obligations 1n this regard are such that' it nay be required to follow
courses vrhlch are contrary to peaceti.nce housing pol:Lcy. hanpS,es of t*ris
wou-ld. be increasing the density of occupancy and, due to rvar tine necesslty
onlyr encouragSng ihe lonrering of standards. It nust also bring about ln
the comrmnity a reallzation of the irnportance of volrrntarl,ly reservlng
available shelter for ln-sdgrant rar workers nhether or not the refcrral
safflces of the Center are also used.

cr Ss an atd to-ln-qlerantg fhe tar t{ous!*g 0mter ie a
service agenry clvillan war workerO 1od nust
dlscharge to the fullest sx*ent posslble tho responeiblltty of accurlng
housing for thm, It must, of its onn lnttlattve and through the asgistaace
of any reLated agency or group, prevent posslble da,nage to the-rrar effort
nblch-ef$rt be attributed dinectly or lndirectly to the lack of houslng
aocomodatlons-

d. AS .a grey$ti.v-e__q{_8{qbllet qges ?he War Housjng Center is
a preventive o e,*tab:"ishnent sbould asgure to
war warkers a greaterrolunne of houslng in ed.stlng st:nretures tiren woul-d
be possible through nor:mal eherrnels of dl"e?ributLon. It follans that"
beciuse eonversions snd nw sonstnrction are programmed only for residuaJ"s *
the war workers vdro wtr1"l not flnd e:dstieg houslng - it ls posstble to
reduce the size of a propcsed sr an exlstlng progran" Howev€ro since war
rrnrrkers nust be housed lt ls also neeessa T to authorlze the use of
crLtical materi-als ifn and to the degree !hat, the T{ar Houslng Senter
procurement operations actrrally faiJ to produee the volume programned"

sr Ae g chqFqel-glLlnllg,r4gE!94 The War Housing Center, as the
instrumsrt or ffii@ ns,ost closely idertified with
the conmunity, senres aS a two*way channel for fuifonmatlon. The war
lrousing progl.;nc j.s based on estllates of that wjLl happel nonths ahead ln
netters bn nhtoh even surr€nt, data are hard to obtBh' Because of the nsny
varlables involved, tt ls the drrty of the Gsrter to keep the R-eg:Lonal

F,epresent*tive cume*rtly furformed of, changes ln factors sontrlbutlng fo
hotrsing supply altd demand. It ls expected that the Ceatere rlll bscme
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increaslngly useful ln developing the prograrl, in franing policy, and irt
reflecting lpcal- needs. Conversely, nateria] benefit shouLd flow toward
the corrmrnity" The general acceptance of the National Housing Ageneyr s
progran throrgout the country will depend upon the quality of the Job
done by local T[ar Housing Centers in their day-by-day contacts both with
leading citizens and wtth the rrman in the streettt. Good senrice and
lntelligent interpretatlon of policy will produce the tearolr'ork necessary
to win the war.

f. As a seflrice asency Finally, the War Housing Center is
a serrrLce agen@r efforl is nade up of a ryrriad lesser,
more local.l,zed efforts. Many of these concern housi-ng. Inportant to
speedjng victorT ls the availabiltty fur the corunrrnity of a single agency
to wbl,eh housing problens nay be brought a.nd from which assistance rnay be
obtained.

.O2 lfeans
defines the

The locality war housing progran
will be sougtrt" Tfie it'ar Housing

Center Plan establishes the lnstrunents to be used and the rray they will
be used in canylng out the Homes Use aspects of the progra,rn.

The various means by nhtch the War Hous5ng Center nay carry
otrt the progra& are the folloyrlng:

8o Developi,ng the firllest possi.ble us€ of existing houslng.

b. @anding the housing supply through encouraging rnluntary
out-nigration, dlscouraging unnecessary fui-nigration, and the elpa,nslon
of counrtlng areas.

c. Etcoureging volwrtary reservation of avallab1e housing
for eltgible ilar workers.

d. Establlshlng and maintaintng a }lsting and referraL senrice
for eliglble war rorkers.

er Deterutntng ellgibiltty both of applicants at the Center
and of prospecu.ve t.srants referred by Lan&Iords of properby erected
rLth or rithout prJ.oritLes asslstance.

f. l{alxtainfurg any LnspectLon senrice necessarJr rrnden (a)
and (c) above.

go Stlmrlating and facilltating prtvate conversions rfiere
conteuplated by the program.

, h. Stfmllatlng, screeningr e$d referrlng appLicants to prrblic
cqlersions rtrere contoplated in the progra,m.

L. conductrng publiclty canpaigns necessarr to the $rcceesfirl
acconplichnant of any of the above.

/
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j. Renorfing regularly and aeeupate3-y on the stat'us of the war
housing progrsrn, on accomplisi:raents anel c:r l-*cal" problems.

k. Senring horne o',r'ners and hone seekers and interpreting to
the eommnity the needs of the war pregra": in matters affecting war
housing.

1. Cocperating .*.itli local organizations snd individuals, and
with state and federal agencics i:r refl-ectj-ng tocal aititudesr and irt
ureeting loca1 housing nrobl-eias.

,03 Se Rgle of the- T{ar Ho-usirnp.*CeEbet Managglr

B.c General, The tr'iar Housing CIenter Manager ocorpies an
important position in the oaeration of th* National Housing Agatcy
prograrr, for jn many re$pects he is rE:.eponsj..ble for carrying out the war
irousing"prograrn at the 1cca3 icvel, .,r: ti;il l-ast analysis his Job is
to locate and distribute housing aee*.isn*Sations to ess€ntla} inqnlgfent
civillan war wotrkers. In attaining thls obJective, he nust assume r{an:

housing leadership in the comriunity so that t'he rrarious actlvitles
inherent ln the War Housing Center prog?an can be successfully accoup).ished.
He acts as the admini-stratlve head of the $ar tlousing Center, vfoere he w111,

be responslble for 1oea1 operations within the broad framework of houslng
po15-cy established by the Henes 'i,lse Ser-rri*e"

He establishes *,'':tt .ln*i:ltains g:ooi* pl;b}"ie relatS-ona,
an lmpoltant part *f ehiekr xj"l.l" bs a*hJ"ev*cl ii:ro$gh the Har: *l*asing
eomdltee. He neeie regularly wj-tir tiret, e*smiaiae* t*k-ing speelal
care ts keep it infonned. c.f' 'n*w devei*i:raei::ts i.n tfie pr*gr:,*a, Finally,
the lYar !{ousing fqrter !$an*ig*r *?i*:.:ai.ri. *.iwa-ls,: k**p ful nind. that" iris
greatest responsfi:l3.itrv j_x i* p:'*vi.d*1, *h* h**L llSg*i'bLs sersj"ce to hls
cJ.i ent s " t!:.e ***mi.g:**r:i';3.",:ii-ie"n w{a::'lqi::'k *-q'r; u

trn Lq*gf+L-X*tliilg!*:glt*Si$*:j"q,*5:;; The War itous$.r'g Center
ldanager sho,:1rt-!o*sesG adffiG''iffiffq'uati.{iE; eif, e* high order" He

should have a ttronough kn*r:i*ilg* *.i li:*al- hr:,u*j-r:g *oraeii"Licns anet

sufficient erq:e::j-ence in the **::stsr.1,*ti*n l":,*l,d t* be able to interpret
anci act upon loeal problmas" lle si:r-rulcL hav* suffj-eieni standing in the
conurunity to lc**w, and t* tre ac*ented by, *-13. perbfnent'munieipal,
business, and cLlii"c crga.r:izati*ns without bei.ng assoeiated, fo the minds
of member,s, 'ri.ith a:ly sn**i:l3 jsberer.rt. i{s si'roulr}, furti:+:nrore, have had
sufficient superviscrs s?g;qpj-€yx?e t* f,*ncns*vate his ability to organize
and direct a staff bath *f pa*,i wr:rkers and valunteers. lie should be
aggressi-ve ar:'o ressurce-f;ul 5-lr *arr;Ting *1:b his program aad f':r rc'eet5ng
special problenr, Fie shoul"ei be able to *:l*a.blish and naintain satis-
factory working reLai:.ir.:nsl".ips ntth other gclverttm€nt a4ercies" Fle

should be tactful, anC ix':. able pu?:lic speak*r. In short, e's a local
representative +f the ldationai Fl*using A"gensy he must be able to dis-
change sueh responsibil"lties as the exigeii*ies of the local housing
problem may raise, '
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.."04" l$qgesgl:_9_Leslotl.s]ltlftiSs-__to the Fegio.Irjrl Eegre.s3$.ta!,iJ€ The
1riar l[ousing Center Manager fra-s but- ona-tspoiliElliiy - t,o do-Giyttti"g
ln his power for the srrccessful prosecr.ltlon of those a.sg:ects of the wareffort vrhich concern housing. The pollcy for this mrst be laid down on
a nation-vr"ide ba,sis by the NHA, and i-nterpreted and appl-ied to the
comnrunity by the Manager. He is therefore responsible both to the NHA
and to the comuunj.ty.

With regard to the llational Housing Agency, the lfar Housing Center
Manager is responslbre d.irectly to the Regional F.epresentative (or, If
specific a$angenents are rnade, to fhe fiAld representative from the
iegional office covering the loeality) for canying out the local Hornes
Use-program, for the successful conduct of the War-Housing Center, and for
naking periodic and special reports on the war housi-ng prograro. These are
arnplified below:

&c Qbllegg&ns -undel $ones. gse_.ploEram whire the war Housing
uenter Melagerrs operations r+rith regard to the broad war housing prograln
are those of an authorized observer and retrorLer, he is directly
responsible for the successfirJ. conduet of the Homes Use prograrn in hisIoca1ity. For both patriotic and moral reasons he shoulcl do aal in his
porer to assure the avai-l-abi1ity, to eligible workers, of existing houslng
to the volurne outllned in the prograln. He should see to it that, so
]?.g ?" housing ls critl"cal, only eligible war workers are assisied byhis offlce. .0.t the sane tine he should exert every effort to orbend the
available housing supply. rhe job will not be easy - tt ]ri11 require a
great deal of inittatlve and ingenuity" He nnrst either provide housingfor in-migrant civilian war workers or, by outlining each of the steps
he haa undertaken and ihe reasons for lheir failures, he rmrst apprizl
the Reglonal Representative of the situation and the desirabllily of
reconslderlng the entire program.

- b-- 0bligatj.SEr-s-_aq qfti.ce_ supendsor As neacl of the offl_ce, the
tr[anager is dlrectly responsib]e to the Regiona] Represertative for the
orderly and efficient conduet of the lffar Housing Clnter. Ttar llousing
Centers, like other NHA activities, should be operated as econonically
as possible in terns of both nanpower and money. There should. be no
ground for crlti.cism of the ealiber of senrice rend.ered.. The Manager
and the fleld representative will work out the plan for equipplng itreoffice" r.etterheads, franked envel-opes and staridard forms wiir ue
firrnished by IrlM but, because the Center is a te,nporary loca1 operation,cffice space and equlpment w:i1l be furtlished only if tireir loan- cannot
be obtained locaIly. The Manager may be requested to arrange for a contlnued
1ocal financj-al contribution at the beginning of each new fiscal f,€arr

en OFl-igationggeg"aJ:qgre reoorbs fhe Reg:lonal Representative
as weLL as the Homes Use Service irr Washington nust be continuouely and
accurately_ advlsed of, all phases of tar Housing center operation.
consequeitly, the ranagen ls responsible tor s;bdtttng a ntunber of
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reports to the Regional Representative, wiro ln turn wtll" advise thc
Tlaohtngton offtce. These reports wlll serrre msny useful pitrrposes, In
pariiaular, they ntlI (1) provide data on the extent to r*rlsh the Hornes
Use progranr is being realized, (2) constitute a besls for poLlcy end
for proeedural recon'nendations, (3) provide valuable informatlon for
perlodl.s buclget revi-ews, (+) serye to ln*icate per.bingrt trmdr, and
(5) sWg'"st horv the staifs of the llonee Use Serrrlce ln 'ttaehtngtin snd
the reglonal affices ri&y better se::ve bhe 14rar Housing Ocrtare. ltrc
reports to be subnritteC by each Center llanager lnelude the fol.lowlngl

(r)
Revised

of
Atl our copieo era to

prepared on t of each month and three cepi€cr aro to lfc
trsn$nltt'ed to the regional office no later than the eacond 1{ork dgy
after the close of the reporblng period, ltre neport rrr{L]. covgn
operatlons frcm the 21st of the prececiing ioonth through the cl.oga of
businees on ihe 2!th of the curyent month. Theee datee a!€ ohosan
prl,tarlly so a$ not to be affected by varying practicea for the S.tutlng
of vacancies occuming at the end of the carendar nontb, In pmpartru
thlo repor"t the only for:ns requLring datLy tabulatlon a,ra ncxv llstlaga1
aqd tn thLg case tally sheets ( su6rgested in sectiqr 16.s6 of NI{A
Regulatlon 3O-IA) c,m be used by the counter or tdephena elerkc, Atl
otlteq forns can be tabulated easlly lnto weel<ly subtotcla ar nonthltr
totals l"f the routing and filing pr.ocedurea outllned ln NHA Ragulatlona
:CI-lA and 30-tg are followed. It should be nstc4 that the tahr*st**rs
cqlled .for by Fono 14-3 represent the principel itme ef inpsrtcnor ln
the qaJorC.ty of Centers. Other data nay be Ef aqual lmertanec te
tndlvidual Centers. Like any busiless man stu{5d.ng t}ra- trnpllast{ane
of lrts firprs books and hls inventory, the rrlde-aw-ake ltanager t*tl
need additional data. rn nany c&ses these data ean bp chta#lgd btr
otrher retabulations cf the cards" For exarnple, st$plffimiary tableg
eqn_be prepared on sueh natters as a contr)arLson of ltett|lss qsd
app}lcatlgns for Ibrnished or unftunished qualtare, t&e nflnbe.,r cf trc*
pcrsorr fami.l-ies applyrng for roons, LLstings by nqnbar ef badrgmtr
and appltcatlons by re,ntal rarrge desired. CoasLdefatlm ef gentllrlc
orpplwantaly tables should not be lfinited to thoee pr€p*Fed f,fem the
T?4etrf f9rna, slnce reporta on occupancy (Fornr XHA S-tl1; 90-&0r **&l+r
5o-8, and 60-9) ntl.l oftem thron frrrther llght on qFse*e} ereblems. ftepc
the data ln theee tsblee ere found to erclaln the detl *gm e}gf.qhcFr m
Fom Llr-3 tblE lsfor:natlon should te rElffiGi tn Seotlm n ffi the frst
and beck of that fots, lthere they su-ppLment the rqportr the fiAn*F,ef lAy
ftnd lt dcsirabl,e to dLacuss tha ln the narrall,va geFor& Cqer''*ted bale*.

(2) ltotthly,NpXratlvc Repolg, ltoot reg:lsra hel;s lqu*rad th*t
e per.{"odl.a narretlve report be subxd.tted by each San geqalsg $entlr..
llHA Rcqltatlon f,o. 3015: S.tantardg fgr HgEraqlve BeJlort+ hTJrl,{otralnr
9€tpr llanaeers. eupplenante the reglonal, requiramts -ea3-nroddtn 

C
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The nrrmber of reports required each month is established by the region
but the period covered by each shoulci be such that they can be correlated
with the period covered by the Form g-l di-scussed above. At least one
carbon of each report is to be sent to the Homes use senrice by the
regional office.

(l) IrssLqla] Personnel of Dire
lTar This reood, fu three oartso
covers receipt and disbursement of corrorurity contrlbutions on a
nonthly basis, and on a crrmulative basis for the fiscal )'ear, (Z) a
schedule of accorrnts payable, md (:) " personnel report. rt is to be
prepared in qtradruplicate and three copies are to be fo:warded, not later
than the tenth of the folt-owing month, to the Regional Bepresentative
(see Section 2.01 of NHA RegulJ.tion No. e5-5).

(4) Speclql Beports may be requested of all ?{ar Housing
Centers by the Homes Use Senrj-ee is a means of analyzirog trends, local
effect of policyr ed caliber of operations. the centers are helping
more and more to fra.me policy by compiling the statistical and other
infonratlon from an analysis of which policy ls determj.ned. Previous
requests.for special reports include that on ellgibility (liUa Regulation
No. 3O-, and on the- progress of the ttShare Your Homeil g"'apaign (NHA
Meraorandum No. 3O-32).

( l) 9f:Si+-Egp+q-0-qieinatire. wit&- _th) Managel are
necessary to assistE-G!@ ed of
any unusual techniqrres developed in ttre Center or of any special problems
affectLng the program.

.c5- .$?+Pirert.s RsFp.opsib+lity _tg 3he Copnulr&tl ?he !tranagerts
responsiblllties to the cormuni{yr- filAEIs responstUillti.es to the
RegC-onal Representatlve, stem. from the necessity of carrying through the
com'nrnity war housing pro€ra,B and the desirability of assisting ln atl
comrunity matters concerning housing. they may be discussed rrnder four
headlngs - carrying out the progran, cooperation, reportingr and working
wlth the T\lar Housing Cuunittee.

&. eal'rylgF qut t&e prosrann The nianager was noninated to the
l{ational Hous h the abitity and initlative to
canTr out the comaunity war housing progra&. rrr the interests of the
comrmnlty as welL as the national war effort, it ls his responsibiJity to
s9e lhat the goals of the Homes Use Progralr are successfully reached. In
obtaining the reqrrired shelter the Manager nay encourage steps wtrich rry:ilI
help the comrmnity ae well as the war industry and its enployees. For
exanple, by securilg a$ msnlr r:nlts as possible in existing shelter the
Manager is alleviating the problenns created by unnecessarily ocpanding
cororuntty servieesr(schools, utilitles, fire and police prolectlon, elc.)
d$ing -the war, and by the necessity of absorbing nreagerly built constmc-tion after the uar, In pronoting conversir:ns, the greatest stress can be

I
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localized in those areas rryhere the cityfs ttnaster plan" has already
forseen a transition to ruultiple use. In regard to new constnrction
the builders should, if not j:rconsistent viith the war progranr be
encouraged to eonsider builaing ir previously r:ndeveloped e.reas already
in line for housing of this quatity, and Ln areas most easily served
(e.g, by transportation) during the war. In this connection, the
ldanager shoulcl work very closely v,tth the local planning corunissiont
housing authority, ancl other officials.

b. CgoperJil'ioL an{Seryigsr The Manager should do al'l in
his power to fiiciEtEte anf operations affecting housi-ng. The Manager
is, in nrany irrstancesr the only employee of any part of the NHA

pe:runently stationed in the localLty. As such he must be in a
position to furnish everlr assi.stance to home owners and tenants. T{here
other agencies in the housing field have local representatS-vesr the
Manager nay give ogt any lnfonuation the dissenination of which is
authorized by thdn, but clients should be referred to the approprlate
agetcies for details, It is a cardllal orinciple of the Homes Use
Serrice to render effective assistance in all posslble natters but to
work with establLshed agencies rather than to cross jurisdictional lines.

cr Repoqtine A coruuunity ntrlch is well irnforrued concerning
the uar trousin[]iffi and. the tocitity progran Ls ]ess likely to
dlssent or to ref\rse cooperatLon. It is therefore the responsibillty
of the Manager to be sure that all j"nterested groups are kept
ourreartly advised of the pollcies and procedures necessarlr if the
corrnnrityrs rrar housing problems are to be worked out. Converselyt
tooo it is the responsibillty of the Ma^nager to bring local oplnlon
and loca.l problens to the attentl"on of the Regl-onal Representative.
Proper consideration should be g5-ven to loca1 opinionr but, the war
effort rnust not be delayed by fnritless haggling over natters of little
consequence. Because the $ational Hous5rrg Ageney is responsible for
the hous5-ng of war n'orkers, it lcust proceed aceordlng to its analysis
of the local si"tuationo {he Manager lrilL be in a much stronger
position, however, lf he has gJ"van the cornsrunity prlor lcrowX-edge of
his plans than if it first hears of thqr after the plans have been prt
into effect.

d, F.elg$,-lgrs ryiFLlhe Saf-Housj:lg 9owdttee lhe Manager
r'dlL di.scover ffi-*-tlre erpreiston bf commlt'y needs and the exereise
of his own r€spoRsibility to the comrrmity rd.l1 be focused in relations
with the War Housjng Cornn:ittee. lhis Cornnittee wiLl be the Managerrs
nost i.mportant contact uith the comurl-ty. For perhaps the first tfuie
in locaL housing historyr repreoentatives of geuerally opposing
interests have Joined hands ln a singte intograted houslng Progfa&' If
the Coruuittee is tnrJ.y representative, its e:eression may be consj.dered
the e:cpressLon of the- comianlty. Ir i:l ways- not inconsl"stent with the
war effort, NHA polLcy or the local progran, this expreselon should
$rLde tire Manager" Xhe Comnittee slrotrLd be coasuJ.ted in al.l pertinent
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natters. It shouLd neet regularly and follow a carefirlly r,rorked out
agenda. Thls shorrld be easy if, as ls usually the case, the Manager
serves as secretaqy to the Comtttee. Finally, the poterrtial resources
of and influence of Comaittee members cen and shorrld be utilized to
the utmost in carryirg out the comaunity progrelne

./
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cHAptm 3. EsIAstISHt,En$ 0r A WAA H0UsIiio Cts{[3n

SECfIO}I 31. TEIATIOI{S MIE COMMUIffIY

.01 0eneral fihen the Regl.ona1 Scpresentatlve asesrtalned thc
need' for a War Eouslng Center to accor4lltch the honee utlllzatloa
phase of the localtty war houe!.ng progrea, he seat a flerd, represar-
tatlve tnto the conuunity to lnltlata the establtebnent of a Ccator.
$lnce eonmunlty urd.sretaoil.lng and cooperatloD, r&s essential to the
success of tb,e und.Ertaklng, the flald. raireseatatlvE worked. closelyrlth local government offlclare tn eaob of the ateps preparatory to
tbe creatlon of the Conter. these lnclrrile clea.rance of tite plan wtth
locaL houslng ageacles autt goverunant offlctals, teatattve comtt-
neats wtth regard to coutrlbutlonr, creatton of a yar Eouslng Con-ntttee, a^nd. preparatlon of Justlf,icatlon d.ocuraents.

.02 Eouslns Aeenclee In uany locat ltlss tbere are egtab[sh6ilpubllc boclles sucb as houslng autborltles a.ad. plannlag counlssloas
whlch are cba,rgedt by 1au rlth certala respouslltlitteg la connectloarltb houslng, both pernanent and. tenporary. sucb agencles ere alwaye
contactef, prlor to the creail.on of the Tar Houslng Center. l[hey pro-
vld'e ad.vtce aad guttlance tn worklng out the organtzatlon of the lfar
f,ouslng co'nnlttec vhea the csuter le establrebed.. sectlon 4.oz of
NEA a€guratlon so. so-P provldes cuggesttons on sources of a.dvlceln conmrnltlee rhere the above agencles d.s nst exlst.

. -.og local Oovernneat the nayor or city rsnagor rras aEproachecl
at thE outset tn ord,er to secure the conuunltyts offlclal aupport.
the uature andl. the purpose of the Ccntetr hras expLalned, togel-irer rtthItg ralu€ to tbe co:mnralty and. to the enttre war productlon Effort.
[he connunlty uas askeat to 'neke spectflc contrlbullons covertng as
a ntalmuo' arL coete of the center except those for personneL ana
nocessary off,tclal traveJ..y' Conrunlty-sontrlbutloas orlglnate fron
regular governmental. revenues, speclal e*vlLfan d"efease fundts or con-
trlbutloas of varlous organlzatloas, buetnEeses and. lnd.ustrleg. !h6
EaJror or ctty nanaggr' or the oheirnan of the ctvrllan tLefensa orgaal-
zatlon vcre agkeil to appolut nenbers to ths War Eouslng Comlttec ancl
to provicle advlce as needEd.

SECIION 32. PREPASATIO}'I A}TD R&VISI{ OB 3UDG!S AI,iD JUSSISXCASIOU
DocoumFtatI0u

- '01 Prepa,ratlon. and. lJnoes. of Documntetlon i{hen ths qrproval
of the plan and. tentstlve comltnents as to focaflontributlon Lad.

U uo part of the sarary of any euployec of thE Offlce of tbe Ad,nrnta-
trator sha,Il be paldl fron conmunlty firnd.s. lhls rrrLs, eetabllshed. la
accord.aacc rith thc U. s. Code, ls e4llalned. fully ln IEA legulatlon
No. 23-10.

,/
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teep obtalned fron offlclel representatl,ves of tl:e corru:*!.ty, tbe flsld
repr*seritatlve from tho :rcglonaL offf"ce urul.artoak the stspe n€ceesary
to ebtainlng fed.eral approval of the planr;, &::d. autborLzation for tbe
use of fed.eral f,-rrnd.s. ?hese lncl.ud.ed tiie,: preperatlen, ttn0 the approval
by the Reglonal RqrresentatLve, of the tfar H*rrelig 0enter PLa:r, tb,e pro-
posed Sar Eousing Center 3ufuetl and. a suuuriery Forrs IIHA A6-gt. trtvo
cop*.es of these d.ocunents a,re subnlt*ed *s lfexhtngtoa.

a. Plan thE War Eouslng.Center S3"*-* ts dee$rtbed !n Sectloa
10 of NEA Begulatton l{o. 30-2, and" ln Seetiog ;{ of, I{fiA, !{enrorantlun $o.
26-2. 8b1s plan states the nsture of the peol.rXons whleh the War trouslng
eenter wlII undertaks to gol.ve, the e5.ze cif tbs ir"*ntgratlon, the crtent
to whlch war vorkers a"re to be hsused. ln extstfng houses aad. rooue, tbe
nunber of, prlvate anil publtc couversloas ?o be produced., an([ the tlns rhea
the houslng wtll. be ncccled." It atreo o$t:"trlss tb* sctlvlties trhlob aro to
bs eatrLed. out throrrgh the Sar Sou*fr:g #en**s an{ tb.e varl.ous Eones Use
teehnt"ques uhlch are to be epBlted, fin*.ltry. trt *ontafne statoosnte on
the ext*nt of coumrnlty lntereet u,sd s"i:t$pftrtr* s*8 bba atepa nhlch have
been taken and. vhlch ere to be takss:. !rj" r-:i:!.)sis**1o:: vj.tir tire aetuaL es-
tabllEbnent of, a Sar Eouslag 0entar, S*gr*e tl:e lfar Houslng Center PIan
1s a nea.as for carrytng out tb,e 3.oea3.tty war h*us:"3:g progran, it ls
usually prepare& at about ths saJse tlmo *.s *h"r; pr*gra^u, aqd. there ls
tbercf,ore ns need. for e ilstafledl Juetlfl*atlo:r of tbe tn-nlgrat!,*n sstl-
Ea,ts" lfhero, for aay r€eaon, tbg FIan ts pneparsd. at a subseq"il*:re" &ata,
when coaC.illoae nlghl be presuned. t* ha:*i: ':h*ngr;&, fr:3}, pre**:rts,tton '.:fthe facts ls requlrecl,

b" Fgqp*ead. Jg--Snl*glns,g$eFs$*h;&9"xg $ll:* *a*i;r*r,3. bxS.get ts
3lr*par** otl F*ros lqHA p5*3$ and AS-#?.es *as:.;*i.:i13.*g *er ths ir;x$tt*tirna
ee:rtalse$. ls SffS ltmuoraad,s $oe. ?$*? *Fr3 F.S.*$"

e- 3sffi *W*gfu,trllEss33$$s*s;L*;"-lg:l*-:-i{st.Ji,a. **.*s}*
5!egs sswsar3r ef &lt.e nea€ as;,,€ Xr&an of &r'6.i.,;.iir, ,:;::'*.g3,rie}.3y"&e**gno^S for
px*g;ar**lex *nri*g 6hes revlsw ef b*rfu{:i**; i:ir,i' t,;.* i"$44 fl"ea:e,.} ;i*&r, v&s
f*ltxri eg eerv"r.$cab3"e the* gts u,ss 3r&.* i\.*i,,:.:r.;i:'ss*r:1.1'.v,i. 1:r t'}rs rlgsuneuta*
tjr$:i qf e&I n*w 0antErs* 3es5.d.ee f,?* lrs;,: ir;.'.',.;hs.B*a:** lJ$e $$r1rl,ss end.
*tre $tri{"slen of tb,e Sud"get &uriag r6trg*rr."o F*:;:,r Sli*.:iS*S3 $.s v{r3.uab3.e in
*st*,bl"l"ab5,ag $r. th.e Sesbls€tos *xd eogi*::isi *Jii,:*s * r$f*r*:r*e f3"1s
needad durtag pertod.le exaralnst{oas sf *3:e;r*tielas *nd. eervl,ses t* be
res.d.*red"

"fr8 EpgiE-w sj*&,Aep,rryv'gJ', &fter t}.re d.**rar*eute d.Esqlrlbsd ab*vG k'are
eoqpJ-*?ed, the SegLonatr ff*presen*s.tive stairru*.tte#. *hsa &o tha Asslste,nt
.A,&rnlnlstrater (SomeE Uee). Sa *:rd tlr* As*ii!'b*"*.iiit A&m*.nlstrator (Frogree)
rec"l,ered. the preposal sim:,taneou*Ly, 3:h,.* " en1;'*ar *oaelderrrd lt fron tha
ata,ndp*lnt *f :l**d. and. tta relati*nsli{p t* l.he ir:ea:i.ty lr*' houcing pro*.
6rsri, and. ne.d.e reeonaendatlsns to ths Aastsiiast "*d"ntsistrator (Eems Uso)"

l[be AssXet*nt Adnlnlgtrator iEe,wg Usei eonsld.ered. tbe proBosal
.frei$ tha *ta.ud;o*tn& of tha practtrcabll"ity *f :':*k$.,cg avallabla thc anount
ef hou*lng ccaienpLated", tho 6copo of the prop*xo& operatlonsn e,!d thc

liortes;.et t 9**'
\
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or€a$izatlon of tLe 0euter. If both of these oxarnlnatlons resulted
ln approval, the Sudget was sent to the Asststant ad,ntnlstrator
(Adntnlstratton) rho revlowed the budgetary lter'r,s and. naiLe an allot-
nent of fuads. sollowlry flnal approval ef the bud.get tbe Reglonal
Repreeontative was Eotlfied, so thet he eould. proceed. vrltb. the es-
tabltehnent of the Center.

srclIo$ gg. x,,s[aSLISgI$O sS3 ]rAA IioUSI$e Com{rgfE$

OI Auoolntpent lhe War Eouslng Conrnlttee nay have been
rypolnte0 oither before or aftor forna.l approval of the Plal and
Sudget by the lfashlngton offlce. One adva:rtage Of prlor appolnt-
nent ls that the Conntttee caa frequentLy glve ad.vlce and assistarce
tu organlztag the vork program and. In obtaintng local. eontributlonE.
l{hlchever netbod ras used., Jhe prlnclpJ.es glven beLow were followed
ln establtshlrg the conntttee, or shoald. be followed. in e:roand.lng
aa exlstlag Connittce"

lhe tfar Eouslng Cornnlttee ebould. alrays be appolnted by
the norsal appointlng pouer for local cltlzenst groups uorklng oa
var probJ.ens. Ae lnd.lcated. ln a preced.ing paragraph, thls ts usually
the nayor' tbe ctty manager, or the chatruan of tbs Loce"l Defense
councll, lhe lfsa fteId. representatlve should, honever, vork ctoaely
wlth the appotntlng po$er ln ord.er to be sure thct the cornntttee
le celL balanced. tn lts reprasentatlon of ai,L polnts of vlev. Sherever
poesibJ.er each Local orgaalzatlon rhose tuterest ls to be represented. on
the connlttse should. be asked to suggast two or three people, any of
vhon voulcl be acceptable as thelr representattve. [hls procsdlrre
s111 usually result tn gettlng recognlzed. l.Ead.ers tn the coruruntty
sbo are accustolaerl to worktng wlth groups.

.02 Persoaqel sf courlttee the !{a,r souetng 0onnittee ghourdl
lncl,ud.a ropresentetlon of the houslug eutborltyr tbe plannlng aou-
nl.gslon, aad. any otber approprlate agency of tbe loeal goverarnent.
ra obtalnlng a $ernhlff,ge rhlcb ls ba.lanced. la lts representetioa
of, all polnts of vlew concerned. vitb bouelng tbarc ebouldt be rncnbcrg
fron organlzattons representlng real, cstate, Labor (lotU C.I.O. anila,r. of rr.), rerfare, flnance, co&rnreor rar tnclustrles, anct nar
vorkere ae uell as represeatatlves fron the bouslng coit'4ltteeg of,
clube and. clvlc agenclcs, houslng couacils and. ntaorlty group lead.er-
shlp (sucb as the Urbalr eeaeue and. the $atlsnal Aasoctetloa lor the
ld,vanceroont of CoLored. Peopla).

Althou6b tbe Conrnlttoe sbould!. be conpletely ra;rresantatlve
antl not overbalancetl by any one lnterest--eltber that of th,e prod,rrcer
or of tbe consuusr of boustus--lt ehouLd be as snaLl Es
In nany anaLl cornmrnltleg lt nay be f,oi:.ocl that soee of
gested. abovE arc not repreeenteil locat1y. Ia otbers it

practlcable.
tbe grorps stlg-
lay be founil

that oae p€rson cal, and" should, repreeent tno or nore
eesentlal, bowever, that every groqp lnterestod ln, or
var bouelng ehould have effectlve repreeentatton.

gtoqps, It ts
ef,feeted, by,

./
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ftrn lt tgosam ncscrfrry to flll vaprncltr ln 0ounltto mr'
bmehi,p or tAd a barlry tatorcrt not prrvlourly laoLud.rdr rouc looalt-
tlm ney Dnfrr thet nrr rcubrrr br ppolatr0 by tbo orlglnrl qpolnttug
offlolal, Ia otbm locattttor lt ray bc d,cstralls for tho lar Eourlag
0ounlttsc to strcct ltg aar nsnbrEr.

Srr€gastGdl grrallf,lcatl,oug f,or 0onodttee offtccrs a.r0 rerarks
corcernlng tbelr electlon tdll be fouail la Ssctlon 7 at IEA llenorandrr.u
So. 3O-?.

.09 SrlgtLne Oonelttecr Ia {e'F ca€oq tharc vj.l,l ba a lucleus
groqr of, Eono mrt rith ublch thc Sagtonal Rspresentatire or hLE tlsputy
has been rorhl4g. Usually thlr rlll ba tho Eoms tregXstratlon Comlttee.
Ibc fteld rqrresentatlvc ebould gee tbat tJrlr group ls nade balanceil lu
1t: representatton ae qu!.chly aa potaible lf-tblg ls to be the basla
of, the aau Oootn{ ttee, trrequently th!,r cgrr bc acconpllshetl by ad.d-lng
to lts prcaeat ueubcrsblp. Eore?rr, lt uay eonettnes be necegsa:ry to
use otber ilavlces. Ia th{g conDectt.on eee Sactlon 6 of IEA l{eoorandttn
tro. 8(F?.

.(X AFe Oqgolttceq In arcae uhare lrouslag presenta an lnterctty
problcu, arra,lgueats sbould bc nadc for rqrrcscntatloa on the Sal Eous-
tag Comlttee of eubrrrban areas or adJaceat loca.lltlcg. Ia sone ca$og
lt uay bc rleelrablE to bave an lrca Comlttcc clther to be orgaalzer!
Jotntly by tha sevcral, comsunltles coaoerneil and. aoupoeatl of, neubErs
fron cach of the varlous losal oomltteee, or to be nad.e qp ot potsorr3
i!.lrectly repreaeattng tbe sonmrnltles. llhs acoegelty for an Area 0on-
nlttce ot ottber type vlll to a large rlegree be goverreil by the locallty
rar b,ouslDg ptogten. A loca"Llty, la tbe SIIA :enee of the tarn, 'ls a,n
econonls unlt tlstcrulned by the connuttag d.letanca of tte bouslng eupply
fron tbc rar lailustr!.es rathar thaa by pol.ltlcal borlnd"arles"

sEct'Iou g4 sltlE0uror 0r' rE3 m&aos

,Ol Sropetlrrre Fba tnltlal step ln the ftaat eetablXshaeat of a
Yar Eotretlg Oautcr sag tbe scLectloa of the !u$ager. If norlqal, Brac-
tloc ras fol.lovqil, tbo 0onnrttee sJrd" tho oayor preeenteil a llst of
qualtfteit cand.klatog to tho Regtoaal. Representattve rho nade a eelec-
tf,on f,ron tblg ltct. As res poiat,etl out ln that part of the foregolng
ch,apter tbl.ch reletcs to tho rOeaeral qualtflcatlons of l{anageril (Sec-
tlon ?t.OBb), tho ltan€rger oocupt€s a yer;' strateglc posltlon ln tbs
Eonee Uer 1ro6ran, lba geuera.l qral.lflcatloas a.nd, erperleuce of eaob
candlldatc r6re carefirlly ralghsd, before thc fl.a} ael.ectl.sa ra6 &sd.c.
lho adnlalstrative ectatLs for the actual 'e4rlopneat of the l{arager
anil otbgr pereonaal of the [ar Eousing Conter are fouad. tn SEA ]leno-
ranilrrn Ag-5.

lit *v bo rell to polat sut that tha vartous steps so
far &csortb€(t h,ai elraady bcEn tabn prlor to ths eryLoynent of lfar

llovder l9l3
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Soustng Center staffs. A dercriptlon of alL the steps !,nvorved. bas
nevertheless beea proaen$ed, ln thls s&$uel ,,bo provld.e eryloyoea
wlth a general understanillng of aL]" proh3"ons, and. thus to assutc
better operatl,oa. shile ln a nunbsr of lnstanceg the selectlon
and.' to sone extsnt, tbe equJ.pplrg of the of,flco ilescrlbecl ln the
ba.l'anee of the ebapterr preeed.ecl. tbe aalestion of, ihe llenager for
budget-estinattng treasons, the work hereaf,ler d.iseusrad is thet
la uhlcb, the llaaager usu.a,Lly parttetpatesr/

sBcrx0s s5. sq.lilcllo$ am squxpplss 0t' ms 0FI'I0E

qpaee ls a ver? lultortant part of the establlghnent of the tfar Eourl"rrg
01
ls

Iuoortaqqe of Ceatr.a.L locatlaq fls selecttoa of, offlcc
OeatEr. Ualess tbe of,flca la ao Locatsil. th&t lt te read.lly acceeattli
to the 1a-nfgra,nt rar worhers, ls conspdcuouel,y aril clearly narkee,
andl ls convenleat to ths street, thE far Eourlag Ccnter nay aot bc
able to egrry out all of lts f,rractloae. sLnaE houelng apprlcautr
r1l1 ssek out the 0entcr vbereas hone omsrr rlLl have to be rentadcil
of lts enistence, a Locatton nsar tbo oenter of the clty lr norr to
bs rlestrcd than one ad.Jacent to the rar !.aclrrstrlcs.

.0? Soaco Seoulre$ents lhc anount of space rcqrrlreil for opcra,-
tlons sboultl be talloretl to f,lt the local Dred.. altbougb lt lc l,n.
?oselbrE to cstatLlab cl.aflalte speclflaatloar, cx5rcrlonoc la other
types of operatlons bar rlcnonstrat€d that fron 66 to t00 square
fect of f,Ioor Epaa€ sbould br alroruit f,or cach clerrcal euployoo.[hlr provlilel loor for a itesk and. chal.r, rlnltoil atrlc rpaac, and.ltnlteil, allouaace for a f,iHng cgblnEt and. a coat racts. goreyer, ltls llkely that thsgs nlalnrn rsqnrrereata vll} not rect a.ll Tar
souslrg Oentsr rcsdlr. $pacc sll,l ba aeciled for lntcrvlerlng gpplt-
caatd, for confsr€Dcer, asd, for regtlng app3,icants rbo are iarirag
to be lntervlerad, g!o. Spase raagf.ng betvcon B0 ancl 100 rqrrare
feet_ per erpl.oyee rlll probably nore nsarltr reet the reqdrimntrsf Sar Eoualng 0entcr oparatton.

In roue looal,ltlag the E0!C and/or tha tEf, uay aralgn
rapreseatatlvea to tho sa,r Eouglng Ccatcr to handle rypltcattoorf,or pubrlc antl prlvate conrctrslors. ra sth,ersn }?EI or rocer hons-
lng authorlty tenant rclectlorr persoanel wiLl be atattoneit ln thc0catcr. In plrn',tng offlcr ipace, conglileratlon tbould thercfore
be gtven to the poseltlllty tbat ilesb Eraee rt].l. also be nseilcd for
such ref,)lesentatlvea a,ad, tn rouc camsr f,or thclr gserctarl.el.

^ .09 offloe $rFanecoeat sepa.rate offlses rhould be prorlilcd,
for tbe Eanaggr arlil., lf, porelblc, f,or thoro cqployaca naneung ta-
cgelng anrl outgotrg telepboae calls, lhsrc posrlbl,e, thc n*rlt€errs
off,leo shoulil be large eaotgh for conalttee uetlngs and. eoateieaces.

ra provliLlag aountor faellitles for iatorvlerrtng applieaatr,

./
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ltsttw fllss shoultl ba
tbe gtaff' ulthout bctng

lfhe LaYout of
tng page.

HOUES U$S GUIDS

so loEatecl as to
also accogelble

a typlcal offiee

$estloa 35.

lnnodLatel.y avallable to
cllents.

be
to

ts Llluetrstecl on the follow-

.04 {rran{eneatg for _}case g,nd fgr Fa&4e4t- o-f Rent sxcept ln

'nusu&l 
cf ls provld'ed as a coloutrnlty contrl-

button. In a few tnstances, Saderal fund"e nay be requlreit for thts
pu?ose. In thoee cases, before any eteps are taken to lease offtse
rp""", tt shouLtL be deternlned., by conrnrnieatkg wltb the local ?ecleral

Birslneee Aeeoclatton, rhsther eny federal, spae€ ls avallable. lhe Fecleral

Buetngse Aesoclatton ts an orgaal zatlon egtabllsbed. under the Dlrector
of Procurencnt, Department of the freasury, to aselst Fed'eral agencles
ln bancl.ltrg real estate and other local matters, fhe presldent of tbe
Iocal feaerat Suslneee Aeeoclatlon carr be located. through the locaL
postmaster.

|[h8 Las]ra! Act a,bf, FrbLi"c &at I provldlr for ths rcatal of
EXracs vlthout rega,ril to $ectlon S?09 of thc BevtEei[ Statutes- Accordl-

ffufy, where ttnE ts a faptor, leaEee payable f,ron la.nhan Act f,uncla

*y io exocuttrl *ltbout adverttelqg or coryetitlve bliLcllng. Eove?er'
Soltoaaf Reprasentatlvcs r&st obtsln approval fro$ tbe Dtvlsloa of
AilnlnlEtratlve Servtces, ta lfarb,lngton, before rentlpg spac6.

Bcqu,cats for arrtborlsati.oa to rent offLce 6Bac6 rugt be

nrpportedl by tbe follovlng {atar

8r 8bs proposoil anorrnt of spaco to be leageil3

b. sauss anil. ad.ilreeees of bntld.trya ln r&tcb 6pae€ 18

deslreil;

*- Selnps asd sd.dsesses *f owlera of buildltn€e;

&" lfuatb].y or yaerly rFateS gosb of spsss to be renteiLi

€. $ervlcos to be fusnlshsil by ewnsre (flhere poaslblet
eervicgg sb.oultt lnelud.et heatn llght (eS.egtrta easrgylr hot an<[

co!^d. vator, to!,lat fssllttles snd tpll,et el4,pllssn Janltor' and
alovator gervlcse, anil nalntsaa;ncs of reated" quartcrs)t

f. Setc orl uhich ths }eane ls to begtn (leaEca ehotflil
elway* tsrnlnata duclo g0, rlth rensw*3 privllEgea) i ard'

&,. Sotlca raqulred. to ca'nca}"

!b,e
ehs.L1 aot be
ntaes rented"'

$conony Aot of, 198? provltles that the aanual
Ln cxEeas of 15S of, the falr rarhet value of
lf the aanual rental 6xc8€&s $?1000' It I'e

rcatal
tbc pre-
thergfore
ln all cs6€3neeessary that

t{ovmber 19&3

evLd"Enee of fair narkEt value be preseateC!'
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o TYPICAL OFFICE

WAR HOUSING CENTER'(6.8EMPLOYEES)
STORE 25 FEET X 40 FEET

IOO MAIN STREET
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uhore the rental erceed.e $arbOo per annrm. U. S. [reasury Forn 2900
(Bevlseil)i $tatenent pf 4qlr lfarket Yalue, sboulA be usotl for tblg
purpose. [hesp forns w111 be firralsbed.'by the 0fftce Services Sectlon,
Dlvislon of Adnlaistratl.ve Servlcee, ln $aehlngton.

Proposeil leasee w111 be preparod by the centraX. offlce on
the baels of tbe infornatlon subnttted. and wltl be nalleil to Reglonal
Representatlves vho wlll subnlt then, for stgnature, to the les8or.
A,fter belng slgnedn ql,l coples uust be returned by the leseor for
acceBtance by the Governnant. All. leaees shou.Id be eoupletcil prlor
to the begtnnlng of tbe tern or perlotl of ths laaso.

.05 0ff,ice Eoulonent Desks anil. cbelrs rlII be raqulred f,or tbc
qanag€r, secretary, receptloalst, a.nil otber olerlcal perronnel not
rorktng at the countcr. A tablc rtII be nec€rsary for the ues of tbc
flle eLerk or clsrks hanilltng tho naster flle aad counter fllcs.
Elgh stoole should be provld.eal for counter clerks.

Sevcral ftDng cablnets or drawers are requlrerl d.opend.lne
upoa the volume of buslnsgs tn the offlce. llogt of thcac flllug
d.rarors or cabinets sborr.ld ba clcslgaed f,or 5 r I cards, oac fllc
or d.reuor for I x 5 ca,rr[s, a corresponilence ftle, anit a raport
flIe. Ehe detalled. uee of, theec flles vlll bE d,cscrtbeat latcr*

Ad,eqnate telcphone facllltlec shoulil be provtcloil, ard,
alrangenents nad.e for proper llEtlag ln tbe telqrhone book. Ia
busy 0enters, where ssttehboarelE oannot bc obtatneil, nunbers oen
bo lletetl for the several servlces perf,orneil ln the Oenter, tbat lsr
a spcalal nunbar for Infornatlon, a spoctal nunbcr for ltstlng, otc.
rn sstlnatlng telephone naed.s, lt shou,lal. be borne !,n atnd, tbst th,e
ooaJo.rlty of ltsttngs ars nd.e by telcglhone ratber then by personar
ca,ll et tbo far Eoastn€ ssnter" A sufflclent aunber of telaphone
sbould. ba o$ tba countar for uce by referral" elerks la checklng thE
aval}altlt ty of s"econnod.att oasn
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.01 The effectiveness of the War
Hous{ng Center ls dcpendent ln large neazure upon the snooth operation
of lts ar.adntstrative nachinery. The personnel problensr budgets, sd
equlpent and sryply procrreuent nay seen to be only lncidental to the
reel Job of the l(anagern but caref,ul attentLon to a&inlstrative detalls
rrltt pay dlvldends ln ttre long nm. The progran of the Center rnust never
bc htndered b5r a breakdown ln lnternal operetlons. lbe follonlng sectlons
of thls ohapter attanpt to provide the Manager rltb an adequate acplanatlon
of establishcd edntnletretJ.ve procedures and to glve htn snggestLons that
rllt eld htrn tn dolne hls parb of the Job,

sEcTIoN tr€. PnSOm{m,,

.0L Oene.r.ql The staff of each lfsr Housing Center ehould be tailor-
ed to 'fit local neods. The nunber of adminlstratlve offi.cerg and speetal-
iste needed f,or lts operatlon are deternrlned by the Begl,onal. Repreomtatlve
at the tllne of establLshnent. Subsequent changes arc detErulned rpon after
oonsultstlon nltlr thc lfar Houslng Center llanager.

In order to lnsure prompt serrlae to the public, the operatlng
stafl Ln a War Houslag Center ehouLd lnclude an adequate nrsnber of lnter-
vJ.errera, t1rplots, flLe clerks, and other enployees, hrt no Center should
wer be co overgtaffed that there ls not enouglr work to keep eaah esrfrLoyee
productlvely ocorpled drrri.rlg the worklng day" trtith the nationwidq shor-b-
age of lebor, ccpccle?Jgr ecute ln the criticaL pnoductton ereas {herc l{er
Housbg Centers ers futctlonlng, it ts NHA| s pubLic duty to be sure that
enployseo not rcgrrlred ln the Csrters are released for other essentlal
war work. ?he oonscieutlous pusuit of thls pollcy is essentLal both for
the norale of tlre offlce arrd to hold the respect of the comrnity"

.O2 Procwqent Ore stafflag of the offise ls the first, step and
nay be epproaalred nost edvantageorrsly by follovrlng the procedrre set forth
ln lfltA Iemandun l[o. 23-5: Orrtline of Resional .Pergon+e:L Procedure.

Thc opeoJ.flo procedrrre wtrLch is foJ.lowed by tho Hoglonal Bepre-
ccntetlve ln proocssLirg ragional personneL actions for subnission to tho
rersonnel Section of the Dlvlsion of Arlnirdstrative Serrices ln fiastrlngton
Ls preeented belor.

8. Budget requests for the approval of Ear Houslng Center posl-
tlons arc revlered oarcfuL\y ln the ligbt of the appropriate posLtlon
standards atts,ched to flXA llenorandurn No. 2T5.

b. If the posltlon ls over CAf-5 ($2000 plus overt.ue)r a rough,
brut detatLed descrLptlon of the posttLoa 1s lnchded with the budget re-
qucat.
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o. A errggested cheak Ltet of tnfornatlon desirsd concornlng
new appointnents at-CAf-, ($2000 p)-ua overtLno) a,nd under, and wtrioh
is to be telegraphed to Y{ashfuigton by day letter, is gJ.ven ln Sectl,on 3
of I{HA Menorandrnr No. 23-5. The inforrmation desLred for new appoint-
ment,s over CAF-5 is listed in Sectlon lr of the sane nenorandun.

d. The new enployee Ls entered. on duty on\y afber telegraphLc
approval of the appointment is received frona the Persorurel Soction.

€. Before the new enployee can enter on duty or be paLdt
wrltten authorl.zatlon of the appointnaent nust be sEcrred fron the re-
glonal. office of the Ctvll Serrice Comission.

f. ALL reguests for pronotions or recLasslficatlone are
accornpanled b5r blue personnel reqrrlsltion Foru IIEA 2}l (o1d Forn !{HA

iJ) and a descri,ption of the posltJ.on.

g. AIL pendlng separat!"otrs or transfers are reported at
once on blue personnel riquiiftfon Forrn NIIA 2H. y

h. A}[ nottflcatlons of nilitary frrrlorrdr ere acconpanl.ed
by a copy of furductlon orders.

1. the Personnel SectLon le notlfled at Lha earllest posslble
moment of pendlng (k€f) vacancLes, transfers, reeLgnatlona, etc.

.03 Qual$jFlceti_ons lfhenever poseLble, the staff should be galsct-
ed fron the Co rrrff ln rchlch the &ar Housing Centor ls loeatedr because
fanlltarlty wlth the city, its leadlng cltlzens, street addressegr trano-
portatl.on facJ.lltleo, etc., i.s desLrabLe, The succese of the {,'ar llous-
!.ng Center ope atLon depends 1argely upon bhe ca$brs of its pereonnel
and theLr ablllty to secure and rnaintnlq good pubHc relatj"onc. There-
f,ore, the Sar ttoilstng Center llanager cupt-exercige oare fu the eelectLon
of candidatos for wtratcler positton ls to be f,lH"ed. In addltlon to se-
cur.ing persons utro are acadeutcaldy or W experlenca uell gue]lfJ-ed for
a parttcutar Job, lt is also neeessary to be satlsfled that the applJ.eant
rutlL present a businessl:lke and frtendly attltude torard the pubHc.

.O4 VoluotesFg It 1s ofben posstble to flnd Porsons utto,r tY reason
of other UusGss or honsehold rcsponstbLl.ttteg cannot undertalce flll
tlne Jobs, bu0 are rllllng to rork par-t tlne ln the Center as volurteors.
Illhere such persons ars avaLlabLe the Center ls elrabl"ed to oxpand lte
actldLles wlthtn s l{n{ted budget. lhey nay be nsed for a varlety of
Jobs, br$ requlre the same klnd of tralnl.ng g;lven the pald staff. The
subJlct ls covered nore fully tn tfl{A !{enorandrm l{o. 30-281 fgJgggg
Sjnrice ln Tter Horrsb8-Centerg.

neat, forog
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.05 E\gggQeag The eample firnctlonal chart, attaehed, lndicates
a t4pteel patiern f,or the assi.gn*ent of duties ldthtn a l{ar Housing
Center. The tifles used on this ehart are descriptive of the dubles
perfomed rather than the s)€ct Clvt1 Servi.ce titles for the positions.

The fiurcti.ons on the chart can be adJusted to flt the needs
of each War l{oueing Center. This dnrt was comptl"ed jn an attenpt to
eRcompass all possible office adninlstrative functions of a ltar i{ousing
Center tn a cLty of mediror size and should not be regarded as a erl-
terlon for al[ War Housing Centers. In the smaller offLces it l.s ex-
pected that persons norraal$r assigned to one fiurctlon naryr actuaI*ly
perf,ora narl;1 of the dntl"es outllned Ln other seetions of the charf.
The Tiar Hous$"ng Center ldanager wllL therefore be expected to aLlocatc
work according to the reqtdrenents of the office and not necessarJ.\r
aceordS.ng to the chart. py tho sa.rne toker, ie larger offices tt nay
be necesoary to break down even firrther the all"ocation of work.

SECTI0I| t+3. IIOUnS 0F ltontr' I^EAVE ASID PIXROLL DEDU0TIo$S

"Ol SgtHg.-gg-Ub& Another very lnportant phase of operat{.oas
soneex"ns payrolls end leave. Official hou,rs of work are estabLl.shed
tn Rep,i"at5.sn 25-6 and there l-s soxre lnforratLon, respectlng payrolls
tn IIIIA ilemorandru I{o" f&**.

The current baefc work week ir t*8 houre. Hours over Ip arc
consLdered overtLse end euployees ar€ componsated for this overtire,
up to [8 hours, by aa incnease appno:cimeting 26 of that part of theLr
base pay fthtch doee not" enceed $gg0O pEr ennun. Pa5ment for hourg work-
ed over l+8.wi.It not be :n*de exaept rtren ln oonforuity vnith NIIA Regu-
lation 25-6t 0ver.ttne_Pay,

.42 l,eave It tc the po}Ley of the 0fflce of the .[dnlnlstrator
to allor euployeoe the ftrLl benefi.t of aIL l"eare whenevar they can bo
spared froue, their offla$.al &rtl.eo, but, during the present e&ergency
two weeks eaeh calendqr year are recomended as a vacatj.on perlod.

Appllcatlons for Leave ehaU be trangruttted on Fonn NIIA
Z)-Lz teave shornr on this form
ehould ag to hours and dates u-lth absences shom oa the
serel*onthlg report of attendaaee.

o. $eISS&Jgegg a.ccrues to aIL employees, *hether on i.*.
deflnlie or peffixrs, at the rate of z V6 days for each
month of sarvLcsr or a tstal at 26 days annrrally. This Learre nay b€
talccn durftu ebe fLrgt, year of senrice on\r as Lt is ea.rned. There-
afber {t may be taken in anorryrts r.rp to the total accunrlated plus the
arnount stlItr to be eartred durlng the current lesr at the dLEcreil.on
of the offieer in oharge.

Und.er the teitas of the teave .A.ccrmulation BL].l whlch
becsne law on Deeenb€r l,?r I94€, the naxlmm tatal, annrral leave that

^/
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WAR. I-IOUSING CENTEF,
FUNCTIONAL CHART

- - -e:r:eP:o-11!P: - - - -a* $stly dftlltng uatt!
ab{ eod by t€laFhor.

g6c6ea conp.lets ilJo@tloo
os llstiags by klephon .

?t6lDaoi 3toriard aarals shd"
t!6 q?o, ]o@tlon, !r1c6,
@mutln6 oo !t , 6tc .

lolophDtrs. &41 .3t4to bFk6t3
b ohcolc lrea@t llslllg!
rsd to obt&i.n {ddttiodaf
j.lat!rgc.

ei..6€rf:aa ed 4labiE, flhr
fot ulo of cost€r cblla of
atl hoqatB€ l.trtrd ed rlF
lssod W ilrIFobt.

Aoi! qB S.cr.trry to l|t4go! ed
oftloa SqtrFrylsr.

I!kc! 6d t@odb.a illctatlo&.
?r€Fr€r rtatlattol n@da alil

r€6uLr t6ibrtt.
LotB ar t6I!Dl@& ldioattoD olar*

sd l. n.poillblc lot Cdagp&F" lltoetlo! on EC $d
ooaltltueit 3g@t...

l[Ake. aptFllto@ta
E@eiF! olltra
fdpl @r16rlnn@0o do rsK

ofao. SuFrrlsor

Aots l! aboscr of U@Bar.
Ondor dlrcotian of lraeg€r

@rdlates ad lup€rdBs!
ItltiDt, ia.pootto!, sd
!.tsrBl.

Ds@top8 a* &!d lE!'Fvod
oftlcr prcoo(lulea.

K€ap6 budErt F@rd6
Sulrrviala p€!&e!l

lo4lrt - lBfo@tlqa Cl6rk
lorlrtt Betr$ 6!1ar! to

psps! Irr.oq fu C6ts! to car
for th.lr a6ab.

ta9o6ti,o! Clarkr 
^a@ra 

lnqdl-
!16s'of oLl6r. sgardl!€ IgC
ed @$ttltuat rgdoLa.

Irtotrlfrr parsas lnt.r6Et A l!
co4?6ra1on pe6e. Inetrhrt
th@ dth lppltotlolr to Iss6
sd rdf,ar! tlo& to 80rc.

A3!1rt. or 46tr &r th..lrslrt nt
Clctk-gtauogtrphr nh.! &or!-
sry,

R6$rtd ClarL.
Intrrvlar! lndlvldalr had*

ast rsd or ll&Uy
dnilltrB ult3 for tut.

Obtal!3 ell, @o€Bst.). Lnllot
ttos on off.rod l1rt1tr6t
ed cntgft !@ oB !tqn-
dttd ctrd.

Ist€rrim .ppllet, for
hoasi.ag. Drt eier tf
ibay .fr o.rttftcd' frd
a6oo!er.y, ed rtgtarblst
tylB df aeo@d.ttul
a€.6sC

nafcr. q?,i.:@t to bolrtna
for rilli.h ho 1B sltttbl.
rft r telilil@r&B t9 rs
lf Elta $r actfabL.

Dlrrsia t9 eddstr Yto
lNbll. te.Frt tloa.

ftaquoata !trDlloBt to aa
Flonl, 6r{ i. F*$d
to lmc dth lFpet Elr-
tlo!t.

\-



Section h3" IffAR HOUS]NC CE$ITM OFFICE AXhTINISTRATION Page 55

nay be acc'imrrlated has been ralsed fron (O to 90 days, Irlhe,n the rrn-
used accumulated Leave of an empLoyee equaLs or exceeds 60 days in the
aggregate, not nore than L5 days of unused leave may be further eccumr-
Lated tn any one caLendar year.

b. Sig!_]egtfe shall accrue to the credLt of the ernployee at
the rate of r*Tffilnonth of servLce, or a total of 15 days lnnuaf.$
Sick leave ehall not be granted for slight Ll-lnesses or indispositions
not preventfug the enployee from perfonuing his regular dutlee. Slck
Leave rnay be taken rrithout a physlciant s certificate ln a,nourts up to
three days; however, Leave on a personal certtfi.cate nay anount to only
12 days annually regardlesg of the amorurt of l"eavc an cmployee nay havc
to hie eredlt.

e. teave rrLthout pav nay be taken only afber alL other Lcave
is $rhausted and at the 4Lesretion of the offlcer in charge. hcceptLana
to thLs nrle are the appllcation of Leave uithout pay for dlsclpLlnarlr
reasons, or enforced abaence due to lnJury on duty,

.03 $ithltoldjJq tax Effective Jul.y 1, 19&3 aLL agencles of the
Goverrnme& were requLred to dcduct and rvlthhold a tax upon tbe mages of
thel.r enployees. Thls !s a tax of M of the erccess of each nage paymeot
over the withholcling exenption allowab1e wrder the Law. Ingtead of
naking an exact final eomputation, honever, the Governnent elects (as a
tenporary expedient to bo adJusted on the baslg of a deteiled lncoqe tax
return) to rrttlrhol.d speelfied amounts shorm in tables establistred by the
Conptroller Oeneral, Tlctory Tex de&rct'ions were dLscontLnued on thc
date that rlthholdtng becane ef,fectLve.

.0& RetLroeut Ded.uc3,lon Retirenent dedu,ctlons to the anorut of
5ft ot the basic a.nnr:aL rat,e of, pagraent (1.u. not includlng overtine) are
nade from eactr semi-nonthJy sal"a.r,1f check to provide an arurulty for each
ernployee after a certain period of senrice and upon reaching a' certalrr
age. Deductlons are refundable if an enployee leaves the senrice rrlth
to0al seryice of less than flve tears, A sWply of the eynopsls of the
Betiresnent l,ct bes beea e€nt to the Seglona3. Represeurbatiya,

SECTION T'4. WAR BOI{D PUBSEASE

,Ol Genergl ltre ller Bond Counlttee on Governnent Partlcipatlon
has estabtlshed a goal cellJne for a pledge ot L$fi of t]e paSmoll and
the perticLpation of g6 of the personnel, As of Octobcr 1, 1943 the
NI{A uas far short of t}rLs goal; therefore, every offort La being ex-
tended totrerd bringlng each branch of the gentcc rp to lts qnote.

.02 @loyees rahe their bond
purchase arrthorLzet on Treasrrr;r Departnent I'om No. ?J;5Lt IgB-
!l-&lar ABtholispllorr garg and Becord pf pdrorl A4otoents. oE"forrn, arrthorLzatlon of ttt; Ell ufiat,mrltlples of, r*rich conven!.ently ftt thl dernomlnatlons of tho bcd

./
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desLred. A table lntended for this purpose nay be obtained fron !{Lnute
lfen. The determlnation of the bond to be purchased is aLso jxd.icated.
In the spac€ for tbrnploryee t s slgaaturetr the name should be given exact\y
as it appears on the ernplogrcet s sa1ary check

A co-srner nay cash the bonds rrlth the sane freedom as the o}iner,
whereas the beneficlary raay cash the bonds on\y upon the death of the ofiner.
Thls should be borne tn ntnd rhen checklng one of the l.lttle boxes below
the addrese.

Unless the enplotrree states speclflcally that the flrst e'llef,6Ev$
is to be nade durlng a particular I\rlure pay perlod, the f[rst allotneut'
rrtll be rnade during the next conplete pay perlod foltortng receipt of the
authorization aard. It 1g tlrerefore needLess to lndloate a date ln the
spaco at the left gide of tlre card rurless Lt be one other than that nark-
lng the end of the next conplete pay period. A1I persons in the field
senrice should check onlg trBy Regf.stered *o under delivery l.nstnrctlons.
Obviously dellveq9'ln person ls Lnpoosible ln the fteld setrvLce,

8,egarritless of arryr prevlous author{.zations, you should re-arrthor-
Lze yoru allotlneart rfien you transfer from one sgency to another.

SE0TION 45. ltsAVEt

.01 General Req&ations AL1 ernployees perfomlng offlctal travel
should study end obserye the
?s anendg{.4Frq4 ?.. lqrrl. These regulations have been ouppUed to eash
regional offLce and cover officLal travel tn detail. A few hlghpoints
are gLven beLow:

.O2 Transportatlon Forms and Orders

8r TA+vel_ or{erg These ere lssued by the central offlce upon
rccelpt of a reguost for a travel order (RequlsltLoE fpr TFav-e1 Orde{ -
Forn NtlA 26-1) prepared ln a fle1d offlca and signed by the Begional
Represenbatlvc or hJ.s deslgnated representatlve. ALL reqtrests should
glve the reeson fsr the travel. oOn Offlclal Bustneesn rILl not be ac-
cepted as a reason for the need of e travel order. A detatled statenent
should be prepared showlng the actual dutles to bc perf,orned by the
enployeo rrtrile ln s travel status,

b. Authorlzatlon to travel It Ls thc recponslblltty of eaclr
lndfi'ldual vltro@ to aecertatn tlat he has received
prl.or euthortaatlon to perforu offtctal travel. No supervisor shall
lnslat upon an enryloyee ennterlng traveL status rmtll the trevel has besr
approved by a properly designated offlctal, of the Central Offlce. Ttre
foruaL authorlty need not De in hand before beginning the travel, but
there shouLd be on fLle evidence of telegraphic, teLephonlc, or written
approvel of the travel to be performed, and rlth the lbavel Order !ftnber
srd Codc clearly lndlcated thereon.

l{oYaber 1943
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Although trave], rnay be p*rformed ntttrout prlor authority
in cases of emergency or other unusual circurnstances (see Travel
Regulatlonsr paragraph ?), lt n111 be tire personal" responsibility of
the traveler to Justlfy ihe necessity iirerefor ulren subtrltting a voucher
for relnburswent of expenses incurred. The Central Offlce rr111 also
requi-re a statement of justiflcation and recommendation from the RegLonal
Representatlve or other deslgnated supenri"sing adrninlstratl-ve offlcial.

cr ?r.apspo{Lgblon-resueqts All persons speclfically authorized
to trs,vel will request carriers and transportation agencies to furnish
aecomoodatLons for offislal travel by rai1, buo, or sl.rplane by lssuing
a Governnen!,4equest {oT-U:ansqlJigaSlon (Standard Forrn No, 1030) rtrere
the amor:nt lnvolved ts $1.00 or raore.

.03 Cgnplg?ine Trqneporb.atio$ Req,qeste In issuing lransportation
requests to carrLers, the travelers nnust nake cer|atn that the request
ls properly executed showing the following informatj.<m; (a) praee at
r*rlch request is J.ssued, (b) name of the cerrJ"€r or eompany! (c) potnts
of deparbure and destination, and conptrete route showing initlal"s of
carriers and Junetlon polnts nhere neces-qar?', (d) elass of ttckets,
nfiether flrst-cLass, linlted, round*trip, or other speclal class, (e)
under ilAuthorlzation or objeetrl the appllcebJ.e Travel 0rder Number,
and (r) under trvaluerf'value of railroao trc*et or prrllnan tlcket
used (usually lnserted by the tlcket agent on the <lrigtnal and by the
traveler on the .msnorandum copy, ) rr lssued for s].eeptng car (pullnan)
aeconmodatl-ons (whether standard or tauristr!/upper or lower berth),
the designatl"ons of type of acconmodation nrrst be made Ln the bloeki
provLded therefor.

It is the duty of tho traveLer to aacertain ln al1 cases
rryhether or not through tickots, excursion tickets, or redueed rorrnd-trip tickets can be purehased. The fact that the e)dstence of such
tlekets rnay not have been lcnown to the traveler does not relLeve him
of responsibillty for not obtaining reduced rates and the dlfference
ln cost rlll be chargeable to hlm. In case tlre retum portlon of the
round-trip ticket is not uaed, lt should be attached to the travel
voucher ryhen it is fl$ditted for pa;nnent,

All transportation requests spoil-ed or canceLed for any
reaaonr together uith thE mernorandun copl"es thereof, sha]l be narkedIcaneeledtt and zubnitted irnmedLat,ely to lhe Tilashing{,on Office. Books
of transportation requests and ttU,$. Goverrnmeni fravel ldentiflcatlon
cardstt (stanaard Fom lrlo. 1033) are obtainabLe from the Washl.ngton
Offi.ce.

!/ Paragrgh 13 of $tandardlzed Gqve,rwuent_ Trgre} Be&&glions arrthorlzes
the use-of rstanda accanr&odatloRe, availab1e
ITest of the ldlsslsslppl,
accorunodati ons evallable.
Travel Resuest.

and at e lower rate, are sesssionally the only
In that c&s€, thlE ehou}d b* indicated sn thc

./
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.CI& gf- Fgeg.pl v-qsqbgle Travel, Vouelrers (Voucheg foJ
ptn s

should be prepared once each calendar nonth
and rubrnltted pronptl-y (not later ihan the loth day of the fo}lowing
*al-ondsr month) to the Central Office. Instnrctions concerning the
keep5ng of the elpen$6 eccounts on vrl:teh the travel vouchers are based,
are given i-n paragraph"s B2 ff of the Travel,_,Be.gr1gb:Lons..

$effiI0tlI &6" SIJPPIJES At'iD EQUTPMI}{T

.Ol Ge.+eral lttose 14ar llousing Centers having a"nounts available in
thelr Federal budgets for the prrrchase of suppIl"es and equi;xuent are
reqrdred to route their requisitions through the RegLonal OffLees for
approyal. Detailed lnstnrctlons r€garding reqrrlsttlonirrg rrill be fornd
in a fo:'thcornLng regulatJ.on.

Local purchases of supplles are not per:nltted except in the
event of energenciesn However, certain essentJ.al serrices may be procured
locally" tbe regulation refemed to above ui}l orplain the circr:nstances
juetlfld.ng emergency purchases and establish the qrrantity and cost limita*
tiong lnposed against eilcergency prrrchase and 1oca1 serrrice procurement.

.02 $tqndard-Eoms The daily transactLons of tJre War tlousing Center
are faall.ttated by the use of s nunber of especially'designed official
folmls, t'he proee&ga to be foljlowed l"n ordering these for:ms ls set forth
in t'lHA BeguLafrto& ItIo. 26-6. .Anong other things, that regulation instruet,s
nanagero to naLntaln a t0-day suuply of standard fonns, a practice, uhLch
ls essentlal lf the Center Ls to be assured of having the forrns on hand
ruhen they are regulred.

The folloslng forns are used frequently ln nost 14'ar llous5ng Centers:

{og4,llunFer

1Jr3......r
25-30..'....
ia

TltLe

Beport of Operations (rwlse& Y/Uh3)
Financial and Persornel &eport of Dlrectly 0porated

l{iar Hous5rrg Centers
Semt aonthly Attendanse lleporb for FLeld PersolureL

. . . .. . Appllcatlontoleagc
. Prn:rlshed Boom l{astcr Card
. Frrnlshed. Boom for Bent
. Dwelllng Unlt for Rent
. AuthorLzatlon for Recondlttonlng Sorvlce, Private

Conversion Plannlng
. AppHoation for BecondLtLonlng SerrrLce, Private

Conversion Plannlng

3O-1 ,
N-3 .
30-10.
30-11,
30-13,

aaatt

alaaa

alaaa

aaata

30-14..o...

30-1,5. ., . .,, hffC Revlew Sheet for $creenLrg REconditLonLng
ApplLcatlon

30-3r+. . ., r . . frar lYorkerta llouslng Rsferral
T-35,. . ' . . . Applleatl,on forWarHouslng
3O-l+0.. ... .. Roonsllst
3o-.I+4. . . . . . . [llltary Persowrel Housing Referral

lfovenber 1943
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Seciion L6. wAR HOUSING CENTIR 0Ff10E ADIIINI$TRATIoN Page 59

The following fonns are not used in regular Vlar Housing
Center operation, but a snall supply may be kept on hand to dis-
tribute to those who may want then:

Forrn Number

60-I....
60-2....
6C-3,...

Ti!Ie

$otLce of Sale of Prd.vate War Housing
Petitlon for Relaxetlon of Oecupancy and Dl.eposLtLon

Standards for Private IVar Houslng
Petltlon to Rent Prlvate War Houelng Begur Prd.or

to febnrary I0; 1943
60-4 . . . , PetitLon for Change i.n Stipulated Renta1 or Sales Pr.lce
60-5 . . . . Appllcatlon for Exmption iron RegulatLon W
60-8 , . . . Compll.ance Report on-Occupancy of prlvate War

5o-e . . . . r"xlHTx 3:ffJ:"";r$*"ff:friltrll;"131',
wpB-28e6 . . ooiii::liHill'i#:,i:i 3f';::rffiff 10' 1e43)

ConstnrctLon
I4IPB-289?.1 " B11l of l(ateriaLe

,o3 clearance of voucheqq war Housing centers ere responsibre
for a prelini-nary review of vendorst vouchers prior to sutxnittlng then
for payment. In those instances n'hen vendors render certified invoices
ln lleu of the standard voucher forrcs roquired, covering vouchers should,
be prepared. For the particulars of voucher prepara+.ion, see the
regulation referred to above.

Each enployee who handles vouchers rrl1-l be responslble for
noting the terrns under which accounts are rend.ered. Tfne-discorrntedbllls should be given preferred handllng and the vouchers flagged wlthtrRush-Dlscountfr tickets on whlch heve been entered the erqpira{ion
dates of the d.lscount, periods.

t,eleehone:lg!:4ce Afier office space has been rented, the
local telephone qompany should be contacted and instnrcted, ts install
tbe nlnilmm telephone facilities necessary to the efficient operation
of the llar Hou,sing Center.

As a rule, the telephone company will supply the inforuetion
fnr t,he preparatlon of standard Forrc No. {0 (Revised), contract for
Telgp\one servi.ce. This contract sharl be drayrn in qurntupricate. nu
coples, after belng signed by the telephone cornpanyts authorized repre-
sentati.ve, ohould be nailed to the Yiashington office for approval and
acceptance on behalf of the Goverrrment. In like CIanner, supplenental
contracts nlll be prepared to cover any changes in connectlon with
existing servLce, such as additions, d,iscontinuances, increases or
decreases in rat,es, ete.

November 1943
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gncTlolt Il?, EI,{PIJITEE mAIIIING I]t A l&n HOUSII{G CIilTEli

.,0L &e $eea_for a4{ tb€ -Rrrpo-S-%qtlEelg g ltre peroonnel of the
War ttouslng Center ls necessarily recrti.ted from e ltratted la'tror una::ket
and possesses vary5ng degrees of, sk[l. It h{-AL, therefore, be nesrrsr?arJr
for the llanager to develop tralning patterns 'e*rLch lrtl} ut,ill.ee the highert
poientiall"ties of hLs steff. Throrrgir proper tra3nlng and supenrisi,ln, new
enployees niU. be prepared repidly to undertalce a firl^l btn'<ien of responsi-
bilLty, and experi.enced erapl"oy€es wil*[ bocone nore proflclent, thus nsiri-
talntng an effective Tfar llousLng Center operatlon,

ltre suggestloas ln thls section ane apprlcab"l"e bsth to th*
trainLng of vol"uateers and pald staff. Addtttonal valunble j:rstracttons
on the trainlng of vorrmteers are fournd l$ NHA Memorandurn 3o*ls: vokul*
tger rSe.nricg in [ar qorfll.ilg Jen&etll"

- - _.o? Plsgrrningjln{Tfa:!.nitglrogra$ slnce t{ar Housl.ng Cartcrs vary
wldery ln srze and organizatlon, and ln }g#!b of operatlonsn a speeific
tralnlng procedure would not be eppl.tcable to a11. It is therefore the
purpose of thls section nrerely to point out certain principlis and to
suggest teehnLques that may be useful fu a training progra.rn, The detai-l
glven irr thls sectlon le designed for use in the largest Ceniers" the
adaptation of pari or all of these genreral lnstnrctions to th* nee<ls o"f
the smaller lndlvldus.l c$ter must, be done by the Manager wlth the
guldance end assietance of the regional Homes Use stafl.

l}le fo]loning steps should be tatcm by the ilanager- in ptanning
and execublng hls tralning progranl

&.
l{anager nust

Ihe tTan Housing Center
e the totaL Job of the Center rnder his supenrision,

I

\

and for frainlng purpCIsss considsr each specific Job ln l"ts relatian to thewhole" Tlte use of Job descrlt'clone {the locaL adaptation of those appended
to l{Hrl }tenoraadun }Io" 23.5} y{f}l luplemenb thts analyeis. It should be
bonne fur lllnd that an adequate urderstan*ing of speclfic responeLbillty can
tr.e i:ad only when there fs e genore.l broad lorowledge of the progr*o, *u *whole. Furthetmore, there an ewployee has a worlcirg lorowleigelf 6ruentire operatlonr hls sertrl"ces can be used Ln a varlety of riys &,s wgr-tine enengencles oGsnrr

- - P.- flro tratnlng
corc$€ wlIl be both general-aad - the Center andrlth the enployees wlthin the Osuter, but shouLd proually cov€r the fcllorr-
Lng points: the neaning and irnportanEe of War HorrsJ.ng Clnters to the totalwar effort; the nelation of the local tlar Housing CetrIer to the ccwnnlty;to the Natl"*nar 

"oplog-&gencg, 
End to other war.sgencles; the proper

nanner atid approach in dealtng rtth the public; personaL appearince; a,rployee
ruLe_s end privileges; end the details of,"offico cperationur.fncfpOfng fit*i-
vlen!.ng, procwSng-and recordlng lnforrnetton, tho use of luaps, fi${ equJ.pnent,etc., techniques of roon inopectlon and reportl.ng. Ttre conlent of thj.s-
nartuaL ehouLd be u.sed by the l{anager a6 one aid ln planriing }rLs tral.nLng progran.
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Sectlon 47. WAN HOUSING CEtrfER OFF.'TCE ADhIINIST}TATTOI{ Page 61,

c- Seleet nethod,s of tr&l$bg The oelectlon of methods for
applying the training piograrn nust be based on an anal;ps1s of the Jobs
and the incrmbents, for the raethode ruu,st be adapted to the differences
in the background, experlence, and abii-Lty of the etnployees, tbe length
of thelr employment in the War Housi.ng Center, ed the nature of the Job
to be perfomed,. Other detersninir.rg factors include tlre tine and facil-
iti-es avaiLabLe for training, The staff of the regional offLce will be
able to provide assistance, and facilltles tn the corununity elso can be
employed to advantage. The Managsr has the responsiblHty for expl.orlng
the available resources of the conmunity and utl}lzing them fully rhen
theyu'rill contribute to the training progran,

d. Orsa4$ze_and plan the trainl,fle prorTem Thls revlsion of
the rnanual has been prepared in order to pror'5.de War llouslng Centers with
a handbook bo which eruployees nlght quj.ekly rsfsr" In addltlon to the
tralning program which should be developed to lndoetrinate personnel on
speci-fic Jobs, lt rrrlll be desirabl-e for the War Houslng Center Mansger
to arrange a schodule of staff conferences for the purpose of rerdetrllg
ttre revised roannal. The nanual ls diuided lnto ten sections and tt ls
suggested ttrat staff meetings be so scheduLed that one seetLon nay be
covered thoroughly at each neet!.ng. Staff mernbers should be given the
opportunity, prior to each dlscusslon perlod, to read the sectLon of
the nanuaL lnvolveci,

e. Eva"lFstg thq lralruLng goerq"n Duri.ng and afber the traln-
lng period, lts effectl"veness shorrld bE evaluated, ThLs evaluation
should measure (f) tfre extent to ruhich the obJectives have been attalned
in terns of oplcyee sidll, knowl-edge, sad attLtudest (2) tha quaLl.ty of
the Lnstrtrction; (:) ttre degree of lnterest and participatlon on the
part of the staff; and (4) the total improvement ln the firnctlonlng of
the Center.

Methods of evaluation ublch may be used to advantage
lnclude: ana3gsls of corments concerrring the progran by the staff, by
cllents, and by the regional personnel; personal, obsstarsilon; esplofee
lnterviews; effiCLency ratings; productlon records; and posslblyr rhere
Justlfied by the slze of the offlce, ap}oyee qqestlonnairesl and pen-
for"nanee tests. Careful evaluation w111" aid ln plannSng f,nture trainLng.

-03 The tratnlng Job fur a War llouelng
Cslter naJor phasear the lntarrsLve tralrdng of the
present staff, the indoctrinatlon of new euaployeesr ed continuous on-
the-Job tralnlng. These are not, eeparate operations, elther in ter:ns
of content or tirne, for training Ls a contLnuous proceBs, a fact that
should be bome ln nind as the three aspects of the Job are consldered'

8. Trai,rdBF eouEse_for plggeo! ornplqyees Declglons concor:[-
l4g th€ exact bchedute and content of the trainfug pr€grsn aro lefb to
the Tiar Houslng Centsr Manager and the Regionrl Bepresentattve- It Ls
suggeoted, however, that tbe traS.ning program be inaugurated Lmnedlate\y
rrpon the establlshnent of a Contsr"

l{ovmber l"9l+3



Pege &2 fiMEES USE GUIDE Sectlon 47.

Ths brsEd aspects of the program shoul.d be revl.ewed Ln a
6generatr- noetlng for n]I emp}oyeeor btlt the detaile of, epeclfl,e Jobe nay
be discuseEd wltb only the onployees dl.rectly conccraed" In srlrll Centers,
however, obvlous advanlagee wLil rs$ilt tf tralnlng tn epoclfLc Jobe ia
glven to all wplryeea* fh{s wLll enable one ernployee to perfonn for
enstber ta tho enea& of abs€nse or nec€socrlr personnel changes.

b. In$lpt1ng-gg--€rnplgEes. Ner employcee recnrlted after the
eenter has be€n ln operatlon for some tl-me ahould receive tndivldually the
goneral background lnforrnatJ,on suggested fui the preceding secttotr. Care
should be taken to put nen employeee et thelr ease by Introduclng then to
the other employees and fautll"ar{zlng then vrtttr aI} thc facillties of the
offlce. @loyeea rdro are ner to the cwunLty strould be nade acqraint'ed
wl.th tfie Eeny comunlty religtous, recreatlonal, educatlonal and other
faclll"tles rtrl.ch ntll bc of assistance l-n adJusting them to the nw
loca}lty, for the ecndltlsns of tho norkergr ll.ves outslde of officc houro
ean haye a ylt&[ effect upm, thclr efflciency G ttre Job.

Ths dotEllE sf tho Job urret be thororrgtrly desorlbed. For
oxcupJ.el afber Learning what the eryloyee eJready knows abor$ the Job, the
dl.ecuscton oan be dtrected toryard eupplenentlag that loaorledge. Instnrc-
tlon Ls noat effeetLvo rlren lt te reLated to previors knowl,edgs end experience,
The follort4g etepr sh$rld be tsken in teaching the Job:

Liet each of the dutLes of the posltl,on
E:ryl"ai.a the purposo a^ud Lqrortance of each duty
Srplal"n how tbe duty 1o perforned
SersonEtrete hon Lt Ls done
&et tho mpl.oyee lry to do trt
Sorrect htE nl.stakes Ln a constmctive tranner

A l.lrul"ted e,no$nt of tork ehould be asslgned to the new enpLoyoo
$rrrtry &he $.est f,ew rleg"r. ?he aosS-gnment ehou"Ld then be lnsreased gradual*
3{f usti"l he Se futndM**g }ls*.m *rl,l" }oad of wotrk. RLs speed of adJustnent rrlLl
m,ati*na"lfur valy 'a&th the t'gpe ef, wn'tc perf,orxod and hle prevloua arqrer{.ence.

Through f.requ*nt snd earoful- obsorvation of ttre enployee drrtng
th.e flret rveEks of amp)"oSrnaent tba Esqagor esn detelwlne how rrelJ' he- ls learn-
{sg ths job and prov&de s,ryr ncsqesery additLonel- lnstnnrctlon. l, follow-up
intertrlem shou"l-d bs held about a raek after the eup|Loyeef s !.nductLon- Ttrls
mee*Jqg wlll pro'rtde **r opportun"tty for sbsereLag tho ernFLoyeers progres{t
a&d. h$s adJustnnent' tE the Jebn ard f,or ftlLing aqf geps in the lnduction
6ratrnlng"

The need for trai.atng does not stop rrlt&
ietion ;i- ;i;fi;r";t fir's-;";;;-

StbL$ wl"tt! a ccrytrehensiveSgr pl,anned and dLll,gcntlf oxecuted program of co-
**;nuous on*tbe*Jcb traSnlng esn the Wer Eoueing 0q$er staff eclrLsve the ld.sh
gt,andard of perfomanee r*qtr*.rsd for acconpSLshnent of ttq inportant task.
t'I*CI prlnaS.plee amd *w&b*de dssEr{bed ln ttrlg nearra,} should tretp tne !eoq:6r
fut prowtdtng th*"s typm of, tratnlng.
SEvmher L9l+3

(1)
(a)
(3)
( t*)
(s)
(6)
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Section I+?. WAN IOUSNS CEMEB OFFICE AIMINISIT'ATIOI{ Page 63

Tbe discusslon of tratrdng nethods drLch followe ts
lntended to zuggest mys for the sontlnuatLon of the traintng process.

.04 frainlne Uethodg

a- The sta$f neetlne negulsr staff meetlngs are arr l-mportant
training tool.@e of establtehlsg a fr-e oxcbange of iaeas
and lnfonnatlon between the Maneger and the nenbers of the staff. The
or{.$:inal tralnlng course nay actrrally be conducted as a serLes of staff
meetingsr so that subsequent sessions aren ll tnrth, contLmratLone of
the training process, Afber the origtnal training eeries, staff neetlngs
should be heLd at least once a week. Materials to be dj.scussed Ln tbe
neeting should be distributed suffLclsrtly ln advgnce to permlt, review
by the staff.

the uansg€r or srpcnrisor should pr€pare, tn advanes, a
careful plan (or agendi) for thi meetLng. He giouJ.A kror ntrat subjects
he nlshes to cover, decide upon the uethod of eppnoaeh, prepare hLi
naterlalsr and allsqrv a proper a,nrount of tLne for coverLag tle asslgnnent.

The staff meetJ.ng should be used as a medlrrm both for the
lnstnretlon of workers and for secrrlng tbe conuentg and atrggestJ.oas of
ernployees concernirg' their partlcular jobs and conaernlng War ttotrsfag
Center olnratlon as a uho1e.

Although l-n large Centers it nay be deslrable to assemble
only part of the staff at a time for general meetings, there should at
least be nonthly neetlngs when all menbers are present together.

t -tIn etther staff lreetings or Lnterriews- Each step should. be periorme{
separatelyr elrd the reason for lts use erylained, follored bf e denonstra-tfoS 9f the complete operation, Denonstritlons ar€ neefrd. ln teactrlng
euch Joba ao:

Internl-erir€ en appllcant
Procurtng e lLet{rrg by tel.epbone
Genorel telephone tachnlque
Approacldag the landlord for the prrpoec of r€@
inspection,
Ellllng out fornsr ead
Uaintatrdng the fll{ng syeten

lllben denonstratr4q proper nork procednres, tbE actuaL natErlaLs aodequtpswt eryloyed tn the 1ob slouLd be uiad.

G. Ot$tr.dericpe rn addltlon to daff ncetLngo, tndlvldueJ.
flterdgrc, aaffi, other dcvldes usefirl rn ioruarng or$
the tralnlrrg of crnployees lncl"ude:

(f) $paeegtlon glLes the use of suggeation sll,ps !.e

(1)
(z)
(3)
(t')

(5)
(6)

,/
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heLpfuI l,n stinulstlng urployeo lntsrest ln the opcratlon of, tho War
f,oretng Centcr, Beoo6nltton should elnayc bc gllven thogo rtro nake
riorthnhllo suggesttons.

(2) $gf{$€FprandB Infonnati.on wtrlch ahould be die-
seqlnated dur{ng thC intbn'al between staff neetJ.ngs san bc ef,fectlva$
gottco lnto the hande of enployees by the ugs of a msorendrn addresscd
to ihose st8ff nenbsrs to whon lt applles.

(l) Bu$,.gtt=rlBoPg! A bulletin board kcpt errrtot by the
poetlng of asrnorncenenbs of general- Lnterest to the sntire eteff ls a
vlsual aid to tralntag that shouLd not be overlookEd. A ueefir1 technl.quc
Ls to eilist the mployeesf particlpatlon tn findlng nater{.a1 rtblcb rrlt1
keep tha hrllettn board Lnteresting and up-to-date.

.O5 Mater{als

&. Ttre rnanupl ap{.o$f,Le1$l- rj*eagg aqd fottts In tret4t48
the War tro hc offtcLaL-
reloases referred to herell and copLes of alr forts wed ln Sar EowLag
Csnter operetLono should be nade avaiLable to the steff- AB lt I's not
posrlble to provide suffLclent copl.es of the nanual to place one !r thc
hands of each employee, emangeuots elrould be nade wbereby tho mtira
nanual-, or selegted seotlong of lt, nay be uade availabl,e to al} onployoee
pr{.or to the staff neetlnge Et xtrl'cb cErtall sectioas ere to bc dlcoussed.
For trainJ.ng pu{poses lt xrtll be deslrab3.e to rnalr&ai.n tn the Tfar ltouelng
Centor and available to aLl eonployeeo, an eetlvs nkltu whlch eontatns
copLeo of al.l forss wed ln the Center, togother rdtb tnstrtretions for
tbeLr rrse"

' The nanual, the related offlcLal te.leaaer, and the Latest
index thereto, shanrld be kept acceeelble so that arl cnployeca of the l$ar
HoueLng 0entEr staf,f ean refer to then convouiant$ nhen quoutl.ons ar{.se.
l{ew employeas sbou1.d bc instnrcted Ln tbe pnoper uB€ of tbesc nater$"els"

b, Vl"sual _el{s Graph5.e i.LlustratLong e,re alrrrye cffcctive l"n
alard"fylrlg nstiffi,nbed orell3r, Ibs der!e3. elds uti].tscd need nst
be forrlal or sleborate produotl.ong. Stnplo oharto, dlagrane and pooters -
avea those gketchEd ira a vcry rorrgb f,ashtoa - u$f bc valrrable. In cm-
neotion wlth dlssussions of proeadures, wrd.oul pot-nta ney be llluatrated
by roferonco to tho aot'rral forss and eErlpncnt ussd tn oerr1l'lng out thsse
procedrlres"

"06 4ttj.tgd?_El4 Behsvfot TechnJ"ceL tratnlng eLons rrlll not auf?lse
to develop a t&orcug:hly edequate an1rlryee. fbs ffar_ Horutag Centar llanager
(and, ln large Centers, otber aupenrlsor.y p€raonnel) gngt teka the reepon-
siblll"ty for developtng a sp!.rtt, of belpfr*noss and rllltngness to ecm?-
Tlre f,ollorlng suggesttons anc nade Ln thtE connEotionl

Bo wtlItrU - s\rerT mployee should br rvlll"fng to dCI aqr Job"

Novmber 191+3
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Section lr?. WAN HOUSI]E CSITEB OTNCE ADUIMSTNATION Page 65

Be oooperatlvc $lth tlte ednirrlstrEtlvq offtcerE arrd wlth yorg fe)Iow.|rotter8.

Be cheerful €flrd pleasant; people nlth a perpetrral grouch, or who do
not enJoy wor{d.ng at, the Tiar Horxing centor shordd find emplo5nnent
glgcwhere.

Be ettentlve - learn to gct aLl nsoessax1r information fron }lsters
and app$canta vrlthout ropeatJ-r,rg quostlons; let each eLient see tbat
ho has yanr oonpLets attentLon.

!9 not €rEousc yourself from, a cllent, to epearr to others (except as
Lt- conocrns your cL:tent), or perudt yourself to be interrupted. by
othrrs rfrrn a clLent :[s rrltb yor,

Be busineccl:llc; do yoru nork rvlth dlapatch and aseursnco.

$ cc{$.n of yenrr facte. rf you are uncer*ain, adrait l.t, excuse
/orrlelfr chock t,he queotion at band, End cone baek ntth ihe answer,

Be rryathctLc, but DOISIT oncoura,ge }tfe blstoraee,

Bo eoouratoi exalLtne *11 entr{.es eade on offlcial. forus; be sure
they-11e^ c_orylcte. lTrlte leg{bIy or prLnt, the lnforraiLon requested
on offlclsL forus ao that lt oan be read eacily bJr others

Bc apprcotatLve. ttris appltcs partlanlarly to l.istfu€ clerks-
frrogns ustlrg aocomodstLons chould be si$rred tbat they ere per-
foratne a resr prrbue scryLec ud that that egrvlcc Ls a$rectai;ea.

sbcn you gc aofns a dest, telephone or oounter Job, be sur.e you
hevc poclls end pcn and lnk and an adeqrate srrypry- of, the neieseary
for@,

Be sonaldcrrtoi Lf you heve to Leave the sffloe to keep another
rplolntnmtr or nlLL rhor*\y be rdLleycd by enother anptoyee, 6tc.,
Lnfonn thc reccptlonl,st so thst ahe oan reiorb this tni.ornation to
sqf pcroono rho ack to eeo you.

S. oq"tr:rs; you ar' ao cqiloyee of tJno prrbltc rnd shouf.d reff.octthla ln rll trenseeu.oar rftn f,Ue pnrbllo"

Novober 1943

)



Seciion 5I.

CT{4mffi, 5. IJSTIN 0F }iAR H01JSIN& ACCOier0DATIOl'ts

sEcTIolI t]., TIIE IilP0RTA]ICE 0F TIIE IISTIm FIIS

Psse 6?

.01 Upon the establish-
nent of tbo lfar uemgor should fLrst devota hLs
attentLon to tbs devdlop*rt of an adequate flle of room. and dwelllng
unlt }leu.nga. The rrar bous{ng pltogrs& for ths }oca}tty riLL have
ectablistred tbe sl.zE of the estJ'nAted esser$tdi" in-xdgnaij.on f,or war work-
to meet thia tn-rnJ.gratlon, the pnogren ssto f,orth ths estlnated, t*tal
uuber of accormodatLons requlred, and. the estS.mtsd ru:mbor which must
be obtElned fron erdstrqg shelter, and s]}ocatea the unf,tji.ed'baLance of
the ned anong privato md publtc bdlders for conversLon or for new
constnrctlon- S,nco occuFaueF qs$ ile eontmLtred on3ry l.n the hou^sin6;
bultt rlth prX.orltLes asslstance and since tho:.e &re ssver&I g3:o',r,:r*r

besides ln-rdgrant mr rorkers corryeting fon oecupensy at ed"nti-tt6
ahelter, lt followc thst - lf tho pLa,nts are ts ob&ai"n tbei"r req'..ii.::od
nuuber of rvorkprs - thsre mest bo sore noane of, assur{ng i-{t a tig'ht
houelng nar*et'that at leest the esttnated nrmber of 6,ilgi.ble 5.n*nrlgrants
obialn aceormodetlons ln tho rrncontrrrlled heras*ng. the Wav ilousJ"ng
Cmtcr Flan estabHsbEo the War Houslng Cantep as +Jre egeney tiuough
nhope cfforts oecqpency of thls voltm cf herrnlng 3"s e*slrred *e j.n*
mLgrots" lbe degree to rdtri.ch thc l{er l{ons{*S esnter f,ai3e to obtaLn
tht o oocrrpancfr narks t&e degree io drtch Lt lue faLLed in tts pt$'5:$aer

.02 Core of,.QpcrstLong Ttre cer6 sf W*s l{ousSng ewlt;,cr opet?e"'
tions fs @etSngs sf availabLe *wti;"xlne uniis ar:d
roffis. &s rllt be shorne hereaftEr, arr&ag:€nre$bs h&vo boen nade *,
natlorrel md neglonaL levels for elther the &LrEct 3J.sttrryr or the'
transfcr of lnfornstLon prerequl,slte bo t&e 33stlilgr of 43.1 gg o::
gowerbgl unltc to bsoone avaiLabla f,or lntt&a3- o*etpanry" If, w*::t
bo the raapona{b{.L1ty of the War Ssus{rrg Ssnter }6,aneger a$d his staff
to exeroLse the lrdtLat$re noc€ssaqr to poroduce the lJ'sting of
avrLl-ebLe r€one and dv*clllng nnits l$,gsls*t4&6 sheltar- Tt ls the*r
prine tagk. It ls not an oasy task. gf, nocseS prc€ess€s wsrs
eufflcfunt to secrre the anmurt of shelter 1n d"eri-ng stnrctut"eso
requLred by the pFogran, thsre rould bo ljttie juatifJ-catlon for iire
estlsb[shn;nt of a Far ffoueing Center J.n mst rrieas" It Ls not
suffLcLent for the llanager to sit bae]r and 'rat* for lLstingo *o ecrrae

l"n, Ile mlst get busy and devslop than. Posit'l.ve asd tngenuolas
nethodc are necessa!:T 1f tho prcgrao *.e to &re set and the rar eff,$*{
not lqreded, Eaeh alLgtbl"e appll"cant nst prav3-ded rdth suttabl"e
shelbEr Ls a trerk agslnst the cffectlvenoes af *he Cslt'cr.

sE6TI0it 52. paINcIpLES OF SSLSC$0$ $Om UEAI{S 0r 0BrAI.}ffN tISII*i$

.01, Gsnprpl $tnee the prino reepondb,S-f*ly tg_tfue War H$us:-i€
Celrter te fio 6$in g,1:l possibte lLsttngs f,or e3fui-b}e war workert::i €verfr
poselbl,e ts€ans of obtatnLng eueh lJ.rtinge ehcr:3d be ery&ored.-*In many

instancas, tbe nethods necoosallr a,re noft Aarg bcr eppSy ard lilLi$ n{,"rb

aftaye prrove prodrrctlve; horlrever, thone ne*hods r&9eh seexn at rJ1
feasiblc snoula be effectlvely d,*volopa* *sad. 'uhit:rc'ir€3l1-Y *xrr{,,pt$ ::}e*ugh.

./
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i:lrd*iii wkleh wiIL Produce
,r* i-i;li;r ec;Rstn.ed in thetr

-:,rt,]::. :.'r'' :'ll :i:l Stgbltshtng the
,.: .,,r' : ti.:;.,..{*,* l*a?' }ig c,mCgf$,fatgd

'. , .-,.,, ,',,E ii;ttl,i;3; Sf Ln Seek{ng
,-, r.,.'.,, r,::r.:i ..ix.ii '';,[*gd the nggd ls
, ,.,,;-,. ;!:,1 ! I*r.1i$?{i]-ly use a'rqy t3rpe

..',, :,":"i.. n* ur;-$'$ €ffectlve Lf
', ,,,,,, ,,.,f r.!i{ti:'}'fr6d needS, and

. -i-. - -'J ';irs sary&ign dlregt-
..., ::.,4'L.r."* effoft on tbe

, .r,:,.'.r..:.:i'.,,,r'i-: isr;tt*,!,;?e }lStJ,ngg ftlf,
;:i.i.;,.:;:r.::; .'lii egtir;f,aatLon to the
..: .-,,, '.i1,",;,.. i,-}i:*,#!'* Undgf UffugUal
'r ,i.:.::..', -rl.s?:ijq;s *u UsUally
::. r.;l;l;:r"'.r;i;al:.*i:,*{: L.& Vr{.I[ be &]C€S-

':.,-".1:: :..1;::.; :r*F.:l t.iie Yfi8,f plantS)
onJy vrrtren there ls err slt!;**i.,ei.i !.,:. ',., .i. :.:;-,,r,;.lt":: u,iifi-cLent to dibarfgt
the nornal supply, Hovreve::', *.i:i.i..:'i;, 'jl.-i.!1.;:1,i .,*;i,"i;i *ert, be solicttcd for
e need nbLch ii not lik*ig t,:r l:i,:,':,'.,1-1 ..',:-.';;'' i;:::., ;ii"i.tr!*.ip'. thO reagon

L:]

Attention shorlld gs dil"fir:.,,:_:;i :,.,..

the greatest nunber *f, qxr:r"j",l.,:.i -i :,,: ',.,,,,.,,
solicLtation,

,OZ pfe_eStAbLj.el:ij",,;u,.1 r,ti::;r:,..:.,,r i.

files ttre ffi,'i''.r;'l] ,,1

on stlmulatlng ttre )"!stitr";1 .:.,i. ,:.,,, .

l-Lst{ngs 1n those &r€,8* !',j,i-r,i,,,.',: ':'.:::: :: .

greatest. Although ihs 1:'t:, ii,..,t, ,: .r.,' l

of accomodations fit&Ci;i {,r'::r, ..,,.1,:,, : l

e defirdte goaL is ea*&iri.., ai.i.o*.i -
both the media chosen *;lli ti: q i,:,r .

ed torrards achlevl"ng en3.;i t*:ri ,,:: ,,:-':

part of the ![anager ar:d. tij.:.; ;i:!.,' :.r

ofben result ln a groat ':l**i,i. r::;r"- r'.:::',,
tenantg. An obvious e; n4;3.'* :1.i: ,.....
cl.rcunstances, tbe city-n'i.t'*,itii..'r,r',; l

adequate to meet norxs&:- ri**{ti:., ti,. i

sary to soliclt rcoin"s ip::'c"ll;:..',:.1.;'i

for ttds ts that n8'ny p€$p:"* I'ii,.,-, "-".-;.1.s-.!.; ,' r,i:r 1.rir'i. dlrSt's thelr hmeg
,,iitr*lv{{r'kt}"s for petfJ'otlcwlth others ftty be wiU.:i-r€ it* .i',r...":

t:e&sonar and bheir cooperatios:', ';r,'r'i;,1.'-:i i:,,: .l',':-,*i, **:rj. '*i're pfogra[ thereby
Jeopardized lf thelr asgls*&$.(;ii :i.r, .t. :,,:::r;'.riti;,!:'i:' al;* 'f l:<rir not usod.
Stnllarlye those formsr.l .o* g t!*: r;r:;i;i:;..i.*;!: ;.*l-.,i1,!d. !:*:o.llr lrr nind suoh'
fastors li tne location,;t" €h* l,n,i;rri'i.i *.', ,*l,-t,13"* 

"sssssuting 
dlstense

of cerbaLn lrst p1anLs), th* xsriit"..;:. -."..n! ',i..-'i. rlsl **.t the LrmedLately
$rpected in-nigfants esn pey) s ,*.:1,.j !,.ri: ir..,{;+r:'1,'*d p*iir <i*te Of thc Ln-
nLgratlon. The sJ.ze of the '1r*r"i:";;,s 

'*;ir*f:* i*t;ii ttle pl'egange or ab8€ncg
of I\rrnLture therein, also p3-a.p +r qi'*."l" *:ii:,,.+ !l;* bylre end sourc66 of
ln-nLgratlon are constanil-y t"lu*.*g . i:--

.03 Imorbang.e .of-$3r'1r_}!*sl#.r t,i.;. ;;:acsel-ng rs€ans of obtal.n!-ng;
Ilstlags, @sirs&A bot p;*u:od *ri tbeise &sans rblch na&a
poesible tUl U.sttrrg of prdp*:'t3' j;*,il:ri.,,'r.,* ,ts;:i:3*gg-"H9$- - 

In^e !f$t
horrstng: narket, quarters seldiJie ;'nlx*;.i': :i*i":r.r;';:t '1it4g atd jJ the Ogtgf
etcpect; to nake llettngs it, skc*i{:.ri i:,,r,i}t. p,','':i.:i ifui***gr asd nako ttnodt-'
glg referrals.

The Errposes of tbtl p'*tt";':-'':"g i"#+r*::&-* haEg beEn to lndlccte
the lryortance of an ader-1ue.&* m,i.g4rjli. ,*f 3i;*t3sHs edd t0 enruerato s@{t
of the prllciples for sei-ee*ilug' {Lt* ,,",;,;ur t,i *?:},&i;a!*6 3J'stirgs' lhc
bahncJ of thls section lrl}i t{l'si, .}:li*.;'f i,rr- & fet; cS bits naI{F ways i'n
nhich listings at the Center ffi&y'1;'+, ;9'j-rr"rlti'l;;i'l;i3, e;a't *'tl'l t'hen eq':lors
tlre sethods for devoloping th* f",;;..!,:rii. ii.l;* u:f uxlrtirg houd.ng r€source8.

StrCTIO}I 53. MEAI{S 0F OBtA"IliTlf* l-i.5ji;.iir5
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Section 53. LISTING OF t[A.R HOUSING ACCOIIMODATIONS

take up a few of the nost useful means of sti-:nulating listings at the
War Housing Center, other methods wiII occur to the War Housing Center
Manager. llo ldeal progran suitable for autonatic application {o any
locallty can be recornnended, for those methocis most froduetive of
rJ.stlngs in one iocality ruay prove of littre effect !n another.

- '02 voluntql]l],tst1le The publicity attendant to the opening of
the lYar i{ouslng_center w111, ln itself, produce some }istings. If the
-Center 

glVes effective serrrice in referrtng applicants, the same lanci-
iords |il.t probably lIst other r:nits suUsequenily beconring aveilable,or re-Ilst rented properbles for reoccupancy. tl ttre offices of the
war llouslng center are sultably and cenlraliy located, and their
existence at this l-ocation identified by signs, passers-by nay be
stinulated to list their accommodations.

.Q3 Ujg A mulriplicityof housing registries. usua[y gives ri,.e to confusion and drrplicationof effort. Prior_to the,opening of ary Yfar Housing Center, inu iulionaf
Representatlve niIL usualfy navE nad.e iactful effofus to obtaj-n thevoluntary consolldation of other local regi.stzy offices 'yriih the War
{o}:irrg -Center. ft shorrld be understood blr ali parbies to the consoli_dation that the regul-ations of the Nationai itorrs3.ns /rgency *:gr u"follovred. It ls norna$r unnecessary to tra,nscribe t[u dlta fron thecards gf a*y earlier r_egtgt1ies to those of the War Housi-qg Center. Ttlelwo sets or cards can be inter-flLed and, under ordinary clrcunstances,
the syst_ea w111 becone unlfled merely by recording new iirtitg" on ilfiC-forils. Where sepgrate registries are to be nralntiined by suc[ agencleses the US0-Travellerrs..{id, amangements should. be made lo avold-compe-titlon for }lstlrgs' Wher6 the_r6on Juppiy-is aceqr:ate, itru l,iitc rtt"y'-supply thls ageney yrlth llsts of avatla6ie- rooms nit n"6a"d uy n*" ivorkers.

.01+ Pr*U.cltv The neans d,escribed, above vrill not - at least inthe ease of a new\r opened offLce - alone produce an aderluate supp\rof }lsti-ngs. The Homes Use program must bb trso1dtr to the cornmrrnii,/as
a- par{ of the naiional lrar effort and - because the public nemory is
short - resold over and over agaln by continuinc pubiiclty- Rs thepubllc becomes aware that there J.s, rryrtrrin the iornmunLty, a special
agency uhlch is operating a centraUzed home }istlng and referral
serrrice for war workers, Iocal response is apt to be generous. Thls
l-s especJ.ally tnre lf the publlc urdersland,s that the serrrice is freeto both Lister and applicant. The most effective and easi\r availablepublicity nredta are newspaper arbicres and advertisements, radio
announceltents, morrle trailers, and speeches or announcements to local
comrirunlty_groups. Plans for a general calpaign empJ_oylng these and
other publlclty neans wiIL be found in Chaltei 9. -

Fublicity nry be used not only as an instnment to acquaint
the publ5.c with ihe general advantages of using the War Hcusing Centerhrt also in campalgns to achleve speciar prrrpoies or obtain a Jpecial
type of rlsting. rn addltion to tbE usuar mearrs, nanagers have, for
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example, encourag€d department st,ores to set up eample roorur of in-
ercpenslve firrrni.ture ln their show rrLndows wlth placards advertising
both the War Houslng Center and a campalgn to encourage snal-l fardlies
to share their largo hones rdth the famllies of war norkers. Stori.es
tn rar plant horr.se organs, and posters prepared ln hlgh school arb
class prl.ze contests could fonn parb of a ca.npaign to persuade workefs
t'ravellng long distances daily to work 5.n a speciftc planb to exchange
hones, through the Vfar llousing Center, wttb strntlarly dl"slocated workers
in anot'her pLanb. Talks before lega1 gFolrpsr pnbttc.lty Ln trade
Jorrrrals, etc"; have bnoqght onto the erkot trout of the ordLnaryn
dwelling units, such as pnopertles held by estates or for other reasons
held for a future nan'ket, Shers the unhera.ldod arr{.vel. of a slrclal
group of workers created a crisLs in one Locallty, tbe War l{ousl4g Centcr
Manager secured a sufficd.srt nunber of rom }l.sttlge Ln hones near the
plant by the uEe of news ittss and broadcasts coupled rith human interest
stories-

In general., publlsity 1111 be the llfeblood of argr canpalgn,
the nedla ehould be adapted to thE specific peoblen, and only the
lngenuity o,f tbe staff rtll limtt the rethode ilhlch can be used.

.05 ReaI Estato Brokerase FaclLitLes Anong the S.argest poter$lal
sourc€s of listtngs are reaL estate brokers and nanagers- It should be
thomughry uderstood by aL1 partles that tbe Tfaf Horul4g Center ls a
suppJ.oent bo, rather ttun a conpetitor of, the real estate broker-
Applicants fsr any acc@rodatlons llgted at the Wer $ottslng Center by
a broker nllL be referred to thq bruker personaldy or to his offtcer and
not dlrectly to tJre property. The realtbr, ard not the lIaF Housing
Center, deterulnes tbE ruttablllty of the prospectLve tementr and
arranges for the conpletion of tbe lEase on behalf of the owner- In a
tlght hotsd.trg mr'lcet tt tg the responslblllty of the lftar liousi-ng Center
to see that as m4r\y as poeslble of the few avaiJable housirg urtte are
oceupS.ed by eesentfaL ln-nigrant war uorkers. Ll"etings are thus e n€ans
to 3ggpgg pl-acenent. By naldng avallab].e t,o tbe CIer$er a copy of all
lrj.s crrr"ent ListLqgs, ths realtor not on]-y carries out tris obllgation
to his cll,ent bub also helps to lrcrse those olvl}lsrs nho arc eontrLbut-
3.ng rnost slgniftcantly to the rnr effort" Although an occaslonal. Iand-
3.ord nay prefer to }lst vacencies rtlth the War Horsl"ng Oenter rather than
rrtth a broker, the gervlces of the two are dlJferent and tbe Cstter ag
a rrrl"e recelves directly on\y tbose pnopertl.ee ilblch normlly would
nener be lJ.oted r[th a broker. It, ls tn kecpJ.ng rdth the pollcy of the
l{atd-onal llousiqg Agenoy that goverrmsrt should asslst" and aot ecrnFete
vrlth pr{.vate entetprlse.

to obtain the cooperation of real eatete bmkere and nenagerst
lt ts desLrablo to sork flret t?n"otrgh tbeir profeseJ.onal organLzetl.ons
and then rrlth tbe agerts relresentirlg largen hol"dings. Usually a
represantatLve of the real eetats board vrll"l" be on the lfer Houstqg Cm-
rnlttee. He and the nanager cen present the local houaing probl.en to
the Board, soll.cit thair Endorserneat of the lllll0 operatlon, and obtatn
from as rnangr menbors as possible a,n agreement thaf unlts w-11,1 be }Lsted
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at the 0enler. Indlvl"drxS brokers, and the prdp€rbf nenegors or
represenbs*iqns of su+b- 3sr:ge nroperty ssin*rn as ba.aks, insuranee
companiesn *r !:uL.irl,r:g ,nd f.ryan assocLatJ"ons sh$rri"ri a3.*o be intenrl.ewed
(pereonsllp i-n the flrsi 5ns;tanee and W grbcn* or Letter periodicalLy
thereafber). &re har licusing Center ldanager has p:'epared a l1st of
sueh landlords; and *aeh day durlng the slaok period of offlce opera-
tlons one tn"elfth af Li:.e K€ilTi$$ on this list, are sal"led and llstings
t,aken oven the phone* In thLs way aaeh broker l"e ealled every two
weeks and the list l"s kep*" up to date by e1{rrir:at1"rg those vrho, over
a per{od of 6 n'ee}ss, f*.i}- br, subrait any 3"t*tings" In other areas, a
simple }[st fors: sh+irt*1g bhe addreoa, the type of sbmcture and slze
of urdt, the reni;al" and ti:e preferences (lf &ny are stated by the
ovmer) ie fteJ led x**h a f*,tnkeC return enveJ-op* to coa;rerating brokers
and agents" A. s&andard. f,onrr fclr thle pwpose is *r:dpl' sonslderation
l"in the nati"snaS o.f'f;}"**- trn a3.1" cases of quarter* lisfed by brokers
J"t should, be rerEsnberes. tha*r

a. An eligtbLe applicant should be referred to the listed
accomnodations as soon as ponolbl,e, as they are not apt to remain
vacant tr-orr61"

b. fupley**x sf ilne Center should ser*gruiously 1lve up to
tbe agreernent to refbr' *,npJ.$.*ant,s to the a6ent *a*l:ar than to the
property.

,06 Lletlns 
""SW:.:.y"q,#* 

'Ahsel the Wer Hous:.ng *enber ls fLrst estab-
lJ,shed, or when the *u;;qly erf llstings ls low i"n ralation to tbo
erpectod nunber of ae;:"";r*&n*E " lt may be des rsbl* i* eonslder ths
poselb lltlcs of & hg;:ixeo**-b*we canvacs to ee*sr* additlona} SJ.st5,ngs-
Var{.orrs Ecans are eveLiabl"s for uaking suctr & stJrq€ry"* $HA Regul"utton
30-l+ tranrolttcd a l&*$ua"t m9*t3ed Tgqlrn. l,que. f?f, _tc"**S.e$ins e lTar llousins
tlsttne $urJ[r rftl*h S.'t'es dctallad l.nstrucf,l*ns fi?r *he eonduct of
srerJr phnso of, the w*rl** ifn3Le aapeeie'l-ly srrfts#. for rse ln connestion
ntth thc block crgen*"x*tf"os of the LocaL Cls$.},ian $*f,mse Cornc5.lr J"t
ls eqtra.L\y adaptable for we by other types of volwrteer organ{.zgtLons.
Affcr tb &urcy, trairred and c'xperienced voLunteerc $ay so&eti.nes be
cormted ugron to ssrr'e as p€rnanent listers reporting by phone aI1
prospaetlva s*cancies ***u*ing ln their nel"ghborhotids"

${yr$le surqrq}rs ha'ne been aade by nai.I carriers and po}Leemen
nho note cnd report sueh \recancies as they observe in the corrrse of thel.r
$ork. Appr*val for the* us* af naLl carriers for thts purposE must be
obtclned k*ea}3y, b**a*se the Postrsaster General prefers to leave such
rnetters ts th* dJ"ser*ti"on of local postnasters "

sEctrobl 5&" tmgtl* oF uAn $0usrNG

.O1 Egseerq&*JxL$th Sgptituent Asencies Arearlgenents hane been
rnade, at * sstLonsL lerel, $ith the constltuenrf, agencieo of NIIA for the
Ilstl"rqg, or f*r tbe enht*J"ssic'n of data lrereqrr{site to the Hstlng, of
all types af frar hor,r*i"rlg e*sni-ng on the raarket* T{hi3e the occupalcy
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mana€rsr$ sf converted and new prabllc housing are requS"red to j-ist the
urr*"ts under tlrelr control at the l{ar Houslng center, the listing of
privato nelv or conver{ed units is not spectfically requJ.red, and the
pr*portj.on of tbese llsied at the 0enter r*iIl depend on the j"nitlative
and abillty o"f the tenter xanager. F,ver: r.,here listing at the center
ls required it shotr.ld be fu).ly underrrtaoei that for no type of yrroperty
does the center actually sereet the tenarit, The centernrerelS.reiere-
to the properby maiieger eligible apBl5.crrnis frou lvhom the tenant may
be sel"ected. Only in ^Lhe case of publie eonverslons is if assrmed
that the tenant nrust always be seJ-ected frorr the applicenis t,hus refer-
red. The pertinent doeumeri nunbers, and the natura of the arangennents
nade rith the severaL sonetLt,**nt agencies are described immediately
below.

tiescribes the agreernent between NllA
and the Fedaral lloustng "[<iFrinistration by uirich the field" officee of the
latter agency are to notify War Housing Centers of the Lssu6nee of a
CilP-H-l fcr any priggte.Jlgw "q{.*ga-qyg{gqg_Sg&9. The F}lAts instructions
to its fi"eld offlcoe &re c<lsxtsi-ned f 'r i"*s ].atter Pn-173 dated April 8,
L9b3.L/ It is the duty of the SegJ.+na3. Repr.esentative of thE OffLce of
the Adninietrator to advise thE F'IIA fiel.d offLce of the establLshnent
of a new War Houslng Center if there is a private sonversion or new
constnrstion quoia 1n the Locality" As CldP-&l-lts sre issued againsf this
quota, the FHA field office sends the War Housing Center a for*. ietter
(sse atta*huart $o" & of Fl{A letler Pn-}?3) glvlqg for each appr*'rad
aBplication tle nauce md adCr:e*s of $.,i** e5:pi3"cant, the mmh*r and. date
af the Pref,er*n*e li.attng Order, P-55*'bo th* address of tho propertyo
and a **hedu3.e tnrit*ati.*g the tgpe cf ,ntrtrctire, tbe &ver&ge floor area
p€r acoorffi$da'bi**u a:ad 'Lhs ;t'imber *f, asc*mriodations arathorizcd. for
constr.rgtion* ltf*rid;g eyrexigemnts bave oseasiona3,Ly been rede wi"th
the FHA Ln var*ous regs*cc and loeal.itiea b* rapplelrerrb this J"nfsmatton.
It Ls the duty of, ehs tr{*r. Si*using 0ent*r Sanager to *,:ntact each o$nert
enC to ob,ta.ix Srcyrc 13r.*rj: *:r:y' a*.#"*3.;*nu3" j.*f*tt*u"$ion RecessarJr f;*r e
d*e*rtrptissi *.f, ea*,h ix"c$.t,, ;:;s w*)*3 as p*rx'*.1-ssl"oi-'. t* l.lst ti:* pr*peirty.

b* jj$&*€glggg|-*geL"kg **vstrs t'he pro*edr:ra by u0zich tha
lf0lf l"is&s U&}L-gLI.-**W&CS.-:Iry{&S *5th 'bite ?Ear Housirtrg 0enter by
provi,*i-ry gitc effi-l,AnK e s-ffied *eiry" sf For*: W*$ll"{ &?6: ItHanage-

sen'b T,isting ef !$ii$ Pr*pt$i.,.sstt* f,h{s n**ic* sovers raee res&ri*t,ion,
and appr"oximaie **mplattern *,*t* af tble co*':rarsion; the o"ofircrt.$ n&-rse

and address: aurd the *ddr*snu nunrber of rooss aad bedr*orcs, f,aeilltiest
asd. rsonthly ren$a3" of *aeir unS"t. Fr*yisj.oll is also nade in '$e::,sr*;,l
Ctrd,er 3S*? .f*r tbs *cntra*t me*ag*:wL br*ker to notl"ff i:h.e *exter
when eJj;r rmlts sre abor:t to .necr:re a:'ai-Lahle fon oceupansy or r*seeup€,nqJr-
The H0L0$s inetru,e*i".*ns ** ito p:'.,:per*,y r*a,nagenoent represcntali"*es in
4his 1a*.1,s:f *o;3.!ts.*tj.*l:. r*€13 be f*urtd *.n pu.ragreph 5 sf a e,*r{E}smfsaiis8
iss?ied by ilil, ,1l!:,; r'r*g;1..r*a]" *f,f1*e a* l'ies Y*rk, dated Jrure ;33, 1?&3 and
hrsvrr as x*Sd Bul}*tJsr A-10??r.

\
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c: ttJPl4*cffeular datoSlp5r] 2.0. Lq/rq entitLed ttlisting of
Public Housing ProJect Units in llar lious;inii Centorsrr. and formins oattof lts Managenrent Staff Manual, dlrects rh6 Regional'Director of-the
FederaL PublLc Housing'Authority (and losal authorities) to provlcte the
War Houslng Center *1th a description of the accosnodations in ea,ch
publ-ic hogping prole-ct completed, und*r ccnsi:ruction, or progranmed.
The inforuatlon thus snbrni.tted will lnclude a sched'rle of units by
nunber of roons and by rent; condltions of e.r.lgibility for occrrpancy,
and (for proJects urd.irr constrrrction) the date-when appHcatlonb ',vtii
be acceptable. Sirnllar reports rrylll be eubmitted pronptly on unlts
ln publl.e proJeets in whi.ch vacancies occur.

sEcTIol{ 55. uIscEtLANSous souRcEs 0F LISTINGS

.O1 Generql In addttion to the prileipal sources of listings
named above, other sou.rces exist which, lf utillzed, may prove quite
effestive. The value of the sourees dj.scussed below will depend to a
large degree upon the abi}lty of the Manager and the Coran:ittee to
soliclt ana oUtatn effective cooperation from local agencies and firms,

&" IJ.sts of drafbed pergons trn a nunber of localities,
arrangernents have beern uade on a looal. level to provide the '{far Hou.sirg
Centei nl.th a Ilst of persons drafbed urder the Selectj.ve Senrice Act.
These llsts nay contaln the nssres of aLL Persons draftedr or they nayt
for reasons of nlLltary security, conbain only the names of nnarrj.ed men.
In eLL sases, sueh LLsts are to be considered confl.dentlal' Where
addrEsses are also glven, a tactf\rl lattEr ney be eent to the draftee
so}lcltlng the U.sting oi hls hone in the rrar effort in the event lt wtll
no longer-be occupied by his fala{-\y. TllbILe it has not been_possible to
obta-tn the rystenitfc suhdsston o-f tfiese lJ.sts in all localLtiesr the
potential volrrme of the Isttogs nhich couLd thus be obtalned ls con-
iLderabl-e. Posslbly 60f, of th6 nen drafbed dtrrlng the 194! calendar
y"*" "r. narried rpi. Pttot otudies rould lndtcaie Qgtr^ for the United"st"t"" as E vlro].e: 25'(, or more of the narrl.ed ngr drafted fron war
production ateas rtU. eltner release thelr drvellrqg. *1!:. entire\rt or
iatt 

"tra"e 
thelr hones rlth sther famLlLes drrlng the 19t/+ figcal- ]rear.

Becausc at least 5}fr of tbese accomodations should becme evailable for
inntgrant war florlars, tbe lfar tlousing Cent-er l*l'rage1 would have a rea]
lnceitlve for detoruLnlng r*rethcr llsts of Local draftees can be obtelned
fron tle Se]-ectivi-Scrvfie Boatds' Und'er ary circrmstanoes, lt is
qnltkely frorn thes€ oaus6s thst r situation lrill e$-sb. tn any T{aq Houging
CJni.r ioea1ity rlrsre there are no rurits in exlsting structures becornirg
avallabLe-

b, wl}ttrr._ rggpgJrlgg, In sme comnunlties errangemetlts have

been nado rrtu u@ by r*rtch the Tfar Housrng CEnber ls
gl""n ear\y tnfomatLin otlthe nanl of the ffiner and the address of
i["-p*p"*y fui caEea of neter e]oslngs and_openings. S:_1:_]elpfit-l
f"-tir-ti"i the ndlsconnectetr often-reveal the movenent of persone orrt
of a Awdifng rurl.t and tbs nconnsctsn reveaL that a l-isted property ls
no longer avallable,

C. l{oylns co@enles iloving corapanies are another lmport'ant

Novenber 19L3
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SoUfCe of infofme.tilrn r..;.r. tl.iir -:,'::':,r .:.:';;..,:,.,,,,. .;J ,:.;r*r.t{*iig ;rg*'*;:ffri*dgtiOns, and
they fnay be indUSed *,:;.:,fr;t;'.1{: ::;1,,,1:1,:.,..ri::::.3-lrg;., l**i,*r"'*:3.ih hife nAltres,
addrgsses, and tei*pr'f:61,16 ;irj.tli:,t1; ,.' ,.j.,'ija,r.':i.,..,.:." ,r,.;:1, &li1 1,;13;;1;.'1 y,.* movg, In
genefal-r thesg Pe:**r:ij.ri.?: i,i:ri1 r ",, .:.1 r-,ir.: ..i . iii{t'L.:1.1.4gri,;pi3 a*i;;i.;:;i3 lnfOf-gation Obtained in * i';":s.i1::tij-] .rr',:r;':.j,..;;:,::,.,,;...r-.:ti't' ':r;i:$f.* *he i:efSon Cannot be
contacted by telephr:ri*. ,::: b; :? ti:q1r$;.r.i.:r"1" x-i.*j.a ai.hs.s rl:i*eiice, the
infOfrnation neCFSseJ",: i:-., ", ,t.-:-.'r..;:.i; r,r;:J: 

'1 
.:r, ",j,.ir:-il"jf:'r"L*d tfl g L*t*gf- The

].ettef ShOUld inOlfiiiii '. rr.:;,:i-:j:r-.i'i;,,,r-i.:. r.i:r :,it Ljte .f*.j.1li**t b* fl*ffJe.*ded tO
the pfOperty oi*r.aer *.f 1".:l.Iiii;fi,' :.i.' ;..1:,:*, .;r i.:'lf*gii*i* i:* .8 te{tant",

d- l&&Sry.*|:,..*;.*...*,,|,.:,i:,*' .::*,-i .ii.l:r:F#*ks,g" *A{i*.e.lg lilhese porsons
are often wlLlfurg t* **:***r*,i* !:r:,:' ti{lrt: $ii,}:i: ti:ri *ar"1i,*g w::ener,rer they learrr
that a unlt ktl?. *+i?;i'r'1 ..1'r.r:,1'-|-;,1,11 :;. :i,..:+;*F*rr th3* nr*ans is.ilot too
sUccessftrl as ti?e i,t3;.]-.; j.,:i i;,;f:.:;':-l;:'a;..,.;..a;iiir.*,.i *e3.Lil'* *.*g aygilanillty becones
generelly lmovrn.

,,.i.-...,i:, '-.:";,'.: ii.il:i i-:;:lirr :l.g t$g ;;l*:*i "ai'#gfuJ. ways to
*.i.rl';'".r:gx ,i..r] io,;"i ii**f ii*;*S;f4; il*;ftef iS tO

t:,:ii:.:,r'ii:-r,*:j, drr,i;jilr'i,.. :f ihai$e :lfa:'tlps are
jl .. ri..,, ;1.;,rg;i ;i': ;lili -,: ':) i;ri tvi] i" j:a.*gfAn, the

i.,.:lr:rr:.*r*':'.1.':,'+:l *,: ::*'{r,.}r.''t, a,;r '*,':;l ***::tgr &ny
i.'..'''r .' . "-:i::il,.;. :,t. l,r.1,.ri;1-'" *;t;,rlli:i:i,:t* ful

f. I,ocal anEfuryers ,*c,*le n** p3.*x*"s ?rav* i:*s3:.".:tr,t-;*C vrlth the
Ccrrtor ln two Grs- -6ffi;;;:t.,s ir.'"',s*1.:l^s1-.ir':e *:'lv{.:r;:. i,*:,:,i:;i 'stployeest
and by having theS-r ;*e3x.:'ili:;;i:ri ::"r';i*:''t:.,.;.'rii*;.'* +.r,#ii**"i; ':':: rielp*':i":-ng an-
ployees the desl"rab1"llf,p *f lirrtf*6, a'; th* Swtr,*r' :rty *;i1*:x'b3-G accottr-
modatlons they are ah*rgb. ?.*.* 'ra*eit*". Si..r:;ali6',. l**F.€r*P;: fi';' '*:i;,n ihe
Center finds accoffiosde*3.crrx +ili:r"t*#. ;-,ri' :i"*t'.iti;sii 6* ::rlr::; g.:;:u*e'i:+ ;;r advislng
the Center lrumdl"ateig :Lli ,1.,r.: {, 'l:i,r,'r't i;.it':i' .ii.:' ,*-:-q-r ,a*i;*;' +s;.9.*,;:}""'i* vacanclear

8. Tefu$h9l33""g*33g3k:;*,g3 -'*'*ls.r'gx*ejid** ar;,i smt.:*cXa11y rrhet€
only roomg are ngedad" r'r*:i.i:.*,:.i':'l*,,!-r ll"i';,r :;r 1,s11;l;: r,'n 11}.i':, r;9 ,.;,::;:rr*e? b*q:k and
Ca}led all pefsons ..!.i.*1..r::':: ili,,'.'t,;+: ,,r.i:.i.:,;;i.::,r ::iiii:l .t:r'.."' /iil'itl; ;;!i.*L 'iirey r*$Lde
Ln the etleeg jn nhie.h, .i1i;*}g;{:r;:.l-'ri a:;iii5--l ..r:::.,.". .:r;1 r:-:i..ii"r; i.if'[-ttr"ii:.&:'ii}.** iff the
PaCl-flc NOfthwest" :,t*3.}J,.f:i;r"rf.l'::' iti,f:.'r.':l "r::!::..':".':ii.:,":;. 1..i.,..:s, :e:i'i.:'{i. j:-if 'r.ia..3J'' Swn hones.

h. Ear Eef*Le. $*m*
a€reem€nts wlth the eubh,"":?i*i':::
the Center ls not!f*"*{ v,;':r,:: :'.'t',, 'i' " '

1n novlr€ orrt of tav*r* ii', n'r;.r; -..;i,,,
have srpp}led infomai{;;* f;*,1ir'*:f :..' i,'
another, become avaLlabl"e "

1. Ca$vassJ*&_*$'.,.;;l*;;;i;r 51

Novernber I9l+3

-it&"F ;'*r:*ing eea;r'e"ens h;rve iia*; sicse opcrating
:.f ;;0,1.:. FsT i:e c..::. e.a..i.-:j.::t*.l:-q lj*ards ntrereby

\



Section 55. LLcTING 0F i{,AIi t{OiJ$Il& Ail'ttl}$$L1}$.TXll{5 Page ?5

It nrrst be frarrkly adlnli,t*S that the fr{.e iis|iry; service offered by the
flar l{ousir:g 0enter is':nLlk*)-;E tc sl,Lrr:,r',*i;*'Li-t* une of newspaper classi"-
fied advertisS"ng $paee }:y propen{}.- o'#&*::s" ?* redr*ce d:ir"ect **mpeti.r,ion,
lf any, between the i$ar ?^icus,ing Sent*r' :x;ri f,***ri srie?sn&t)B:.s, anci to tnsure
continued astive suppor{ from newspapsy.r i.r:r ra:'iccs }Ta.:, Hciusle"6; fienter
canrpeigns, it, is the p*ifcy nf the Ssmes Llsar $*rsj"ee tliai lTar liou.sing
Centers ere 4qg to canvass persons adverti"sirg dwe"lilng unlts for rent,
cr for sale in nev{spapers.

$ECTtr0N 56. DSTXSFII{S ffiI$TI G HOU$:ts} ri^n$*Uif;"F*9

.ol kgngg$s-thS Avql},qbj.e-gEl*;#S-gv#pJg f'Fr* si,e.l"n funetlon of
the Wen llouolng Oenfer ie developtng e, fi-"|e; *f "ffi;]'e}4g i,i-stings and
flrrhg the llsted scccnrsodations wlth e)"{*lbie appl-i*ants* lfe)* in
inpontance ls the int'enstve devsLowent r:f e:x*st,ing h*usi:rg resource{t
both ln !'skl&S ae r$reh houstng as possi"bl-* a'rai""ia'bie b;' e 'rarietSr of
mesns to be described horeafterr ffid l-n e::d*avsring tr; p*r:sua,5,e lend-
lords rhose accormodatioas are not l-J-eted *.i 'f:he C*nler. bo hclci 1t
voluntard"lg for in*::r3.grant wan workers r:niy. Tf a31 housS-ng becoming
avatlable were n'oluntarfly reserved for etrigibl"* ttrr urcr.kers l;here rsould
be no need for the regtstry fi.mci3"ons sf the *r*;':te:." ***.*pancy control
of hosees Ls a subJect rshich the Aneri*an 5r**ptr.e u*"'"rl-d- not wa*t t,o con-
templ-ate, enen thcugh msn &re being dra,ft*,*.:int+ th,$ a:tred forces and
have to g5-ve thei-r l-ives in battLe, ffid ai.*i'1,;rglr *th.e;" f':tx* of property
are being taken over" trt i.s up to tko fle:i**r," itr*:"ef*re., *a make the
IocalLty resllse tha irnportanee of vol"ustarl};r esld pa*r:iot*esiry nahlng
ftrll- use of the existi.rg houolng st&Flyc nar*ienS.ar-ly i:r making it
evaiLabl"e to those who ruake the tools of wia*. 3n *hJ"s prcgre.ur, a1-L
owners or inanag€rs of ava"tlable or latsnt lloce*i*g *rpss* ma*r se..y\re,
whether or not t'hey chcase to list their a***irun*c1al;icns at 'Lh,e eorrter.

"o2 Yeiqataqs._&€Srye&Los f_oLJ, i .f A&&sq-i&LEer4s.rS In
most loca1 '6ffi rror,
var{.ous sources w11} not be reserred f*r in**€6;:".x:t 'lvar wo^rkers &s
defined in General" Order 6$-$" *ot orl}y i"e th$ s*rllp&ncy of pre*war
houslrg' uncontrolled., but al"so the tenanc;r cf units privately created
under prlorities assistance epp3.!ed f*r prior to Se"o*uary 1S, 191+3 is
not lln{-ted to 1n-nlgr*S3,_S}ri}i$S vrar w*rke}"n* $inee ttre voluntary
resernatlon progren obrio,usiy .shorl-d be di"re*t€,:r n*F* at, the wrlts
wltfch dIL, fron ti-me to tireeu l:ecc:ae vacant tiran at the naeh snaller
nunber nolc veeant, the progrexr shoi:Id take the fo:s of a well, p-Lanned
long tern carupaign of plebllc education. fhis ea:ipaign shouful seok tr&o
broad goals, The flrst fs a general publie wrders*:i.nding and aceeptance
cf the neeessity for, and purpo,qe of, the v*3,'"miar,v resewatl"on progran.
Theise for whom housing ls &g!. reserced heve a riglit to !<norv why they
are not e3.igtble" The seesnd 5.s, an unrl-er.streci*n,g e*d ac*ep*anee of
the prngran by those who sontroJ. the bulk ef *her h*ue5*g to bec<rme
available"

I, Sggels'i_gilqp$i.ffr! The general campa3.6'p shonl,.d na,burally
take advantage of e3.1 publicity nedia avaiLa.ble* ke-_BegeAlt"qfgll1gn

lisvesrber 19a3

J



7
Page ?6 HOffiS USE $UIDT S*r:t,ion 56.

tg 
'{€.qis!,_ 

i$ Sgrvins lVar ltousinE. PrqFl-enjn CqilicP] tel,r{nqpitlejr not
only presentg a plan for the use of these media but many of the texts
i.:rovicied are so l.iorded as to emphasize the i-mportance of voluntary
reserwation. Should a supplementary carnpaign covering the single purpose
of voluntary resenra.tion be deemed desire.bi-e, the Begional ff.epresenta.tive
shouJd a,Dprove the plans, and soncur in their tip{ng &nd seope. It is
of parLicular importance that the decislon of the Regional Bepresentative
be follol'red ntth regard to the volunta.ry reservation of accc'mmodations
other than dwelling units because, &s seen before, the supply of roolB
aceorrnodations Ls normally adequate" The'!'u?r Housirg Cornnitteets advice
should be sought and used, and its endorsement of any eanpaign made lmonn
to the cornmunity. Special importance should tre given in the publicity to
the use of the Viar Workerrs Housing Referral card (tr'onn NHA 30-34) and to
the Certificate of Merit. Because the rrVil card (the Referral Card) is
used to identif! essential in-nigrants in search of housirg, the attentj-os
of tbe commwrit;r can be centered on that card in publicizing the voLr:ntary
reservation prograni. The publ.ieity ehould point oub that, whether or not
an olvner has }isted his properby at the War llousing Centor, he may refer
any prospectj.ve tenant to the Centr:r fr:;r a iieterrninatj-on of eligibifity
in line rvith war tirne needs, The Certificate of Merit, illustrateC in
the StInot.ioqal" Plan, ls a vrinCow dlsplay card which ls given to farnllles
sharing their homes with rrur ivorkers" Wtth prCIper pr$Ilclty, the desire
to earrr and display this certificate roey provide additional j-nducement to
eooperate- Sorne Tfar Housing Centers conducting voluntaly reservatj-on
canrpaigns have found that Letters explainl&r: the need and the proposed
solu.tion, and elther distrlbuted to sEhool children or printed on thj.n
paper and included with the bil-ls sent by utility companies, have produced
valrrable results. Essay and postor contests have also been useful. One
lTar Housing Center l4.anager persuaded nswspapers to print, wi-thout charge,
the words uonly eligible ln-nigrant rrar workers need applytt in trfor rent
r.nd f,or saleI classified atis where the advertiserrs permission could be
obtained.

b. .4g>eals tg-speclaL qroupg Personal appeaLs to groups eontrol-
li-ng large bl-ocks of property will do much to firtn*r a campaign for the
voluntary reserrration of housing acconn<rdations, Builder-orr,ners, property
nanagers, realtors, and institutions eonductlng large^sea1e housi.ng
operatione will often cooperate dren they r:nderstand the lmporbanee of
the voluntary resereation program to the war effortr even though some
firms nay use the'l{ar Housing Center for no obher pu.Tpose than to detemine
ttre ellgibility of applicants", For example, a bu:.iLder havlng a priorlty
for vrtrish he applled pri-or to Februa{Jt 10, Lgh3, rnay be persuaded to take
advantage of the broader definition of an eligible (i.e-, an indispensable
in-nigrant clvilian) war worker contained in NHA General 0rder 60-18. By
the terns of General Orders 50-24 and 60*38 the builder ls permS-tted to
sell to a tenanl-occupant qualiqring undor this deflnition, after two
months oeeupancy by such tenant, provided ihe bui-Ider aecepts the cor-
responding obiigation of abidlng by the other provisions of thls seri-os
of General Orders. Should any property owners fear the possibilliy that
their connrunlty will be overloaded lrtth war houslng in the post-war period,
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lt nay be possLhle to secure thel"r. p*rs*Ral l"xt"*r'*st and cooperation ln
the voluntary re$ernatlon p3.an by ehawi-r6 horrr lt, nay reduoe the need for
ner war houaing conetructj-on, Beceuse of confLi"eting interests i.n the
coronrnity concernlng ttrle point, helrever, an a-ppeal to thls type of
lnterest should be nade on3y wlth consLderable cere.

.Q3 GeneJaL SoHrcn o.n In qnd.Ouhqisrellgn Frertous sections have
dLscussed the lnporbanco of obtaintng' llstings *f dwe)-}lng unl-ts for war
workers and of reserving these vaoenglss, e.s fatr as posstble, for o}[-
gible app[cants onl;r" In ad&ttlon, t]r* p**sibl]-i'hy shouLd not be over-
Looked tha,t nuch housing space ca.n be eoneernerl fer war use lf rneesentlaL
ln-nJ.gration can be discouraged, and l"f resld.ents dtosa presence ln
cr{ttcaL produetl.on arEas !c not essentiai tffi the esccessf,r:l conduct of
the xar, voLuntarlly out-rnlgrate temporarlly" Th* problens of 1n-
ntgration arc dlffl$[t and erry p]"an* for *crepa:gtr* J"n either fleld
ghould ba rnado only wtth tha i<nolrvl"edge and. app*va3" of the Begional
Represetrtailvs-

.04 4tscouras{S{i In:n$qra?jron In sone &r*e,s a serlou.$ problem
has ad.g€n frorn the absorlgtion of dnelli.rgs by J.n*ratgrants rtio have cone
lnto the coreunitr for purlposes othsr *h*.n to 6;:€:ags 1n vrar activltles,
or to engago ln Ecfttlties wtrich san be parforned Just as well ln
alother loc*$ty. Whcre a gu.bEtantla.l msbar of eiuslllngs *re bolrrg
absorbod by th5.s g*lupr there ney be csrtain neth,;lrls by which the war
Houslng Cqat'or ean reduce the Loss of drelling spa*e for war housing
purposos. Hovever, the noet effeotLve methode f,or d*scouraging un*
necossaly tn-nlgratl,on ln the war ens&s as"* ne*i*:re1, in characterr and
are pointed at cheeklng ttrLs mormen? at the $$urss. A nunber of
federel egenclea, suoh as the Offi.ce of, Defense Transportation and the
$ar ltranpowcr co'nqlgsion, are working towsrd. t!:ie end, rn addltion,
arrangements are beLng rnsds wttb natJ.onal nen-g*v*r:nnental" organLzations
to carrT artLelee ln thetr naga,zinea and otirerr{ise to infonn merubers of
the dl,eadventagea of noving lnto tbe rrar &reas fcr purposos other than
pertletpetLon ln wat wot*" llowever, local" Sar ilorrslng Sonnntttees c&n be
helpful fn Jud6tng the scteni of ln-rdgraney *f ssn*rfar worters and in
taldng steps to roducs the novement" ftie derl,*e for accoupi"ishing thie
ls to enooursgo property o?rncrs to Eell" or rs,clt tha*r dwell5.ngs only to
essontta"L uar $orkers" If ths non-w&r workers f,i"Jl$ lt dl.f,ftoult to
obtatn houuing, thcy rLL], be lose ltlcely to m*vs tnto tire cornmraLty.

&' f,$" 3orlsl"gtles rchsrc the
houslng pmbre@ffit1on rp.f, fesj.llee of uniformed
personnel.r mrch has beon done by agreenen#s fft*h *he conman&tng offlcer
tha.t aU. incornlng personnoS- rlL} be ordered, in tlre Lnterests of war
productlonr not to br{ng tihelr farnllies to the &tr€&" Even though snch
fanlLles ag do cone lrr !!ay noyr be refo*ed to **,:"'iai.n types of uaits,
theee agrcanents have becl the mesns of ea''rlng kundr*ds of tnlts ln
cr{tlcal srcalr

. b. Ctrr{ql}lrns vpXune of .qr{Bpof,s.l*.,.r"1.& Me&bers of the
TIar f,ouslng Co {ii*rrte organizatlons
rlth nhtch they are separatetry a,ff{ll"eged $:ar **i"'v$r.i"isns cr other
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gatherings vfiich night attract v{sttors fro:n outside the city should not
be held durtng the waf. Sinilarly, crAt3.cal Localj.tles which were forrner
}y tourlst or health centers should, durd$g-ibe war *nergency, discouragd
the presence of vacationlsts, etc. who would *ake quarbens needed for war
rcrkers.

c, AvoilU.rlg advgrqg efject-gl essgltllg}*lgboT Care shoul"d be
talcen. holrever, that no progran to discs$rage the in-mlgration of non-war
workers Ls carrLed so far that osssntleL 'l,cx'kers seeicS,ng war Jobs 1111 not
cone into the cornnnwrity.

Fronn tLoo to tlne tbe advlce of the tsar Housing Center
lfanager wlll undorrbtedly be sought by the Reglona] Eepresenbatlve, by other
agenc{es of the government, by pJ.ant tranagBrs, etc-, on tbe possibl}Lty
of bouslng a cettaLn type of ln-nlgrant, sueh a,s women welders, l{cgro
mechanicE, rel.ocated Japanese, etc. $o far as poasible, he should be
prepared to anticipate such danands, and t* have the desLred inforaatlon
readLly avaLlable-

.05 FgogreslF.q.,qutjstsrattoq A volunta^ry odb-ntgration canpalgn 
-

rnay be aeflned a- a oanpa:ign intended to Lnduce indLvlduals and, especla.l-
ly, fgmllles $ho are not now, and uho pmbably trd"lL nob be, essentialJry
mployed in the nar effort, to nove tapor*ri"try to ottrer arcas sfttclt
have a surplus of houslng' Srcept |n one or trro lnctsncsg out-
nl.gratlon ianpafgns have-not bacr verg su*sossfir: snd it !e bo:Ltevcd

they should be urodertalcw only as a lest trs*ertu

&. Preltqlq$y-.Hns.td.qrat1,g4?. As e ge*:ornJ" nrLer rn out-
n{gratLon canpalgn shauf.d 6s -coasieered *ntrg i"n S}:c}sa a':ntsmmltl"es w}tlch
now cont'aLn a eubstanttal nruber of persons *v!ro e.se not mplcged tn rnr
actLvltl.cs and nho are asb ]J.kcly to entcr eush vrork* fhe noEt llks]v
proapecte for nrt-n*gre!1on are tha fam{lt*s *f sbsmt mmbcre of, tfie arned
forces, retlred perse&s, peneloners, sr:d, fs"r-*5.'.J es recelvJ"ng prb3.lc ao-
slstance. Before undertakt-ng a caryaJ-gn, eae**'uJ es*L"rneiee should be
asde of the }c[nd and anount, ofr honsi.ng 3f*e3"y *s be reS"easod, eo oppooed
to the coet of, the or**nlgratlon effer&' *ad *nln eowxr:nltgr antagonian
r*rich ntght be aroused, Constdcratlon aho$.d *3s* ?re g{von to the
attracti.venese of the propoeed recoptlon Scealf?y *s tlre orrt-laigrantst
tbe avej.lebt}tty there sf an adeqnata aupp&y of srr{"table bouaL4g, erd
the cost, of transpoltation batwotn ths trro pofnbs* FtruJJye a canp*lgn
of ttds type shorild bo under{akerx onSg rrl"fih tlh* aprroral" of the Regloaal
Represontative and, r&an there Ls everry re&non *e b'e eure that tt $llt
recelve coqrntty slryport both in the eriti';*g}. Scaaljty and. ln the
receptlon conmunlty, f,lthough ttre caupatgr mey be gnrbl*ely endorsed by
lhe lr[ar llouoing $omittee, lt shorrl.d be aponaorod or{gin&]"lf by one otr

more local. organJ.rati"ons, auch ss tlrc DEf,engc CsrmciS or the Shanber of
Connrerce, J.n both eowunJSlee*

b. I{hile a large lnrtion of
the labor corryoslng the ialgratlon to war production l-ocalitlEg
has orl"gl"nated *n nlral srcas, thsre are never{helsss a coneiderabl'e
number 6f eitl.ee- attd t,own; tdt;ra ttli absenee of war lndwtry and the
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effect of the d,raft has resulted ln a large number of dwelling vacan-
eies, Besides thre Census reports on &reas of populatlon decllne, !
state-wi.de and LoeaL Charnbers of Cornmerce, hanks, aod real estate
boards are useful sources of infornnation on current vacancy rates in
non-critical areas. fn at ieast tr^ro states such agencies issue
periodic reporLs on vacancies ln non-critical areas coupled rrith de-
scripti-ons of attractions in theso aroas a6 a means of stiinulating
out-nrigrati.on eampaigns,

c" Eggggllgn The out-ryd.gration carnpaign rill not bo a
success vdthout adequate pubi.lctty. wtrile for obvious reasong
publtcity copy for the campaign should emanste fron the reception
conmmlty in the forns of an invitation to sett}e there, endorsements
of the plan shoulrl nevsr*heless be nede by cormunity leaders and clrrlc
organlzatlons ln the critical loca}.lty fron uhleh out-nigratl.on is
desired. Nevrspaper edltorials presentlng the problem and the J-ogical
nature of the solutLon should be supplernented by hr:ma^n lnterest news
ltens concerning the out-nLgrants. The materLal presented shouLd
incJ-ude full inforuation concernlng the receptLon Locallty and the
cost of ltuing'there* A travel brrreau sponsored by the reception
corrnurdty ghould be set up in or near the War Housing Center ln the
critical l"ocallty and all out-mlgratJ.ng pereons rrrged to llst their
housing at the Center. In the reeeptl-on locallty, a welcorning
commlttee ahould be established and a'lll persons novLng there as a
result of the out-m5"gratlon progran shorrld bc welooned e.nd introduced
tc the various facilltl"es of the conmrudty.

d. Pttfgllp An out-nlgratlon canpaign is J-tkely to suaceed
only where lt ie strongly supporled fu both Locallties, It should not
be rrnderbaken othrnlse. The reception eomunlty ehouLd not be too
dissirnilar to, nor too far anay fron, the Locallty to be quitted, but
rather, llke Santa Cnra ln relatlon to the Bay Area of Callfornlar
nlthln treek-end commuti-ng dlst'ance, The text sf the publictty, even
though poJ"nted touard special. groups, shsuld nev€r refer to th6n by
na&e nor apply to then such tenns as ltunossentialsn. The ca.rnpalgn
wlIL need to be t"ailor-nade to flt each comunlty, but tn alt caeeg
the volunbary aspect of out-migratton should be strictly enpbaslzed.

.06 Obher Meane of Develoqin{ Edrstins. gesoFrses I\rIL use of ali
lrousing in crltical areas ls necessary to the success of the war housing
progralri. Up to the point' v*tere rvar productLon l"s ln fect lnpeCedr by
the rssultlrg lneffl-c3"ency of the workers, this nay even mean crorndSlg,

1/ Census reLease rr$eries P-J $o. 3?o, dated August 2"1+, L943, for
exampJ,e, gi.ves

tan Countles " These figures (based on regis-
trations for l{ar Ration Book Two) are compared with the U- $- Census
estfunates of the civillan population of April L, 1940r and the percent-
age of populatlon gronth or decLine J.e then gLven for caclr courty.
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doubltng up, and other efforts of lovrered housi.ng standards whlch would
not be tolerated ln tine of peace, Some vecant ulits which night ordina-
rlly be urimr-rketable wilL be Listed and rented, although the ltar Houslng
Center shoul-d, if posslble, persuado the orvner to aval-I htnself of the
opportunitias to repair sucb stnrctureg and nalce the,n more liveable. The
prrbHe and private conversion programs (discussed in Chapter 7 of thls
nanual) provlde methods for producing adCitlonal housing vrithout an ap-
preciable *cpend:itrre of crltical roateriels. The T'lar Housing Center
ldenager should be on tbe lookout also for vacant hotels, donnitorles, clubs,
and lodges whlch can be mede into housing writs after little or no remodel-
ing, The poLice, fl,re departnents, or loca1 insurance brokers nay be in
a poeitton to provide the addresses of houses rshieh are oivned by out-of-
town resldenbs, or vEhich are boarded up and are unused. Other ways by
which the existing supply of listi.ngs rnay be lncreased, incJ-ude rShare-the-
honefi ca"apaJ-gns, ild the e:$ension of comrutlng areas.

8. ttShare-9he-4one.tt'caranai$rlg A large parb of the texf, of the
Bro"+gtronal.Plan to -Asslst i
Cgggunitle.s is devoted to the ttshare-ihe-Homen carnpaign, SmaIL faurilles
occupying spacious quarters g;re encouraged to share theLr homes vrith i'rar
vorlcrsr fan-illes, In such cases, the farnilies of the host and the guest
arrange for rnrtually suitable horrs for using the kitchen, the laundryt
and sometirnes the comrnon (or Livirrg) rooms, A ftShare-the-Homert campaign
rnay be bonducted in suitable areas and where harmonious adJustments
between fanr:ili"es nay be expected- The ca^rqraign shottld educate both the
householtj.ers and the iusigrants concerrrirrg the advantages of this ty
of housekeeplng. Perhaps the nost effective publictty wIIL be tthunan

lnteresttf stori.es concerrdng fam{}1sr who are sharing homee in this nanner-
Someti:nes the houre economics depa:tnents of the newspapers trll1 publLsh a
series of arblcles or conduct a serLes of cl-asses on solving the special
probleros lnherent ln thls type of Ilving, The OPA has cooperated by
naking exeraptions to some of the erristl,on processes of the rent regulatlon
in favor of familles shari.ng thelr honos urlth both slngle persons and
fanntLies. In this connection, see llllA $erooranda s-6 and 3O-26.

b, Scbgrlgion ol-coryElng-elgeg 0rdlrnrC.ly, the war housing
prog?an for an the use of aLL housJng wlthin
present or potentLal eonrmrting distence, The Maaager sa;r be able howevert
by rorking through the War Horrsj.ng Cormtttee, to seeure the firrtber
exLensj-on of these areas, tfhlle ord5-rrar5-1y tho p3.a.ns should be wor{ced
out with l-oca1 transportation cornpenies, the possiblllty of organialng
car pooLs to nearby tonrns shorrld not be overl,ooked lf such toms have
available housing"

sEcTIoN 5?. HANDITNG OF LISTITG$

.01 Coq!,qSv-{sSglr!l** Appreciation shoul-d be ecpressed S,uunediately
for all- listlngs received. This Ls true whether the ov;ner calls in person
or by phone, or provides l-nforraation on a sirnple listing foru. In the lett'er
case, a brl-ef postal card aclarowl-e<igennent vrill suffice. Beal estate brokers
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should be assuted that the appS-icants rr111 be refened directly to them
and not to the properby" itarry residents in crltieal areas uho have
never previously opened ttleir homes to payirrc guests niay respond to
-patrlotlc appeals by ltsting roqtrs for war wor[ers. nrpfoyeLs of the
War Housing Center s!o!.a eryress appreciati.on of these pairiotic gestures,
and should bear Ln mLnd that these peopLe have a dlfferent attitud.e tor,rard
the listings than do operators of comercial room:ing houses. In all cases
durlng the [sting process, the descrlptLon of the lroperty shoulct be
recorded as rapldly as possible, and J.n an orderly fashlon. listers
shsr}d be lnforrred honestly about how soon, ln thl ]ight of exlsting
appl-lcau.ons and present r'rorkload, lt ie likely that an applicant w-ill
be sent oret to see the accornmodations- ff an inspection Ly tn" W"r
Houaing Center is regulred before neferral, the lister should be so
adrrlsed, and the fact that such inspectl.sn ls for his benefit as vre]-l asthat of the app[cant shou]-d be ercplained,

.O2 Routl{re o.f=B" Ca-rds Sections 2 thrror:gh 5 of Nl{A Regtr_lation
3o-1A aesc@ocedure for reeording the listing on
cards, and for rcuting the card.s throqgh a nrrnber oi steps to the Counterfll-e. Theee steps are i}Lustratecl 1n itre flow chart on th" follolringpage- Sestj.on 14 of the sa,ne Regr:lation d.escribes the purpose of eachfl-le neLntalned !y ttre TIar Housirrg Reglstry and the filing order of the
cerds ln each f!.|e' Ttle Begtr-latlon seeks to descrlbe the ideal orgeni-
3at|9n ^of operations fur a mediun-to-large size Center. lfhile operationsln tbe Jargest cltlee vrill naturalJy be more cornpl"ex, ll&agers in the
snaller Centers r'rlll probably find it posslble, Lt first, Io ellmlnate
sone operations. Bece[se the operations described are logical, ohovreverott le be]l""*U that nost of t'hese snaller Centers wllI eventu*ityparallel the d9talLed procedrue described, even Lf the separate lteps
are not fomally tLtLed. If operations are conducted efficiently, I,heflles nl'll be lrmediately anaJ-Iab1e for the use for vyhich they were
deslgned.

SEqITON 58. INSPECTToN OF IdSTI!,tis

E&gg9_ One ltesr tn the banil-fng of llsttngs regulres speclal-
treataent here. Thls is the lnspectlon process, lThlle the exlgenlies
of wartjme rlvlng have reduced holrslng sianderds conslderab\r, ihe
inspectton of llsted acsomnod^ations Ls necessary under cerl,ai; condltlons

' to assure a reasonr6l" drdrnrm of safety to health and noral-e. rt
pnotects the war worker, the War Horrsing Center, and the properuy owrer.
!n fnqpect'lon menrrsl for use Ln War Hotr,slng Ceniers ls now 6lrg-prepared.
It, lflIt descrabe the Laying out of €reas in'mtcn furopectLons sbould or
ehou.l'd not be neder the tralnlng of Lnspectors, the frindEng of lnspectlonrepo{ car€s, ard the:nlni-urun standards to be app}Led" It tr1tt be aecee-
sary for each Manager and War Housirrg Conurlttee-lo rrvl.er these stardarrls
t !tt" ltght of loaa1 heElth conditlons, zonLng, and pollce ordinancesrlth e rrLew to poecible rerrrsLon of the standards. 0n" probla is thedifftotlty of obtal$.ng a sultabLe lrrspectlon staff. Irrthls "o*""lio,i,NllA llenorendun 3O-e8, on Vo}rnteer Servlce in ter Houslng Cenbers, shsu,ld
bc consulted for suggestione for obtatrrlng local partlclpatlon. tt ig ilot

,/
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FtOW OHART ROOM LISTING FORM NHA SO.IO
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FLOW CHART DWELLING UNIT LISTING FORM NHA 3O-II
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expected that the lnspectlon staff will be paid wlth federal firnds.
ShouLri the need exist, however, a request rnay be made descr.ibing the. .

volurne of required work and a detaj-l-ed account, of the steps taken in
an atteupt to secure volunteer assistance"

,C!2 Dwelltggr Uqttg A$ a natter of poJ-!"cy, it ls recognized that
not aIL dwelling untts can be inspected. Howevef,, it ls suggested that
llsting's located ln sectlons of the city whLch are gen€raI\r consldcred
undeslrab}e (or where the rent asked, or the descriptlon of the p,l:operty,
lnciicates rnsatlsfactory condltlons) shoril-d be lnspected before refemal
is nade. Tlhen appllcants repor{ back to the 0enter that they have been
referred to undeslrable 41sp'11{ngs, the accommodat'ions in question should
be lnspected before f\uther referrals are made, To prevent repetittous
inspection, the cards representing undesirable units should be kept in a
file and conplaints checked againot thls flIe before inspections &re
ordered. Ouners of property not meetlng mlnlmum standards shouLd be ln-
forned qulte frank$r but tactfully rfiy no referrels can be nade unless
and untll- the unsatLsfactory condltlons are corrected, At the sane
tirner the pronl.se ehould be gLven that the prendses vrill be reinspected
l-ater, and llst,ed irnnedlately if sonditions rvarrant. Staffs fon dwel-
ling inepectj.on nay sonetlmes be drann frm tbe Local buil-ding, flre,
or health departnents or mJ.ght be obtained on a volunteer basis through
some professlonal groqp or thrcugh the loca1 Defense 0ouncil.

.03 &9Eg The only accomodati-ono, the lnspestion of which ls re-
qtdred, are trooms, not already favorably knonn to the YIar Houslng eenter
staf,f, utrich are }lsted for rromen oecupants- Even this lnspectlon,
however, wllL be Hnited to that nurnben of rooms requlred to meet the
esttnat,ed lnnnedlate denancl, snd tbese wt}l generalLy be selected frm
J-istings loeated neareet the war plants. With the s5"ngLe exceptLon
noted, wonen will not be refered to roons whieb have no* been lnspect'ed.
Sooa*q for men mstr be l.nepected when the nelghborhood Ln wh.teh they aro
located is bel*eved to be unsatiefac&ory or yrrhen the descr*ptLon given
of the accom,nodations indl*ates tbat' en inspeet{CIn worrld. be desLrabl.e-
3o avoid waste of efforb aad arry possibi"litf, of ::1:11;fs\rqnabLe reaetlon on
the part of tbe owner, additiorml inspections ahun*d not be madc lf the
supply of rooms a.lready availablo 5,s adequete ic rneet knonn ne€ds. 0n
the other hand, in losalJ.tles where the demand Ls gneab and the lnapec-
tion of all" utrtts is fmposslble, tt, ts desLrabl-e to concentrate fLrst on
rooms in thos$ &tstrlcts and ln thsse structures nhieh are not reqr5"red
to ablde by any l-ocal" eonunereial" roonlng house laws, Tlre results of all
inapectloneo whether of rocns or &relXLng unlts should be recorded Ln
the fJ.e1d on the appropd"ate lLsting fonn (Forns Nl{A 3O*l"O snd 30-Il) "ft Tril1 not ordinar{.ly be possi-ble to have l.oou lnspectlons mad,e by the
professlonaL staffs mentS.oned ln tbe precedlng paragraphe. the eouncLl,
of SociaS- {genef"esu the Corurty Welfare Sepertnnent, or vrornenergroups are
genera$r calLed upon for thls type of, work-
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CAA TTR 6. APPLICAfSOS$ A$E NSiF'XRRAL5

SECIIOH 51. NOUSING .OPPLICAIIOUS ATTD NS.ffiRAI,S

.OI $pngfa* Ths yfat Eouslng Center J.E eatabllshed to locata
bouafug fon those clvtllas rar talkerg rbose ln-nigratlon is essential
to the rar effort. Itn avallablllty for t]rts rarsloo shouLd be nade
knorn to auoh peop3,e. lilt app3.Leants st ths War Houslng Cenier shorrld
be treat€d cotrteoutlif and t&etr probl,ans han&16d effieJ,entlgr'. gnJ{r
slrglble epplJ,ca"ntp ghould be refcffad to evat3abls &aaorutrdatioap.
tbe propertles to rhlah tJroy are referred shou"trd be suLtablo snd ls
keeplng rlth the prtsotpLe of ffrl]" we of avall-*,b:.e facilLties. Shese
generd. ptatcnents are el"a,borated belo"

.OZ Frl}lglzlns t&e rar SoqFt-a& Sgntgf "if the lfar Houslng Canrter
to to Earrro tlhosc for rdlon l"t rag estahllshed, J.ts EerrrLco Ehould be
advertLe€d La ttrose plaooa drere tha l"nn-nlgraa* vorkersras strangere,
rrirl gee tbe enoorrqrcenent. Poetors call be prJ"n&ad (aot at fedora,L
Expsaser howevcr) or proparetl tn art olasse$, aud displsyed ln tir* rxa,r
plante oa t$c local.:lty l:Let; ln approprLata I*bor union officeso rail-
road "nd hrs gtattonr, at the TravEllerg Ald irao*hg and at the lecal
offloe of tJrc USE$ or t&c lhr llanpouer $omnLEej.$q, ${gps should bs
ereat€d ou tlc prtntlpal hlgbrayrs eutartng the lo*ality. Polieeman,
corsrter clerke ln nerslnpe,r offlsao, 0hsarber of,eomnsree infomation
offlcersr and ot'herg to ;hon ctr6agerg a.ddres* requao*a for hausJ.ng
ln"ornatlo Ehorld be t\rllt advte€d of t&e geryices offered bf ths
Genter. &pilsyrent of,ficsrs at rar pS.aate &ould adrJ.se eesentLeL ln-
ntgranto to seek t&c arstst*nce of *&e Senter $,.n CIbta$s:tng aceomn*r3atlons*
Flaa[v, t&e Oenter ltgelf, lf properly id*ntifted by slgps aad e;"*-
uated Ln a esntrar LocatLou, riIL attroct applxcantg. under present
oondLtlons, horover, the seLectLon of a XocatLoa for tfre Centbr eltould
be govomed $r a coasLderetlon of ths e*pe rlttr nhioh ltstings oetr b€
obta!'ned,r rather tfraa bf a regar"rdl fer the ease rith rbiah t&E Cenler
can be fousd by ellgtble appllcantn. tho roaaon for this le that
rhll.e usouped rorksra nle3 ftsd tbe CIentar, ls"tdlortde arE und.er ne
obllgctJ.o to parovlde t&c Ccnter ntth listtngE ffi-less tboy ahoose to
do go.

.O? Ean4ltng oT Aepl.tqgn:[g &l3o *.bs sa},lre of tha ffsr llou,sing
-4*nter to nr rorhara du Ea nC*aurea Br**art$r j.n *erus of !"ts r**
mlta trn obtaxnlng J;trrng eocounodatio*re f,or t&rem, the aourteous anddfLolmt treatnst t{rteh they rcoe!.ye at *he Srnier nlal nalgh hean5"{y
tn iletemlatng-thELr oglnton of f,ha asryi.oe rE*elved* She fo{lox"e$ggr{gottLoBsl l;f f,ollonedr rlrl contrl,tnrte to good Eerpicei

ln the offLce, arad oh+rrs la nblab apprlaants e&y arnrt greli turrc i'or
Lntervleuo.

b. PrLorltq Csre shou.ld be taken to {sr*ervlar appl{"ear:ta
la tbe oadeer ltr rhich they f,lret apg:oar et tlre *$um,te&:*

i{ovmber 3f+}
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c. Co${:.tqju Applicants should be given courteoue and con-
siderate treatnent rrt all tines" Because of t"he urgent nature of thelr
needs, tJrey wlIL be quick to notLcer asd be dieeouragd byr falbrre or
inefficiancy on t}re part of tbe 6taff, For ths gs.ne reagon, howeverp
tlrey nlIL be apt to respond qutclcly to, and to remenbarr eqy uderEtand-
lrrg tneatnent recelved, evon though the Cent'er ray not be able to reftr
then to the exact type of acconnodatlous sought.

d. Saps A nait of the cltyr posted either on the wa}l or on
tbe sounter, and ilhlch shoirs traasportatioa l:lnee, 6choole, churchest
and shopplng centers, wl-l.l be nost beJ,pf\rl. L{ilitary authorltieg hevs
ragueetai tJrat Euch naps do not show tbe locatlon of rar plants. Ilor-
€ver, tba erea ad.Jacent to any partLcrrLer plant naf be polnted out to
the appltcant l.a suggeetrng rfuere suLtable accommodatlons ei6ht be
obtalned.

€r Egl$s Tbe War Sousing Center should bs open for oertaLn
bours la tbe erenlng or oD Sunday so tbat tt rltt be unnecessa{f for
xa,r norkers t'o take tlme off fron t&eLr Jobr. Such anangenents nay be
uade by otaggering the hours of, enployeee ln large Centere, or by openF
tqg ls.ter oa 'rl] (or alternate) daye l.n snaller offl"ces. 8trnl1arl,;y, tt
uay be possibla for an enployee of the Center to appear at larger war
F.Lants on speclfied dayr for the llurposs of receirlng applJ,cattoas.

f. Pan*l.ets $pecial pa.npblets and hrlletlog can be
dlstrlhrted at ttre 6enter, For e:cnmple, tro tlul-letinc |rrusd t.a
Jenuary 19{.3 by t'b,e TToments Bueau of tbe U. S. Depertnsat of lrabor:

ar14 ,Erbt4a. nsirdost to Eonen
ar€ evaLLabls t&rougb

reglonal of t&e Offlce of tJre AdrqL&Lgtrator.

.04 Preparatl.on o,{ Ape[ca&krLllo{ lar Eouslne (FoFts !qA, 3hr.<}
Infomatloa coneo"nlag r1'l 6pp[ca.nts for howlng rt}J be record,ed C.
Forn ltHA 30-35. !bl.g rocords t'be appllcatd,on, peraltq detenol.ratlotr of
slrglblllty uhere requiredr and faoilltates referral, of t}re appl,ioant
to acconnodattors EuLtod to hls [eeds. Lsss lnf,ornetLon ls rcqutrcd
aoncerrrlng applLcants for roons tban of appllcaats f,or dre3'llrg unltel
eepeclallJ' cinca t&o el.lglbtllty requiranento apply on\y to tle Latter.
The procedures for the preparation of Form NHA N-35 are found in Ssctlqr
6 of t{HA Regu}ation 3O-1A, in the onq-page, rununbered eoruectlng
menorandum effeeii.ve May lt, L9t+3, V and (for mtlltary appltcants) ln
Sectlm 4 of Rogulation 30-1C. Shile it rag orlg{.nally contopLated
that the Tfar Houslng Center interviewer rrrould propa.re Form 3o-3J fron
data firrrrlshed by the appllcantr rs}' centere have fornd lt necessary
to have the app}lcant flll in aLl lnformation except ttrat havlag to do
wlth the detennlnatlon of ellgtbtltiy. the sectlon (rn ellgtblllty
Ls then cornpleted by the interrrierer on the basLs of the appllcantto
statenehts. fn order that the nonthly Report of Operatlons

y Correction of $pographlcal llrrors Ln NIIA ReguLetion 30-LA and
ln Form t{HA 30-35.
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(Fonn NHA 14-3), irill represent the actual- type of rreman,c, lt will be
necessary for the interviewer to see that entries ln the sectLon
having to do with type of housing desired (number of berlroons) are ln
llne wlth local condltions and with the prlnci.ple of fu1l utilizatj-on,
In thls connection, see also Section 53 of thls manual-

SECTfON 52. DEIEFUTIINATI0N 0F ELIGISILITT

.01 Qener{ Ttre dwelllng unit listings at the ltar Housing Center
may Justiflffie regard.ed as part of the iationts w'ar resources. This
ls a tttotal wartt and the game naterlals which go lnto houses are needed
for the tools of war. To builC all fhe houses that a conrntrnity mlght
llke to have would nean havS-ng to curbail war production by a sim:ilar
amount. New eonstnrction must therefore be limited to that rqhich cannot
othervrise be avoided after all existing shelter ls full-y utilized 1n
the war effort. Therefore, regardless of nirether a listed dwelling
was bulrt before or during the war, it ts the patriotie duty of the
T{ar Housing Center to rofer to it first, war workers nhose ndgration
to the loeality ls essential to the suecessful prosecution of the war.
SLnce the volurne of migration of single persona ls usually smaller ilran
the a'railable supply of rooms, there are only a few areas in wtrieh itis neceesary to exbend eHgibility requirements to roorn applicants.
The goal is to &ssure shelter for the required nwnber of civiffan war
workers 1n any housi-ng beconning available. The V{ar Housjng Center will
therefore vrlllingly deterndne the ellgibillty of'arry applicant referredto it by lndlviduals, companies, or governrnent agencies regardless of
w?rether the unlts to be oecupied are rlsted at the center. For thls
reason lt is necessary that War Housing Center personnel rmderstsnd
nl'rat General Orders eover eHgibiltty, and how erliglbillty i-s detenained.

.c2 QIdq@ ?he staternent of policy lssued
Joinll1 uy@fiara and the t{ationar Housing ig".,"y o.April L5, 1942, V established that the National Housing lgenci would
provide new housing only for war_Joqkers uhose jn-mieqgtiog fronn beyond
the dlstance of feasible transportation into localities of intensive
war production activity is indispensable to augment the loeal labor
supply to the exlent necessary-for securing maximun praciicable warproduetlon. NHA General Order trto. 6O-1 and its amen&nents define an
indispensable in-nnigrant eivilian war worker and tlius provide the basisfor the applicatlon of these occupancy standards, or ccntrols, to all
types of war. houjling, NHA General Orders 6O-Z ana 60-3 ana their amend-
ments exbend the provlsions of 5O-1 (anci thus the standards of occupaney
and reoccupancy) to private w&r housing for v*rich application for pr,iori-
ties assi-stance was made on or after February 10, 1943. General Order No.
60-5 and its amendrnents sl-milarly linit the Lccupancy and reoccuDancy

y ltlar frgdgctlon Board and National Housing Agency porlcy for TIar
Housing (t-/t-z - L2/42) reproduced in A.rqinislralorrs oraer No. 9.

^/
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of nost publle war houslng to incilspensable in-nigrant civillan war
workers' NHA Generar Order l,lo. 30-9 applies the same ellgtbtuty
requiren:ents to public converslons and also provicles that tenants shall
be selected from persons referred by the llar Housi-ng centor. NHA
General No. 6C-8 glrres a private builder applying for priorities
assistance on or after February 10, 1943 the alternatives of acceptlng
tenants from arn'ong applicants referred by the loca1 War Housing Center,of sendi:ng prospective tenants to the Center for eligiblllty detennJ-na-
tion or, finalIy, of hfunself deternining eligibility (by the standards
eontairred in the text) and then reporting compll-ance. An FPHA Circular
tit1ed lvar Houslng Center Registratlon and Referral Procedures, dated
May 1,!, 7.94, provlCes that the FPHA and. local authorlties will accept
the vlar viorkerrs Housing Referral Cards as conelusive evidence of
eltgibiiity insofar as the requirernents of 60-r are concerned. Appli-
cants going direetLy to the public housing projeets are not now
required to first obtrr.i:i a detennination of e11g{-b111ty at the Center
although thJ-s may be arranged otherwise on a loea1 or regional basis.

- .o3 aglf Except n'here the Regional
Representative finds otherr'dse, eliglbillty procedures apply only to
appllcants for dltelling units. .sections 8-10 of NHA Regulati-on 30-rA
and Seetion I of Regulation 30-tr8 establlsh the procedure rvhereby the
Center will deternrLne and reeord the eligtbility of any civilku
eplj*g! either for the occupancy of war housiag (in cases wirCle
prospective tenants are referred by bullders) or for referral by the
Center to =!y type of dwelling unit. Sections 3-4 of Regulation 3O-IC
eover t.he dete::nrination of the umlte.d eligJ.!j.I!_tg of qiritar:r' appli-c_ants.
The entir€ process may be stnplffiwo TffiiliTea 

-to the data reeorded on Forn J0-JJ. These are:

3o Status as a A civiliql appl:lgaql ls a war
worker if the flnn by he is employed appears on the locallty llst
or ls listed ln Priority Classes 1-4 of Bureau of the Budget Circular
#400 ( anended as shounn in l{I{A Uaorandum 4I-2). For purp6"es of housing
assistanee a yd1lta.Iy- appliqqlr! is a war worker if either stafi.oned or
eonvaleseent in the locality,

b. status as an ttrnqrigrantil Military appricants do not have
to bo tttn-mtgr leant, to be Ltgl-tte for
assistance, rcust quallfy both as I rrwar workerft and as an tti.n-migranttt.
In-nigrancy most freo.gently arises from the fact that the workeris
forurer residence, or that of his family, is beyond reasonable commrtlng
dlstance. Un1ess the Regtonal Bepreeeniative establishes other cri.teria,
conmrting dlstance is assumed to be reasonable lf the ronnd-trip costis not greater than 50 cents or the nornal round-trip travel tl"me is not
longer than 3 hours. As descrtbed in paragraphs (d) and (e) of
Section 9.04 of Memorandum 30-1A, there are two classes of war worker
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appll-cants who, rvhi.l* noi phys{-ca3-3-;r i,n-migrating to the arear are
to be given equal can*irleration with in-nrigrents because they are
wlthout houslng, ?he fi-rsi of these two classes is comprlsed of
essential war workers vr*ro are required to vacate present housing
tl.rough condennation or ponverslon or u:nder OFA regulations. The
second class ls composed of essentte.l war workers who have cone
to the locallty on $r subsequent to July 1, 191*] (or arry subsequent
date flxed by the Reglonal F,epresentatlve), but who are curently
Iiving under substandard housLng conditions.

.Ol+ Yerlfi,ggUlgr" anU4EJoSgt+p-n Practice varies greatly
arnong War Housing Centers rnrlth regard bo verification of an appll-
cantts clai.ns to e}lgibl}lty, Thla variatlon resul-te from varying
local experioree. As polnted out in Section ? of Regulatlon No.
3O-1A, positlve vertflcetion o.f employnent, occupati-on, and ln-
mlgrancy is not norrnally neeessary. Wrltten proof should be
required of all persons claJmlng they have been e.victedr and an
lnspeetlon should be made of the ltving quarters of othenrise
ellglb1e appltcants wtto clairn to be lnadequately boused. In areas
where verLficatlon of ellgtbtllty 5.s n€cessaryl the photogra$ti.e
ldentlfl"catlon badges of the enploylng firm nay be used or arrange-
ments rnay be made wl.th the enploynenrt departnents of the war plants
to provlde thelr apl"oyees rith tde'ntifylng certiflcates.

.05 Delegglign oIJgth_orit& for Determtnatiop of S.l&iFilitI
and for Referral Beeause of the size of the workload at the Sar
Houslng Cmter or the dietance appllcants would heve to travel to
apply there ln person, Regional Representetives have ln cer*ain
cases approved agreeraento delegating partial.-authorlty for the
preparatlon of Applleatlons for War Housixg (Forms NHA 3O-35)r for
the detendnation of eliglblltty and, in a few instances, for the
laguance of fonnal referraLs. Sueh delegation has best made to
ryloyment offices of rar plante and, l.n the Distrlct of Colunbiat
to certain federal agenc5"es. Ttre practlce ls not suitabLe for
genera.l use ej.ther frorn the polnt of vlerr of standardlzlng
eLt8tbl.ltty review or from the viewpoint of the appllcant hlnsalf
(tt Uetng falee econory to save hl-n one tr{.p to the Cernter only to
requLre that he spend more tfune tngpectlng unsulteble qtra,t*ers).
Delegation of authority to detemfure ellglblLtty and to nake
referrals is effective only where the intertriewers can be tralnedt
rvlnere there ls formal agreatetrt to ablds by NltA standards and nhere
coples of the applt catlons are turned over to the War llouslng
Csrter for post-revlew, and nhere coplee of the returned occupetrcy
reports (Forus n44, 3O-4Or and,others) are also s€nt to the Center.
A model agrcement of thls tWe U ras s€nt to aII Regi.onal Bepreseita-
tlves on July I, 191+3.

v
sen

Relationehlpa between
taiives of Government

War l{ousing Centers and Dosignated Repre-
Agencl"es in D. C. Locallty. (lypea).
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.06 Qqes$lgge -og 4"j,etF:!11!y If, there l,s any e&s* Gn eltgi.-
biltty which cannot be soh'ed by referwrce to the tsr!*us direc-
tl.ves cited above, ttre questLon ehould ire teltsr up w*"th t'lre regtonal
off,ice, encloslng a" cCIpy cf the pertlnent appllcatie*r"

"sEcTIol{ 63. mFffiltat

.Cl Gecrgral It ls inportant not only to deterr,'fure whs is
ellglble for referral to the lr"Edted aupply of houslngr bu* atrso
to refer ellgLble persons to housing ln such e nanner as to sonssrvs
the supply, achleve ful.l utt}fratlon, and beet servs tli* nppllcantsr
ne€ds"

. az Ref err4_ of_ .cisllien s"-Fg ISeg" lYor,k*rj S- 4pg"qt$s. esftryg:-qgtg'frRoons iistil In accordsnce wLth $ectLone S nnd I tlf ReelrLa-
tlon 3o-1A;;m;ensable tn-migrant civiltan war w,:r:kens brlnglng
thelr fanllies to the corun*ni{y may be, refarred tc an.g t,ro?e of dwelllng
unlt by the War Workerts llauslngR*.fervsl eard (Nnn Frxru.3t]-3&). In
localitles nhere the Regtond" Feprese-ntatl-ve has detemnln*d. that a
shor*age of rooms exi,sts the sane fort may also be u*ed for equa}ly
cllglble appllcants for single person accomnsdatisns" In eII other
lociltties, appltcante for single acsoenodeti"ons {and $'themlse $"n*
elig:lbla snall faq{lles) nay be refemed ts rcomg by the uso ';.f the
Roms Lls& card (f'o:m NHA 30-I|0)" Ttre prtreedure for the *rx'rrpSet*on
both of thls card and of Fc'ru 30*3i+ nl"l"} lre found i"n #s*9i"oris m. 8$d
1,2 respectlvely cf NS{A fiegulatlon Slo" 30*34, 01v*.1iaxl apgrllcants for
dwe}llngs rsro do not quallfg am indLspense,bl"e lx*s{'gx"*rlt war worksre
under tha tersrc of $HA &eneraJ" 0rder l{o" 6S*lS, bu& df** a:"* altgtblo
for housing ttbrrll*tt prJ"or to February 10, 19&3 m"'eg ?,:* e* edvissd but
under the temrs *f trlit& M*mnra*dlffit 3f$* 3**?S ma;r ne*t, ?r',:', ,:i.ir"'?{i s f,ornal
t{sr Biorkerts Hotts$"ng }Lef*rra} t"* *ra;" quart,*r** Ar:i.*n.1.-15',' srs}st of ths
trou.ring of thl"s type n*w 'beeo*dllg s*'qraSl.sfuIe $&& pr,qrsraxr$l*ci i*$*er tlts
**snrmpti.on that $"t' rv*lu*rl ti* r;a,l','.;:,-l.cd by fue*xls:ramf' lt.l:{' rd,.l.i:'ksrsc If
**c*pied by othersu th*"s wtnrtrl bb ap* ts Xsav's rqsss-{,ri;ri.rril i.r:;,"emtgrenta'
renhoured. If$ wi*h tlr* ati* tlf th* H,**g{*ria1 &e'Fr.:'**nemb{rl,i}.vs *ssd thE
F${4, an agreenans has besn made with the bullderm &* }'iir*ee e*}3r
preeently ell"gtble perss$l*,* *hts pr.*blem wiLi" be rr,jJ::itd.xn*i1" $f-nnJ.lar1yt
ineli-glbIe appliean{lm shcri}d not be referresl to }i"ett*s:l 'uriigs $n od.ettng
sttru,ctures, satx& 5"n except'i"crnal s&ssso T?re war ?r+ac$.ng pf$grss res
prepared d.th the a"ssrimpt$aEt thnt a certain nwabes' $f rNntLe ful e:d,atlng
stnr*tures xatll<l bscorne vaean* Sur{:ng t}re prograitm$-*g 5r*r'l.ei$u nnd thet
the operatlon eif the lYar !tou**1,rr;q S*y*t*r r*)dlit rua*er"L*.i-i3' J"cit're*s* th*
pr.oportlon of these untis 'wi'il.ch wuu'ld gc to el$,g5-b)",e 1**+u,igrenf,;. AnY

devlatl"on f,rsnn this rule wonlfl {ileyefsre be apt, t* v*h$ate Sh*' pnogram.
Etna1ly, sntr wter:th*rJ.*,*:d rte€ etf the rsfary*L card *.eu*'rrry* l"'*s "ralue
as a eynbol- fdentifyS.ng th* e]"1,g$"ble ap3:}L*ant, prspe,r"t*,* *h* way **]
gradually expandXng t"?re Sist erf *.x**pt$,ono, and lay* tlv,er. War l{*ru*ing
eenter open to erl"tiei-w s.s * {.:i}mpetltor n$"th prlva&e ent*nprina"

blovenber 1-943
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.03 Bef
@-ffRa-esreffi-}i;ui:tr:
msnbers $f ths anned fore*s &re r:{:.r i'::e*u*sseri.l"y vo}-wiary residentsof the loca}lty tn whlsh theg xr* s*ati$ned or convaleseent and that
tbe fanlldee of ttreae pCIrsess h,"x\€i s.****rpanl"e{i thenn ihers xrd wll-l
probably oontlnue t* ci* &i$, R.e"r*.y.;:0,i.'r:.r elar-l"i*r policy, }$fi* liegulation
30-1C ttrerefora alrthrt*ssr Yr.qr: i::,:..,;r i,rc::'J**te.{'s tu g€gg_*&}tSggg

eI st *&i,"flp5:11,*., a:i_"5*A_kg*&139 tc c'*eil"1ns units
etkrs * j:-i1J

x'*.'*pi'i

scoret'arlee of war snet .fie,v-y *nd ths, A;-t*inis'i;ra.tor of tha r*}{A {uhlch
aros6 fil:rn th* fse& Shat 'bh* pr*i*,i,t-r*1"*n *f ssr*epCIne atld war- r3-ernts
rouLd be J,eoparqti"ned f-f ad.e*iei Lanr.rsura rls JiBopar{!:L$es :-t a{is}"n3 *nt i. ,';ijr.ie :i1rl}its}Jig vrerg t* bqr "$l]3}b fora}l the *hr:uggnde #f nfrg,r*.:r .{sl;:r,i,i.,.e: ,;i sri-i*.i*w Ferse,}.in;,s;},}u :nenbcrs
of tha *Hqed fonc*e.-_e{g jqgLg!-.lbl;..,i; ,.',, r'u tr:,ri gha}\ e*1.-i**."*d*rfggL t.py !n€ rJ8r $cri,s1r2s ;.i€fii#; E!. !.ri, ., i,r.ll;}s**g*.*g*ggs5T,gs:ugg.-rar
hogslT&e"r -eriBe*}g- ffi.m-q*?' . 

jtr,il-.j- *:**erigtsfs- ffi.mse$-$r'.q-1i ., i:s$:
gE-q_1q,t_el!i+ sorl_".t:t i.liii r.';j.. .r.f:.er Feb::*a:rir l-S. 1,.,:1, r'i.,, Theses

r

?FqT"3+e e*gss$F*+l .s^s*$ #L :rn ;s;- :isj"*n."ffigua.r,a-j"s,s-,ux*.,' Th e g e
llanc&rQs ,eey b€ re"l ,ax.gr'l s€flerii*i:ri., :1fi}de',ir&ru b;i. th* asgTl{ri}ir l trepre-
cqrtatl,ve l:* ag$*g'd w:.'ih i;ilr: pri..::-.,i1111:..i1,,.s. e;rrg,rl.:r*, 5"n s**?j"*,;i j *.li
Oceieral 0rdrgr fu^.*t' ry-ro $e+iir,pr f:, ,i,i,, i:,ii,a.*;f*1.:. ,*r,**r $*ig,;- ."ll:e ner
ReguS.atio* ;i$*3"S dG*,;m rcs:fu *!:*x:ge ,;-l.jrrr:r"i:tlgty :."equirwel*ia *.:j sar
houslngl f,b meralp &d$€* t!:* fl6g'sp.u..a"r. r*]-iep of, the fiensey. Sxioting
roeaL &vrenssffiw:** ryieh "ah*: ;rcli.r..s,i-.: :iri:ir have t* be rss**";_j,,,;r":
aceor*Xng3,y but men*sr-m *T i,tlir ;1_,,..,,.-i.:: ti];'*,$s shotiiLd nsp* *?i:*rl,.vi*"ee be
dleour&S6d '* b::1ng *n *na5;. $i:;u._l::.,r.". ;ri;:i,}* the lrsus*.rai{ ;i!;.lir,tion
rqla.l"ns &s'u6$o _Sesgdee.ax}*;*g ::::ix;:i.. *t' "i,?:e bux.d*ir of,.f {iep {;+m*er,
tt-tg_cllangoet-1w15"*y-h1* *.xr: p*re5.*a.,';. &Ltli&st&g€e * Jj.r.st* p::**:,;t,rxnent
n111 bs facrf.l.j"tsted 5.p tha* gnrtr,l:1,.* s:irl,exis frey be nade fr*r" -1"l*ii"ngs
lg* tl+lter}r persCInn*3 as *sel-i" a* '*erx"!,:*;.*u nnd *e*or,ri, by rer-vlng
!!_e nffi$ary, ceuetcr,s $s,Jr b* h*{1.*;" +"hrl-* t"* sontror isnci-* ttia:rr*fire,
conscrvo) thc horgtrsrg, th*g' *bt"ac*,n.

f$ pr*!'yy* thm_ s9.#*fi*:r'*;* *r" ghe **-esil.ed riv fr*retnn
Fory 3o-31+r sl,t€*bLe unmbare *f *he *rm*d forces wlu. be refsrrod
on Form 30-1'4, WffiX,f.kg*Sggg€gg&" sin** rl*seappllcantr hax* ;v11t-1ffisi;ff;1.i.:s5iffTt'J-roru;ftrs{ }"re e*:**i.r,j.. *tt intcLectlng dna1,15:rg mltl {thr*r*agia *i:.* ils*xr*Eq codcd e& F"onr. -s-l1 -Ln accordanoo 'rlth ins*ructj"on* tll h*r.*rlj*ti.ons 3o-ls ** p:-:.gi *nr"r,thof nay legrx.l"[,p $sslxgryp.,,

$otht-rurg ter t}:te rev*"sj.;:i si n;"i;:: br iitterpret,ed .i.e pr*e-*rt
the refcrral ofi nllltary apptr{,ean*ru **wing eo slnglo i.nd*niiuo.}s or
ea nenberg of tro-per*or1 fssrtl**":. 't'', ..i,r,r?u i:.1''.uu,,s**cf F*:tg.?il*lr$r
4ggns Ltpt"

.04 -lf*t!+$, S+"rr*g Just a*E :ilt, is $ropor*tf,vc xkr* s**l"i-eants
rntercstad ta ustings subraltt*d hy *, :'*et e*iats essxt trcr ?"*isl.rad
dlfgCtly tO the *6an*o mn* n*1. l":r 1:,,r, :.,.f,.rri:r4i:*1:r.!:'., g* t,*,-r !,, 1i.1, "l*tgntialthet proopcctl.vo tanantn y*fsla:.:,: ,. . ;:,,,r,. i ;ri,i.i"r.i4 ,,dr;::i-.. r,,. r.; ;i;'ililLdaror nangglr for E detamfu&ti-$i,",,! :, ,.r,-,.: ,i.-)'. .!:,.i 1,r.,.i.ri,,.*.r,,r .: r.i"{g5.bl,e)

,.;i ,,.r,,:1r;i., 1,, }.$$l ,/
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onSy tc that btd.lderte properby. Ihir nay be done by ltstlng tl.sj 
_ ^

pTqi-eilLy.gnlf on thE back of the referral earcl J"esued. trp fuidlcate e$gl.-
WITEA types of ltmi.ted ef.viltsr: refamale, for onaupler thoec
arLslns frcm th* c]€s;lt.* f,o CIbtafn fuU" uso erf the properby (see Sectlon
63,A7 Setow) or frorn partiel elJ.glblllty (as j-n the c&s€r of otherryisc
ellgi"bla fedenal mployees of agencies i.n classes l*l+r ao d.esarlbed ln
$ectLon 2.03r above, l*to are fure}5"gibl* for: pub}.le ner and convetted
units, pro5ebtn gufi"r irlth TitLe I, Lanharn Act lbnds) may bo uade by
nrltlig- approprlate lfuul"Llng elauseo after the f,trst paragraph of the
lYar $orkeris t{eusing Rof*r at eerd. (fom Ill$A 30--3t+).

Noth,ing i"n thls se**i*n should, however, he understood
authorl"ze tlte isiuanc* of Fonu 3$-3J* to othar than lsdtopeneebla
nlgrant civi-"I"lan var uorkers"

,05 $"egg$g$*gg.M-Pr*4ppsgry&g Hhere the houslng
market, fs ffi a[]. e:-rl6$b.ie apptl*,?.nte es$ be rsfarred to
approprlaie hou.u$.ngo :3"'ib $* *-:.sptlri:ef ilis,t' *,kio*s p€rPsoFrs sffrose pr6gdlcc
G- reiatively noot essen*la} ts thql rser effol+ wtll be 6aYen flrst
preference* In iocalities h*vlng only one rrar plant or uhere ''Ll rar
ptants are perferxwf*g si,,latlar worh, e elaeslfleail"on of t'he degpec of
Lesmtlal,ity ca* u"sua:.ly ba n*de, ar revlsed, 'n{th thE assistansa of ttre
appropriate enpleryuent *lqtslons. fn loca,U.tl"es hanlng ecveraL pl"anto
oplralUg in &tfferent fleldr, it :nc.y he poeslbLe t* estab]-3.sj: tws or
tirree degrees of, S-sw*r&ar,!*e e,red t* i'e;*,ir:i F,.,*t* ffi*l**l't-eui per;s*nr preferably
the nanager o.f tjiL* li'oee ff$H-$s rew$.*ry,r "hi^1cl employ**.er elss*$fi**tl-on of
var{.ou* ei*ctepat*"ortr, the** *,iasei,f&*at$,ctls mh*rl-.$.$ he re*'**--tcnanlned frm
tlme tsr t"*.ale *s 3"*.ii:*:" t:r.*eels *ti*ttg*,, E*eeylt5.r* **.v:l3j-*cr trar $orksrs
shoul-e be g*-'lrxl g"t'l'*ferenr:* sv'etr fns$"ILes of ixel.iq.nr;4 orer**nnel'

$*l"t"trt.ql **aqr1ii *:1r'',,rs *f esse,at:3.,q3.:itv* {.t .t'* '';;e}tcvmrX that those
rshr*ne h*u*;*.ng ttf*tj: ix iiri:,lu.1,errl'i, sihrtrill,':jL llq l:'+9*:,"c.ed firBt'" Xto:r erm*rlrler
t!:e fann5"]..;t .aijr.*:.l:.r ilaa ;r-l{:. ,:t""ri.$',s.:r:1 $rii: httllr ;ln .',.i!.r:,1-$ tr.* "1.1'::t 

ar,rud the worker
wh*s* fatr,:l..!.,1,'!s *1. 1.,:r'tE .sulfi *:il +sx*tt.},i;:,li Ell*t.1.'i l"q.r'.,,lf*:i;:s*ri i:gfgrre nef
r,,g*t'iig::g i&}li.i ili.x!5 f.r*,:,:;.i. *ui**g-i.li.x1g r,Li11r"',g:r'*i*fi{*.'*-i,,* d:i::'i.,a***s' lh*'$e whel flnd
*hetr- pres*nt tt+*i*J|r:g :i.r;ss,i.s*l;ul,'i;"*r, s3" li:lori* "wil* 'is5x*:, tel send f*r thetr
f*nii',!:.ie *.

3n c*.*e* *;l pwsa-l hg$ming ne*d, lt{.t!:'3n *h* same i'*'rel of
lmporta*ee t* 'f,he vr.:,r. s.Uf;r'lrR. l"{; w**3d *est q1*gl"ra}:l"e -1o refsr finst,
the pernon wi'*irb.i*e *1** t *.*fiv* *ppJ-:5"e4"*5*'rr.

**s fizu*Xg*-q.L"11,#9,*Xt* ;*hqfiS***.f"Jk51g,Sg Hlae pa'*w:t"strs, par&*
graphs n**U"Tilil?ffi6*tr $;ru,?ffi$*s-iff Gf:erra; i-n an *xtrw.el.y cri'b$-cal
fiou*tng m&]:itd:$* fiqrinve;l"r,*13, *e Ei.sy s43o&sir:r:.nil"y be p*ns{.bLr: for the
War .[i*un,*. tg iir-r;-r'i.,el' 'lr: ;'efs' *n appiseant te' v"ari'nu* *;r5re*r *f' prewar
and si:er h*t*,*1"*g. &1.r*t'n t'l:$.* trpf":*-.*xr ex*.1*9se t'tre Cemt;*l' *h*ultir j'f 811

sthsrfe*t<pre ny* *tt'ua3.o *;tier:f" nc;n,*-:j.ng in'tlre fcl,}Owing orq{er;- prc-
Wax'' h*tt,slrug., X3r1.'"'tihr '*Wrsstrsf-olt,*u prlva{:e nerr eonstnr*t{on, pUb}1C

eonv*rsi.*I1#s iiffr{l ;*ripi:i.r f;i$$*' fonSt'mrettggt'

?:!:.*"* 'pv'Jee' l"* n*t *n3.y ln *ccsrd with
pr*"wat* hsrusi.:rE he g$-vm pref*reuree ovsr pribltc

to
tn-

the lfl{A prlnclple that,
houa$"ng, but'o bacauae

hT..,r*o*'!. ., ".) | 1
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the occupancy control tncreases ln the sane order, lt le destrable
that eltglble workers be referred fLrst to ttre uncontrolled housing.

.O? lo{.-Usgof Houslgg It would be poor pollcy for {ar Houslng
Centere to urg€;FIIcLy, fhe complete utlllzatlon of houslng 8nd
then to adopt tie practlce of referrtng snall fanllles to large units.
.Scctlm 11.0L of NHA Regulatlon !Io. 30-1A sets folth the stsnderds of
referral ntrtch govern the relatlonshlp of fantly slze and compositlon
to the eLze of tnl.tg. In vler of the lncreaslng average slze of
f,arrll-les nalcl,ng up the nlgratlon, spec|al enphaeio ehould be placcd
upon the rules that,:

8r groups of elngLe porsons ghouLd never be neferred to
dwelllng unlts ee long as roons ere availabLei

b, e tno person fanlly ehouLd not be referred to a two
bedroon unl"ti and

co the average nunber of pereons per room should be about
.?5 persons per roon (rrlth, ltorcver, the llnttatlon that older chlLdrst
nllL not have to shar€ e bedroo rlth thetr parents or wlth other pen-
sone of opposlte eex).

Ener':f efforC shqrld bc nade to dlaaourage landlords fron
precludlng ocsupancy of thelr llsted rnlts by fantltes rlth childrsr.
Ttre larger of theae unlts shorld aLraye bc cati-narked for fanllleg
rvlth proportlonately largcr nudbcrc of chlLdrct.

.OB 0ther Fac!-oXs t^n F,g$.clr8l llrcllfng units seleeted for
referral a t and locetlon to thc eppLlcanttc
neods. It ie undegirabl.e to rcfcr an appllcant clther to a d;eLltng
the rental of ntrlch ls bcyond hLa lncone, or to qre rtrich le prlccd
mrch belon trls abl}:tty to pey. Ordlnarlly, the totel cott for hous-
lng ehould vary betreqr I/5 ana U\ of ttro tenantte lncoe, Or<l{nEr{.1!rr
lt rilJ. be fornd rrlsest to uee ts rLnooetr the flgure *rlch rspressrts
the baac sslarleg patd to tbe pr{nolpal rrage e&rr€rr lhig wouLd not
lncludc, therefore, any overtlnc pcy or ttty pay recelVed by aecondalry
rago eamcrc ln the faully dro do not or{lnrrtl.y fora part of the labor
markct. Ttc refcrred drlolltngs ch$ld bc loeeted aa convsrlently ae
poralblc to thc appLtcantta placc of rvor{c, but lf the appllcant orsrs
e oar, norc latitude ln looatlon ;LLl be posalblc. If ttre War llouslng
Coter Lg to contl,nue to have the coopcratlcr of the emntty tn
nectln6 thc rar bouslng problo, tt lc rlsc to rcfer epp.LLcants etrtctly
ln rocordsrcs nlth tlrc prefcreocee, lt anyr ttated by the landlord.

sSgtIoN 6[. H$TDIJXO RPonrS 0N oCCt PIN6Y

.01 Gcncrel thers are two ecpects to handllng rePottt oB ocdr-
psrct - fiFfr; Ero nel.ntaenc€ of thc cormtor flJ'o of llrtlngar and
lccond, thc rcvlqr of cllglblllty of tsrente aooeptcd by bulldcre and
rqor{od by t;hcn qr Foru UKA 60-8.

./
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"OZ Sgi=gt€ligln& tbe Gorint€f F{&g If tb.e nn-algrant lyar wo:rksr
ls to be adquatoly and offl"clontly eorrad trn tbe Sax,Eowlrg Center
and if the bousing lnvontorSr as reponted by tbe Centar ls to glro e
tnre ptcbrre of housJ.ng oond,itS"onee lt i.s sosential" thet the eanie Ln
t'ho cor:urter fli"e reflect onlqr preeoatly avell"e,h1e unLte. SectLoo l3
of NIL& Begrrlatton 3$-trA dessnibee tbe prLnclpal nethode of natntata'.
ing tha eouoter flle by processtng *&e varlous* reporte oa occullallcy.
In ad&its.on to tcrepbore repor&s {oeoqm.ncy reports obtEl":oed ov,ar the
Fbone xdriln the CEnlier ls about to refor I nffr applleant to a Llst€d
unlt), the dey-to-day eorrectton of tha fl-Loe ls- acconp.Llehsd br &e
use of returned forxre NHA 30-3&, 3O-l*0, and F-l+A, ffid by the use of the
compllance and occupancjr reports (Forml NI{.A &-8 and 60-9) arrbnttted by
builderg in accorde,iloe wi.th UEA SenEreL @den 60-8. gcme Far Hous{q{I
Genter l[anrgers have also found lt uEefir]- to obtaln dafty reporte frc
the 'nena€€rs of local publlc houst'€ pnoJeets asd to 'p'k6 pesplodia &e&t
n:ith tbe cooperat{ng properby nErrFgerg handtlng tbe laqgoot nrmberE of
llsted unlts" r{arntalnlng good rorhtng retrationohlps rrlte l"aedLordo
and oonductlng t,he offiae Ln a mannes, dich rrtll araete genar*L re-
spect for tbe ffar Borrs{-4g Csnter rltJ. bo llke1g to agElrrs thc r€gular
recel.pt of reports on oodrlla.nay" ths ccunter ftle shsJ.d notn of
cours€r aontaln any unlts dtch a,re r&suitab].e fon rof,elra.l. Unltt
of tble type are not only uselege to tn-mSgrantg tnrt the var;y lrr6t6co
of, t&c ltsti.ng oard ln trhe oounter fl"lo rlt!- lnf,Late t&e iavmtor3r La
the non-tbly Report of Operatlons (Forr Hl|A f4-3 - nsvfuod) "

.O3 nffrfer of .Bll.ql.bil:fqr of-lloqgsa;S€f Epryr&s 3s m,s Fr6r-
lottsJ.y indioatedr ilIIa GeB€r&l ondor 6o-8 reffrtrer hdldoars d gtvat*
gq houel4g on rblcb prtorlttee aeeistonoe ras Eoryht qg.oq a,ftg
Sebnury 10, I9/h3 to eublt a oouglk!.anoe repont lf t&oy ds aot ohbose
to acoept ar;r of tbe apprtcaats raf,errod by the sas Eouotag scnoer.
The Eane General 0rder re$4.!ts tnrlldsrs of bonsr'rg on *{oh ptord-
ties aeeletalroe was sougbt plor to Fobruary lOe 1943r to vrokstar{lf
subelt sn sscups,ncy repott oa rorn uEa 60-9. lllegc r-epoarta aro flnt
ns€d to reoore fron the souatcr ftile t"he llat{Wt of Ei,tg *J"ch arc
ao Loagar aval.la,ble. Hoisver, NHA Re6u1au.oa 6{}-2 pronrldos fs a c&ooL
of Form UHA 5o-8 to detelrnine oonpllenoe rith tl,re oooqaoc6r codLtloua
of prlorLtles assLstanc on other govermtal &utJrod.satd,on fo bu{-3.d.
l0rere repont'e are reoeLv€d oo btrlldtnga eroated ln LooalLt{.er acmrs&
by Far Eouafr€ centers, t&Ls ahaak nrttL bc EFdo br t&a cmtEr ttcolf"
!'orne 50-8 are distrtbuteal tf tba fH,A et tJre eaep tle tbe GSP."S-I
Le tssusd,. tb6n returned, by tls bulld,er, ttroy lrTl bo dcoked ts
tJre T$ar Hougi'g centEr to detErulne, frm thc lnfomat!"on oontatned
theteonr or fron other natenl.sl" avai"Lsbls to tAo wer uoustry catene
rbether the tenant ts eligible" frere e check 'of Foxu 60-8 irndioetea
non-conp}lnnG€! a detatled report of t*is vioLatl.oa ahcrrrLd be nade to
tJre Beglonal Representatlve for hl.s rerdew and jlnsslble sctloq"
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cHAPrEn 7. THE CoNVERSION PRoGnATI

SECTTOI{ 71. OBJECTIVES OF TTIE PBOGRAU

.01 Relatlon to the War Houslne ProtElgs As set forth in section
14 of Chapter I, the programnring processes of the Natlonal Housing
Agency contemplate meetlng the war houslng need first through the use
of alL posslble existing housing without alteration. fire operatl-ons
under the Homes Use program for securing and tenanting this shelter
are descrlbed ln Chapters 5 and 6. Where ttre complete need cannot
be met by thls use of existtng shelter, a cerbain nunber of r.rnits are
then programmed to be produced with a ninimun of crl-tlea1 naterials,
by private or public conversion. ltre present chapter describes the
means by rhich these eonversl,ons are obtalned.

sEcTIoN ?2. ADVAIITAGES 0F C0N1i"&SIoNS

.01 Savlrogg in-$aterigls. Labor. Tlme. Trapsportation and Monev
Conversions possess a varlety of advantages in that additlonal
accwnodations ean be produced with definite savings ln critica.
mater{.a1s, labor, tLme, transportatLon, and money. The use of
od.sting undergrorutd utllLties lE especially effective in saving
crlti.cal natcr{.aLs ufiere present stnrctures ar6 converted. Another
'lnFortant lta, slnee the shortage of nrbber has reduced the use of
autonobiLes, ls the savlng Ln transporbation by housing workers
closcr to tbclr place of ernplo5mant.

.O2 Conpa.rative C_ost and Mater:lal Data It has been calculated
that the total anolnt of crLtical netaLs requlred by an ordiaarlr
converslon ls appnoxi-nately 7OO pornds compared to 11989 pounds for
nem temporary housing or 21750 for nenr pa:nanent housing as nor
cqrstnrcted. There is an average total saviag in cost of both labor
and naterials of all klnds approximatlng $3r0OO per unlt. Such a
saving 1s sufficient to purchaoe the folLowing nunitJ.ons:

I jeeps, or
5 nachine guns, or

J.6 depth bofrs, or
2O parachutes, or
35 Garand rifles, or

50O antitanlc sheIls, or
1501000 carbrldges, or

horrgh frrel oil to run a destroyer 6rOOO niles.

- .O3 Favlnes thr€u.qh 9p.eratlon bv ffi.stinF O_rsanlz_atlons ft is
tnFortant to note elso thet the conversi.on progran is a decentral-
ized pr.ogram. llo nern operating organLzation has best created for
its promotion, but the vrork is betng canied fornard by utillztng
existlng facilLtles. For lnstance, the publicly financed progta&

^/
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deJ.egatea to the HOLC ts betng handled by tbat organizationrs
Recondltlontng and Properby Uanagernent Dlvlslons, both of nhlch engage
local architects, brokers, and attorneys on a fee basis r*rerever
posslble.

SECTICN ?3. BASIC OnGAIIIZATI0N rCIB CONVm,SIONS

.OI Responslbi}:ltv for Proefan By the provlsl.ons of $ectLon 2.01,
9tc.r of NHA oeneral Order No. 21-?A1 the Assistant Adminlstrator
(Hor:nes Use Serrrice) ls responoibLe for the exeeutLon of ttre converslon
prograno He nay asslgn the exbcutlon of portLons of thc progran to
the constituent wrLts of the NIIA but he ret 6ins respongibtllty for
coordl-aattng the variotrs olmenrts of the prog?an and for zuch revler
of operations as nay be ncoessarTr to sesure the succossfrrl. execution
of the prc,gram.

. .rO2 lbree Parts of Proeree The total converslcl pr"ogram is
dlvl.ded lroto three parts, vJ.z:

&r Prtvately flnanccd converstone to prodnce addltional
roons or fanily &velling units, pronoted by the Hones Use SenrLce
wlth the assistance of the FHA, and the IVar Houslng Center at the
Iocal. Levcl.

b. RrblicLy flnanced conversl.sns to produeo dorrnitory
unl.te for bdLrrldual rorikers, handled directlf by the I?HA.

cr ftrbll,aly flnanccd converslons to produce fomily
dwelllng unltr, handled by the HOI,C .

fhese three parbs of the ganeral. program are described ln
the followlng peges.

sEcTIoN ?t+. pRwATtrI EII{A}ICm CoNIrERSItr{"q

- . .Ol Nature pf &lspo.nsl-bil13Leg Tlre neture of responslbiLLtles
ln the privete conversion progra& nnay be $ummertsed from NHA General
lrder 96. JO-10 as folLows:

8r Assistant $studsjbrator (Iigoes UeFI The Asslstant
Adulnistrator (Homes Use) has be6n sssJgned responslbllitl for the
developent and execution of thr private conv€rslon progra.n.

b. &eeio-na.l Repressrtatlve of thc Office of ths Adnfuletrator
.

The deteruLnation of the need for, and the slze of, the pr4vat@ coll-
version prograe ln any locality is the responslbtlity of the Regtonal
Bepresentailve rtro also, as a pa,rt of hls responslbll:ltles for fLeLd
operatLors, ls charged rrlth affcctuating the pr.ogra.n.

Novmber 191+3
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cr lhe Fesler* Eouslle AdministratfuU The trtlA has a
definite responsibility, interest and concem with private codv€r-
sicrs arislng from the facts that it ls the processing agent for all
appllcatlone for prC.ord.ties assistance and that under various tlt1es
of the $ational Housing Act, it is authorized to iasure mor{gages,
the proceeds of which are used in private conversion. It is given
the assignneart of enlisting, throrrgh its long establlshed contacts,
the supporb of lerrdlng lnstitutions and naterial and zupply interests.
The FHAIs vahrable fund of eryerience in private eonrrersion activitiee
ls to be utjl,ized ln corurection wtth the 1'ggillties of the ftlar Housing
Center in a connon effort to promote pr5-vate conversions v*rere
prograum.ed. 

"
d,n ?tre ltiar gousixs Center .As parb of its responsibilities

wlth regard to@rogr** the Center i.s charged with
the pronotion of prlvate conversions rshere a quota has been established
for the 1oca15.ty.

.Q2
quota has

When a private conversion
ty, the Regional Representa-

tlve aad the Local ftlrector of the FHA straL1 deterrniae whether or not
a pronotlonal canpa,ign ls requlred or d.eslrable. lThere a canpaign is
to be underLaken, plans for Jotnt operatLons shall" be laid. Usually
the ffar Housing Csrter will- be charged with general promotional
actlvity and the IIIA with contacts tn the bulldtng inrlustry. lfhere
necesEarTrr FHA persone} wlJ*l train t/tlar Housing Cenrter employees in
the deternjlnation of suitabllity of properbies for conversion, methods
of applying for finanelaL and prior{.ties assistance, and the requ5.re-
ments for tltle I, II, and VI lnsurance, as we'1,1 as the prepe.ration of
applJ.catlons for exenption firon Regulation W V and the requirements
of reart control. Anangeunents may be made for the FIIA to put the
Cernter in contact wlth qualifled lenders and materlals dealers, to
provlde the Center with necessarTr forms and deseriptive l!-teratureo
a,nd, sometimes, to station an employee at the Center during the high
potnt of the canpaign.

.03 P?rblcipatlon of War IIoIrsinF Centels $Iot only is the Center
charged rit'h the responslbtlity of coordinating promotional activitles
but lt shall also record sernice and foS.Low-up inquiries wlth respect
to converslons. Sar Houslng Centers drouLd advise owners of the
geieral edvantages of converslql. They shou1d either themsel-ves
scre€n the proposed converslon for econonlc practlcabiJ-ity or shor:ld

Cons,rmer C
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refer the cun:er to hls choiee srnon€f thn ltst *f ftnsnetal" lnstltutLons
or materials dealers whl"cb are coopenating 'lry g*ving su"q:h sr:remlng
service$. War liouslng eenters shall assLs* property oftners ln pre-
parlng Fonus WPS-?896 and in obtaini,ng p::J'cr appro'ral of the rent
schedule from the OPA. Ttrey are also *ltarget) with 1r:i,ti**;1ng requests
for free technical serrrice as des*rli;ed fur the paragraph bclour,

"O4 Free Technical Eenri"c_g ftr Aug"ast; l$y 3"9&1, a nr.*th-td was
announced which provlded free teehnical ser-sice by the fee eued

salaried technical personnel of the }iome fiwnerst L*an Corporation to
proper*y or{ners irrterested in converti-ng ttrsir properb5.es. The
Fresldent made $1OO,0O0 available from his PreslsentLal Emergency lbnd
to defray the cost of such free seryiees, -

This ls not a progran fcr supplying cash or mrrtgage loans
fsr ratod.eling but Ls a deriee for pu.r:m*tirig *'.xlversions by I\unishi-ng
the ovuner trith ready information ar: tc wi:e{i:e:r or not hts buiLding ls
a proper subJect for conversion.

SxaupJ"es of the forrs and of the instmctlons used by War
Housing Centers nay be obtalned frorn the H,*gionel ReconditLontns
Supert"isor fu ihe HOIC regional office* Supplies of forus sh*xld be
ordered by the usual" nethod of requisitioning T{ar }lousiitg Cster
forns. Olearance for the Lnitj"ati*n *f ;he ser"qJi:c 1r: any 0enter rvlil"
be arranged by the Regtonal Represmtativ* "mitb &he Reglonal Marrager
of the H0LC-

&o Brtc,f}.p; any Sar
I{ousing Gsrter or tt*st p{F ft&li, by e*ntact3ng the
neares'b HOLS offine
in"epect prr:per*le*
q:*st cf **nveys1cm"
** yx6 charg* to the
wj":i,ir the "w,idso the
**rrs*rtct"i"wi are tn
RegS.atratLon CIfft*e
flnaneing*

Gr represmrtat{v*, a;st-Erl.,ge ** }r*ive s$i architect
and edvise cytrrer-$ r*6*.;rei*rrg 'bbe Sc.rs*,bility and

Thiu preli,ulltrargu hr*.*l*:ricl$J' ss.t:vir* i"s .filrniehed
olsneru However, :!.f t?'re r:'*lilsr deefti*s "L* proceed

exeaution of 'hkr* pJ-*:r* *:id 'the as*&s-:- csst, of
be pald by hlrt" ttie Wiir fi.+trsi.ng S*trter on }lones
vriLl advise the swt*r *n ine*hrds end nources of

bo EeEp$ &g pgocessiae -epp1fu:dlJpjr& AppJLcante for thl.s
*ertrise wlll g {y--Trt*i*}: &pJ.,Lggslgg
fqre;M:$$SI'ge'$,rryS.Se.q3:lgg and file J".t xith t}.r* Ylsr llotrslng ilent'er eir
$snes Registratton OffJ.ee, The fol:n nilS- he eeneeured by t;he offl-ee
u{th the use of Form NI{A 30-15 (fort*er*y ,{R.-J"Sa)u n}le'v5.ew $tio*es for
Screexrfulg Reeonditioning Applicatitl$sr!, *f sn wrss{natJ"tm eif these
fslm{r fur&i-*ates t}ra& the subfect properLy fo praperly l-geat*{i srrd.
ottru**uraIly euitabLe for conversion, Lh* *ese ts then eesigted to
the seares'* H$L0 Reg{onaJ" 0ffiee f,or investigation, using fom N$A

"34)*13. {fo:nterly lltffi-20), nAuthoriuatia,n for &ecorrdittonfurg $€rnieetr.
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ce M lJpon receipt of the report of the
HOI,C Lnvestigat5.on, on Fonn 1}}iF"*2i; flqplg-g{-Eecglgitiogin& ana
Esti{na}e$. Cop3,, the War liousing 0enter wiLL discuss the matter irdth
the appX{"cant. If r"he repcr& ie favorable, the offiee nLlL outHne
the firrther steps to be &aken, zuch as methods and sources of
fi.nancing, FHA assistmnce, and the need for f\rrther techni.cal help
ln preparati.on of plans, letting of eontraets, etc.

It is consj.dered funportant that the Sar llouslng Center
n'alntain an appropriate followup to encourage d.efi-nite actlon by the
appllcant and to record the fl:ral disposltion of the case.

.05 l.ln_aqgirrrlt *$.SrtgConvgrsionjr The problesns in prLvate
converston nost frequeartly brought to lTar Houslng Centers concem
financing" For the infonnation of tlrose rdro are jaterested in. tttis
subJect, the followlng facts rmy be noted.

or $cconpl:hEed by privege_ $lrrrd.s Srr_ FTIA Tille J Privately
frnanced conversions nay be undertalcen by individrrals with their owt
t\rnoe or rrith borrowed 1\urds, and in either ease $ith or without the
aLd of FIIA lnsnrre&ce rurder ?itle I ef the l{ational Houslng Act.

b. Loans ${rs$r$hl".S}-.$e to_$5.0@ l{ost bsnks and lendlng
institutlons wiJl eke ITiA Title I l-oans for conversions. These nay
bu J.4 any anount not t,o eoceeed $5r0OO, inclusj.ve of flnancfuig
charges, and nay bave a naturity not in excess of ? years and J2 days.

cr srernp9"e$ Jron Egg4gtigq--?{ Conversion loans are
excepted fron Segulati.on W of the Federa-l Reserrre Board rvhich l imi tE
the tem for rtttich l-oanE mly be m&de. The method by *tich an
exceptlon Ls obta,ined prowlel*s for the borrower to compS.ete $HA
Fom 60-5 as 'set forbtr in Sectisn ? of $I{A General 0rder $o. 5O-lrA.

.06 Pr$g4tieg- aryl Egnt Egqpirem+.le the next nost frequent
group of questions concerns prioritles and rsrt requirenents, Here
the foLJ.owing facts nay also be notedl

&e trYPB anc OPA ]"lmttatlgts gpp}Jr Ttre general linitations
on the use of s, vrhleb have been lssued
by the TrIPB and the OPA, apply to the pr5-vately financed eonversion
pr-ogram. trese are set out in detai-l hereinafter r:nder Section 79p
Provtstons 9@on_ ts all Convelsions,

b" Occqqansy 1bited,to _rar wo4<erg uccupancy of nouslng
bnllt rftn prf the typejof persons
sti,pulated tn the appllcatlon for guch asslstance. Ia housing ttbullt,tl
on or aftar Febnrery l0r 1943 lfilr naana lndlspensable ln.nlgrant
elvL}lan trar ror*ers ac deflned ln l{t{A General Ordere 60-18 and 6O-8
and app}led ln Goneral Order No. 6O18.

-l
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.W &eJ-atlon ts Publtclr tfut![rge* Cgrve.rslon P-ro$:aq -If both a
prlYate an@on Progran haYg b9-en approved for any

iocality and if, where the loca-llty is sroa:Ir there is any danger that
rhe proraotLon oi' publlc converslone j.s likely !g interfere 1etl tl,:-
p"oO*tton of prtiately finaneed converslons, the Begional Eepreseurt'a-

Itnu *ty delapteuaporaiily the start of the publlc conversion promotion

caropaig!. Shere clrri.ed on simrltaneously' aIL pronotloryJ' naterLal-
.nA .*llvttles wjJt cleer]y lndl"cate the preceden:ce of privat'e,9on-
versions ln the srder of dlslrabis-ity. Tltis sanre eurphasLs shalL be

carrled out in ell eontaets with property ofiners in order that as

large a proportion as possible of poteurtial sonversions nay be

accomplished rnder the private progran.

SECTIOIiT ?5. PUBiJCIY fiINANCED CONVffiSIONS - F?IIA

no]" liald. of .{Pri$.AePISl&f

a- D.o@g In geareralp tro FPIIA wiLl con-
flne its conveffie provlsion of non-housekeep{ng
tnrits for single workers and couples l$ accordance with formal
prograns lssuea by the Qffice of the Adrlnistrator of the NHA.

b. {egily d.r{.eBj*g gnlts The conversion of dweilllngs to
provldo aaeit:.@eneralSy the province. of ttre
itOl,C; but cases nay arisb ruhere the liomes Use ServLce or the Regional
RepresentatLve r:f the &*nlnistratorrs OffLce desires SPIIA to
p"itto:"p"t* in *ira *onverston of a lrrge buildi-ng for use.as-fanily
itwellfube *r irn the umagment of larger converted prciee=bs involvlng
farrily f,weltlngs, Such raees xllt be deternlned iointly IL th:
nq.{snaf Fepres*n*ativs *f the Adninlstratorts Offiee and the Regional'
Direetor r>f F?Kil,

"CI? A$*3.-tiig lSfl*F gqn"e*Str

&.e $g!*glg..!mg* Json€ stn:,etures- zuitabLe for conversir't:s
by t"IlA rnsy bfffiSffid-Frr*ol" buiteingso office bufldirrgs, hotelst
innso and ste'r'ege snd lofb butldS;:gs.

b. &qi&r3sil3clfuFJ- i.eaep I?HA *onversion pr"oJects ril1
uslally U* l*@-anrt the term will be seven yearse

I,ease Fom FFHA :5?2, *iti*r* $'s ti:e prescr{be9- l"* for the conversion
of FFI{A pr*;ects, etates whetti*r the omer vr1L1 take the bullding at
the end of the t+rm either (a) xnith alL the lnprovments as nade by the
Govexr*semtu or {Ai wrtfr *.tch i*proveaeents rssoved' At the ti'une of the
siEni.ng *f the i*ao*, *he *rcner rrtil. tndleate his eleotLon between

these alternatives and the lease vriLl- prorrlde accordingly. It ls
oryected that this eleetirn w"j*11 be nade largely on the basis of
anltcipateiit *aturs use of the butl,ding. Thu-, !f a rarehouse Ls being
convert,ed to d*rml&ortes md !t ia wrtlcipated that tt rvill rerert to
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narehouse use, tho oilner wiLl undoubtedly wish the lmprovements
rerroved, On the other hand, lf a hotel is being rennodeled for
donnitory use, the ovmer wilL very Ilkely desi-re to retain the
InFrovanents, as they enhance the value of his property.

In detennining the rental to be pald to the ovrners,
consideratlon should be given to thj.s decislon as to uhetber the
{nprovenents are to raain &s an eirhancement to t}re va}ue of the
property. In such & case, lt ts erqpected that the r€ntal, to the
owter rihose property value wi^ll be enhanced by suctr t-nprovernents,
nay be less than in other cases (g,3' a warehouse) n?rere Lmprove-
mente are to be removed because the orurer does not desire to retain
th€m.

, -$sortlzation of lrnprslre'npnt .coFtls. not nandatprf
Although an attempt is usually nade to amortize the cost of improve-
ments durtng the sevsr-year period of the Lease, ? conversion project
for donnitories is not necessarily unacceptable because frral anorUi-
zation would not be possible yrithin this peiiod, In such a ca6e,
the Government mrst neigh the relatlve cost of non-housekeeping
units produced through conversion with correspondJ.ng units provided
through new constnretion.

d. Condem,ratLon oldesi.rable prgperty If necessar;r, in
order to obtaln occupancy of a desLrable buiLding, a Leasehold nay
be cmdmred by the flllng of a DecLaration of Taktng or by pro-
ceediog under the second 19ar Powers Act, but sreh procedrrre ls not
resorted to unless conditions Justlfy, as in the case of a vacant
bufldirig rvhere a pressing need can be net more quickly through
eonverolon than throryh new constnrction.

€o Acqulsiticnr by purchase If the lsnproven.ents to be
nade ere octensj.ve and relativeJ-y high in cost, as cornpared to
purchase prtce of land and present Jnrpr"onenrents or Lf, for argr
reeson, it wouLd seo ln the Gouermentls interest to aequire tlt1e,
the property nay be prrrehased outright rather than leased; brut zuch
pnocedwe mrst be thorougtrl"y JustJ.fled.

.o3 Man-egs4rent of Properties

&o Stendard procedures followed An IPIIA conversion pr.o-
Ject srhoulO Ue esideot na;nager, and
usuat\y have 20O occupants, at least either Ln one tnrildtng or ln a
fen eLosely reLated buildtngs. AIL converslon proJects rrill be
$enqged ln accordance fith exieting FPHA procedures.

wrrw ?6. pUBLrCtr fiIN${gm co$vEnslous _ Horc

Ort}hoe of Plan

-
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Br AcquisltLon of properbv bv lease The Homes Use
Serrrice puUfic ernmenrt acqrrlsition
of the property by lease, rrith return to the ovnren-Iessor after a
period of tirne deterrnlned by the Lease. During the tonn of the leage
the Government wiIL recrt the proper.by to certified in".nlgrant vrar
workers.

b. F\nds fron Lanhan Act tTre ffurds for this converslon
progran cone f@ich does not provide for
subsldi.zed housing. The conversion plan contemplates that the
Government nllt get a ftrll principal retutn on lts lnvest'nent. The
plan doee not contemplate mbsidles to pnoperty oxners in the forn
of Goverrrnent-financed alterations and iryrovenrents not recovered
from rent revenues dnring the per{.od of operatlon and control by
the Government. t{or does the pLan conteuplate that the orltrer rrLll
subsidize rrrar workers by absorblng or r{.sking an ultLnate loes
through the converslon p1an.

cr Net lncone'Dald to ounar l{here the estinated rent
rerenues to be collected fron tenants exceed all estinated costs,
the balance riill go to the ourer of the pnoperty as his fair com:-
petrsation, based upon the value of the conver-bed stnrcture for war
houslng p{poaese The omer, not the Governnentr TriIL benefLt to
the e:ctsrt that the undertaklng produces the nnet ineomen contem-
pLated at the time of the J-ease. If trnet inconen duri.ng actual
operatim drceeds the amount contenplated, t*re Governnnent benefits
thereby.

d. Conti$eqeigs-gbsorbe{bv thg Govellme'n! If the
unforeseen contlngenci,es and rnavoLdable rJ-sks of war cause sone
losses ln the operatlon of converted houslrrg, these losses, in "1L
faLrness and practlcallty, rvlll be borne by the Government, rfii.ch
ls enJoying the use of the property for the prosecutS.on of the war.
But evsr as$mlxg some such losses, the ultl-nate total cost to the
Government on feasibl-e conversion proJects wLIL be Less Jra teras of
tlme, mater{.al, or Doney than the ul.tlrnate cost of an erylvalent
nunrber of neruly constructed temporary aceonmodations.

.O2 l,eeal and Financial Beq'uirements

&r F{ve IE{.n sgep-s-ln f.o.t!ryftg Ihe converslon plan ls
aet forth in dfra;tl in the fofowlng outllne of the norraal steps 5rt
passing upon and setting up & conversion Job:

(1) Determine the nrrmber of addltional drrellfug units
of varlous stzes (for fanllJ.ee snd coupl.es) that the proposed
conversion of the stnrcture rdll yteld for the use of fui-uJ.grant ter
norkers, and also the nunber of, dnel-l,lng writs tn the sttq,cture that
wiIL be ocanpted by othera.
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(2) Esti$ate the total annual rentais (shelter rent
plus all, utillties) ttrat w111" be eharged all occupants (wa.r workers
and others) auring operatlon and control by the.Governnent.

(3) Sstiruate the annual operating costs un<ier
operation and control" by the Government. Thesen all of r:hich ntll
be assumed by the Governnent and pai.d out of the annual rentals
charged oecupants, include: opera.tion and maintenance, upkeep and
repalrs, etc. lfo allowences will be made for va,cancies, mena.galent
costs, or uncollectible rents. These prelin^rlnarT' estinates vri]-l be
based upon estabU.shed and rrniforrn cost gtandards for various classes
of proJects in varl,ous sections of the country.

(t-) Determlne the nargin between estimatecl total
arnual rentals and estirnpted annual operating costs, by zubtracting
(3) rron (a).

$') Deter:nJne the annual rent to be paid by ttre
Governmmt to the oiln€r. Ihis u{IL be lnserted in the }ease and
rulll be ealculated by nrbtfact5ag fron (4) the following annual
iteursr all of rchich are to be paid by the Governrnent: taxes and
aasessnents, water rates, etc,; principal and i+terest pa;rnents on
norbgages, liors, etc.; insurance; and one-seventh of the estinrated
cost of the converslon job, i.e., alterations, improvenents, and such
back tsJces and debts as are assumed by the Government,

If taxes and,/or insurance are to be pald by the
nortgagee or other lienor, amouets to cover such ltenrs nay be fui-
cluded in the arnount to be pald to the nrortga€ee or the lienor and
need not be set up separateJ.y in the formula. .Amounts to cover
tarces, nater rates, and lnsurance nlIL only be included 1n the
foruqla as separate ltems rtrsr the Government ls to pay these ltesrs
direct for the or{ner.

b. the _esgrtrolllgg._lggt If item ({) above is not large
enorrsh to pe l itemts to be paid bv the
Governnent- fittn. (5) abofSy' and to lesve an annuaL reurt 6tlm (l)
abovg/ satlsfactory to the orsrerl then the conversj-on of the
stmcture Ls not feasible unLess the ovrner is wllling to share the
cost of eonverting the property to the errtent ttrat the folsula rrilLl
produce a net renteL. Ttris test provi-des the control factor for
the perrnissible siae of Government opendltures for aS.teratlons,
i-nprovments, and other lte.ns ln the conversio'n cost.

On the basis of these estirnatesr the annual renrt to
ba paid by the Government to the o$ner ls deternLned, and the lease
nay be *tered into tf t^tre terrrs of tJre plan are satlsfied.

9. Fo,mrla ]oses slsnificanc-e.gfter sireing o{}eaFq
After the reaso hes bo€n slgned, the fomula ceases to have any value,
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-except aa a record of the ealculatlons by wtrlch the amount of the
lease was deterni.ned.

If* zubseguent to actual convorsion of the proJect,

Tl:IFf:+:,,4:A lrl abovy'. prove less than esrj+.natedr.or operating
co€Es 41ten (r) abovg/ or annual deductible iteme /item (J) abovy'
otber than new assessments prove greater than estj;ated, the Gov6rnnentwill not burden the on'ner witJr thise unforesoen contingencles, and.
the annual reart to be paid by the Governrnent to the ouner rvj,Ii rernain
unchanged. Correspondingly, the arrnual rent wiII not be affected if
annual-rentals /item (2) abovy' provo more than estinated, or iJ the
other iterns Just enr:merated prove less than estj.nated.

,03@
ae SeTen J.ear tqrrn The Lease rrns for a norgaL terra of

sevgl years.

No renewal nor octension is now provided for, although
an early fom. of lease pennitted an exbeersion for an additional- terru
of three y€ars.

b. Governrnen:L_rn4y cancel on monthrs notica The Govern-
ment reserves the rrght to cancel the lease after 3o daysr aotlcE.
?he qrrestion ls ofUen asked ufiy such ntght is not glnen to the osneralso. lfanifestry, lf the owner eourd also cancel after Jo d.ays3
notice, the Governruentts sore purpose of pr.ovldlng dweltlng rnits
for rar rryorkers could be defealed and a considera6la J,oss sustalned.in additLon.

cr _qgtlverston costs In case the lease is
cancelLled prior to the eryira

""1r6-f€8Jt 
tetml the un-

anortLzed portion of the converslon cost Ls llkerylge cancelled. For
instance, if the conversion cost a,nounts to $2loo and the lease were
cancerled after the expiration of three years, the owrer lloul-d be
released firon any oollgafi.on to pay the reqalrtfng foun-sevsrths or
$1200. Thls provi,slon of the Leasl constitutes i trtgtrLy attractive
lnducoent to prospective 1egsors.

.04 Llnttall%s on Cggt ang Si,ze

^ &e ugS.rElm.post $?.590 pe-f qg{&-for war wogcers In the
case of converslon by lease, thefe is no neea to evorve cost llnrrta-
tLons on an arbitrary basls, since the legal and flnancial plan for
conversion nakes strch Limitatious a natural der{.vatLve of the rar
housrrrg value of the Job to be done, bpendtture for conversLon ls
Justlfled ln such a&ounts as the Job rvill c&rJr. llowever, tt ts
deeraed adrrieable to e€t a naxiuun cost llnLtatlon of $2r 5oo per
dwelllng unlt to cover those erceptioal cases uhere tJri operatl.on
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of the financlal forvnula does not effect the ltrnttations conterlplated.
Such rnaxinrla eost Umttationr even with net rent paid by the Govenrment
added, is well below the cost 1inits of the Lanhan Act.

- b_. Il4ils o-ccupi.ed by noA-war wor4gqs not counted In
coxeFrting the maximur cost linitation for any convergion Job the
ft2r5oo per unit llmit will apply onry to thoie additional habitable
unlts in the prenrlses leased to the Governnoecrt ntrich the conversionwill make availabLe for rent to l*.-rnLgrant uar workers and shalL

"-ol -t""$9e sny units bo be provided. in the converted property
nldch will- be rsrted to the owner or to present tenants ol tfrl oeln€rr
ln g!'ner words, ',rhere the stnrcture contalls one habitable unit prior
to tho conversion and three units after sonversion, the total al1ow-
able e:cpendlture will be S5r0oo lf the two additional units are
rnade available to vrar uorker tetrants.

c.. Iees jJlcl-qded in conygrgls_coeb Ttre $2r50O Lrnrt,
per unj-t nust lnclude architectural, brokerager md legal fees
that wtIL be lncurred by tlte Goveynmeart fn corryleting the converslon
andr tf the conversion i-s to be ternporary, also the cost of
reconverbing the property, rf past-due d.ebts or deltaquent ta:ces
ere to be paid ln connectlon with the conversionr, then the a,norrntof zuch items nust be lncluded in tne conversi.on cost.

_ 
d. Avprage"cgst Il^nlted g) $1.500 tShLLe the mariCmrn

cost nas been set at g2r50o, attentiorn is dlrected to the fact
!h1t qlesent po}ley lilnils the averqge cost of $11500 per lnit.this figure caonot be exceeded as an avera,ge as converiton funds
are approprlated on this bases.

-":- Fxgess constnrctlo+ cost bogre bv ctglrslggrent rt is
uno.erstooct that leases are negotiated upon the estlnated cost of
conversion. If the actual eosts of the conversion Job (including
the actual fees fueurred) are ln excess of those esitmaiea, the
additj.onaL cost will, be bome by the oovernnent and wttt not in an;r
way alter the lease between the Government and the omer. rt is
aclcrowledged that unforeseen contingencles and the uravotdable rLsksof war rrill cause lncreases in the actual cost of conversi.on Jobsover the estimated costs, Those ln charge of the converslon ipera-tlon are -opected to exerclse care in prepaning alr estinates, butwill not be held responsible for fnabiifty to secure the perf6rmanse
of the wor{r at the esttrpnted cost.

. f. ^ stqq li-udtsd to-sl$.roons eer unit rn order that the
co-nversl.on of any stn:eture shall be as productive as possible ofadditionat- faeily accononodauon;; ttie-naff.num-;i; 6i 5ni-Sliiri
dvre*ing unlt in a converbed stnrcture has been It-ited io sii room".It ts antl-clpated that approxlnater 5}f, of al_'t- unLts wiIL be 3
roonsr ln slze, cne-roorn efficiancyunits are pennissible but are
not looked upon with favor.

Page 105
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,o5 Raq!#.

&r &P}-_qqle{ _}&"i3e3iqr}S.-epp$ The general Ii{dtations
on rents pron rppfy-to the publicty
fineaced conversion prograut. 'Ihese are set out in detail hereinafter
under $ection ?9:"Provisions Common io All Conversions.fl

b. Re:ts set up in fonuulg_afe charee$ Ttre rents charged
by th.e &ovenrm ced converbed.
dr,relli:tg units wl-ll be the rent est'ir4eted for such urLts at the tlme
the property was leased by the Gover.nnent (ttHR Ceneral Order No. 3C-6A,
SecLion 2).

co Hiqref rgt_s ghar&eq}le to ngn:.w.ar ugllkers Non-war
workers rerraining as tenants after conversion are not affectod by
these liraitations but rnay be charged rents up to the prevaiS-lng reurt
for connparable accormoclations, (WHl Ceneral 0rder No. 30-54,
Section 3,01-d). Ge,nora-lly speakfu$n it ls not considered sor:n<l
pollcy to take advantage of such a di-fferential in cornputi.ng the
formula, as any replaceroenrt of a non-$sr worker by a rnar worker
tenant would mearl sn automatic decrease in the rent and the Goven:msrt
wouLd be the loser thereby, as it would still be obligated to pay the
o$ner on the higher basis.

d., q Aparticularadvan-
tage to ttre o ent guarantees full
occupancy of the properff; in qther words, h-ls retura rnder the
lease contivtues rrnd:fuui.rnlshed even though the Government may be rrnabLe
to rent any or all of the dwe115.ng rntts.

.06 golrttr$ing_gccnrlEglgr_Iy @1er

&r The lease provides that,
rrherever any o e as &, tenani aiter the con-
version has beear ccmpleted, SVery effort wlLL be made not to dis*
conmode h:im, during the progress of constnrctlon.

b. ryIL control res.ts i.n qovenlqgh Upon }easing and
convertlng a stnretwe, the Governnrtrrt is solely responsible for
l"ts operation and control, coll"ects all rentsr md pays all bills.
Divided responsibility in these rnatters between the Government' and
the ouner rrould resrr-lt in sevsr years of, continuous negotiations,
and uould conf,ront the tenant war worker with trvc landlords, Thene-
rorer although pollcy pennits the orrrrer and his fantly to continue
to U.ve in the converted stm.cture if he so desires, he does so as
a tenant rather than as owner or nanager, He leases space frorn the
Goverttment just as other tenants, and he surrenrders responsibiltty
for the properLy wtren he signs the lease. The rent he pays to the
Qovemment Ls treated llke all other anrrual rentals and affecte the
annual rent to be paid by the Government to him.

Novernber 1"943
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er Fo.vgqlqgn$. Jurqlslgs heat. ,etc. For the same reason the
Govetnmen!, and not the ov,,ner, is nesponsi-ble for furnishing heat and
other ubilities, ffid f*r keeping the place in good condition and
repal-r. The furnish.Sng of heat and other utilltj.es may nob be
requlred when portJ,one sf butld:ings are leased and the owner agrees
to firrnish heat and o*}ter services, or ln cases uhene it ls the
custom for the te.nant to fur:rLsh such itens and where the reuri to be
charged the tensnt i"e eetablished accordingly"

d. S An ovner may be
enployed. to pe for several houses
1n a neighberrhood, Sus* as the Govenrment ntght enplcy any other
quallfied person 'bo p*rfonn such serrriees' Such enplo;rraenL, ho'nteverr
will be on a rulifona fce basis and rri}l not rejnvest i'rr the ovner any
rlghts or dutles a.s an oytrr€Fr

€o QErerrS rent &overned by OPA ceil-inss It should be
noted hefe that, wher* tire ormer remains as a tenant, his rent is
governed by OFA eeitri-ngs for comparable accomnodations and not by
Lanharn Act or ffFB regtr-latlons for war workers. In this connectlont
see coment under $ection 76.06, lrnrrediately above.

.Al co4lufgi$g.

Bo Pri.or occll-
pants who are d his fanily,
nay be pertitted fls re'taln space subseqtrent to conversion, although
this should not b* *ne*l*'s€edo Conversions nherej-n prior occupants
wALL remain ae ter:"an'Ls wji"l. not be trndertaken unfess the nr:mber of
new unlts created f*:r $-n*mlgrant war workers will Justify the ex-
penditrrre and operati*n of t!:e property by the Goverrrmsrt. Such
occupsnts nay be .j"ea*erl. rlps,ee by the Government and the rent they
pay shel"l be treateC. the sq&e as otber annual revenues.

.08 AddtbLonal Fj{rancfuu by PEooedy Orsner

&r ftFeq sggJqgBSl-.-!:qntributlon If the estirnated annual
income after conversLrm of a pr,:pel&y is not strfflcient to perrnit
the deduetlon of the estir,raied annuaL operating charges and esti-
nated annrraL earrXrJng eharges and leave an annual rent satLsfactorlp
to the ormer, the crsner nay bo requested to pay any past due debts
or dellnqup.nt taxes which have been included in the cost of corry€r-
slon, or may nake an lrrevocabLe oontrj.bution to the cogt of co[ver-
sion suffLeisrt in siae to pernit the paynent of a sati.sfactory rental.
Such irrevocabl"e contributlon should be nade at, or prj.or to,
executlon of a lease"

"o9 Fempo.l3]:JuQg'nyeTelgn-brr Lease

rlr TEnpclrglg_ggrlgqtsLo11 _deflngd A tenporary conversj.on
ls one yvhenein *he owrrer agx.ees, at the ti.rue of enecutiag the lease

-/
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v'rith the Governtent, that the property be reconverted
part by the Govenrlent prior to the oplrati-on of the

Sectj.on 76.

ln whole or in
Iease.

In runy

b. Aigagtaees llsted In the conversion by lease prograrn
it is e4pected that pernanent Lnprovmeerts ln the lease stnrctures
vrj"Il be the rrrle. In many cases, however, resort to tenporary
irnprove.ments rrl1-l be cheaper l3 materlals, noney, and effort; wiLL
be quieker; will gain easier assent under loca] buildtng codesl and
for all these reasons will enlarge the volume of war housing.

c. Applicable Ttrl.s tlpe of con-
version is especial'ly regdatl-ons have beecr

relaxed for the period of the emergency.

d. Gengral plgq applicable Tlre general pJ.an fol-converslon
by lease is appfci5teTo Ternporary converslon nlth the following
nodificatLons:

(1) Rego.Egerslon aftgr Terminatlon, of tpase -In.-
computing the formqla to detenriae the annual rent to be PaLCt the
ov,Eter, the estlmated cost of the converslon Job wiJ.l lnelude not
only the estimated cost of nald.ng the lnprovanents but also the
estinated cost of restoring the premlses to their origlnal condj.tlon
prior to returnlng the prernLses to th* Gtrfll€r" Ttre Government wil-I
undertake both Jobs. It is anticipated that the cost of temporary
conversion and reconversion stilI wtll be lees than the cost of
per"rnenent conversion and that, rtrere other factors are equalr the
arurual rent to be paid by tto Govetnment to the oilner rrill be
correspondingly greater.

.LO Parti&l Conversions

&r
fas€s the l-ee of nortions of
dioor over a store, wiLI prove to be a sPt€dLer method of obtalnln€:
addLtl,onal rmLts tn cr{.tical areas than the leasing of entlre bulld-
ings. A special lease 1n a considerably abbreviated form (Form NI{A

No. ?O-33)-has, therefore, been provided for such casesr as set fort'h
ln Sectlou 2 of NHA General 0rder No. F5.

bn tr{odifleat I[here sucb
parbial leasing is desLrable, the FIan for conversion bY
lease, both pemanmt and telryoraryt
nodifications:

is applLcable rrlth the following

(1)
of, a portion of a

Tlre leasing
on a case basls. It is

aclnovol-edged that certaln risks mrst be aceeptod rttere the Crovemnent
is not in coqplete control of the property. Since tbe acceptance of
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the rlsk ln nost ceses le preferable to undertaklng the control of the
entlre prenntses, the person negotlatilg the lease for the Government ls
author{.zed to proceed, rlthout regard to the control of the entlre
praal"aes.

(2) Serytce-s trfugt Ie Petern$ped In estimating the annual
operatlag cost urder operati,on and control by the Govemnent, on)"y
suoh portions of operatl-c'a and Batnt€nance and sush upkeep and repairs
aro lncluded as arE to be assulred by the Govemment and r&ich nilL be
pa"td ort' of the annu^eI reit charged ocorpants" A deterujnation of
the services to 'oe furnistred by the ovner to the Governmsrt, or by
the Governpecrt to the owler, ls necessaty lrr order to decide the
terts and condLtl.ons of the Leese.

(g) Converslgfr -Costs_Id$k4_lo &ecog-ditloniqg In
deterutrdng tha annual rqrt ta be paLd by the Governns.ent to the
oilner, lt ls ncocssaty only to cmpute one-seyenth of the estlnated
cost of the conversl"qr Job (1*., alterations and^ improvenents, and
reconversLon in tbe caso of temporanr conversioas) as tlhe estfuated
carrying chargee. The lease does aot contempLate that the Goverq$srt
asauue the peynerrb of ta:ieon lnsursnce, water chargec, or pa;ments
to }leners.

.lf Acqulsitlon of Vacgg! Property

8r Co.ntJn_arrr to pres_€nt policv The purpose of the publlcly
flnsBeed conver program 5.s op rrar housing f,or the
use of, in-nlgrants only nhen suoh horsing cannot be provided ln suffi-
alot quantlty by the e;C"sting strppl;r or throrgh privately financed
c@YersLons. The Goverment, thereforen rr111 not at present lease
&reLltng units, nhLch are al.ready srritable for occuptrrcnr for the
pru?ose of renting thm to ln-ntgrants. (Ut{* Uemorandum No. !0-g}.

b. PosglFle uFe Eilh_o$t;gdsgatisn_proeqflu If a deflaite
progtam of out-roigration shouLd be adopted at sone tLne in tbe firture,
lt nay then becone desl-rabl"e to Lease properties rras isn lrt order
to Esnrre the roserrration of vacated properties for war workere.
If *rch a prograrr. develops satisfaetoriJy, aI[ pertinent detalls
wLLL be subettted to Begilonal Represelrtatives.

.12 hrnalture_agd Eqpim€nt

8r 3n-xigraat
war worhers renting to rent
firrnJ.shed unLts. It is assuned that, lf the property leased
through the converslon prograts l.s aw occupicd, the orcrer or
occupant, Lf he r€Nnainsr nlll contlrnre to use hLs own furnltnre.
He rnay have other ftrr:rituro, horever, uhieh he can E\ake aveLlable
for the addltiona"l unlts prorrl.ded afber eonverslon. rD renting
converted urlts produced through Governnent lease, tt is the polLcy

^/
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of the Government not to supply or rent fi:,rniture.

b. @qt .exggp*iola1-gitclqgtancgg nrml-
ture rnay ue pr ffi tems
of the Lanhan Act, where there i.s a prtor findi-ng by the Assistant
Adoi-nlstrator (Hones Use ServLce) ttrat suctr installatlon is in the
public lnterest. In this corurection, see NllA General Order No. 21-78.

co Cwner.oJ lgrgnt to coqtragt Jn4eperdgntly Wherever
the o'rurer of the property or ary others having furniture desire to
rent it to tenants of the Governnent, they rnay be per:nitted to do so,
subJect to thej.r owl arrangements and responsibtllty. Any such pay-
msrts therefore are to be entirely separate and apart fron the rental
payrnent for the dweJ.ling unit.

SE0TION 77. HOLC PnOCEDUBES

.01 SeneraL PJo.c.gdurq

&o Standard-reconditislEr and nanajreurent procJEdures use4
In general, HOI,C procedure in handling converslon cas€s follows lts
flrstmary nothods in the recondltionlng and nanagernent of its our
properties.

b" 0perattoqs:{gqgrtralt?.9! Ttre HOIC Reglonal Manager,
or ltls duly appotnted area representativee ts author{.zed to handle
all converslon natters on a decentral-lzed baslg. l{herever possible,
ntch operations wlll be conducted fron the ffar HousJng Center,

cr SeectElg fuurctiornq dgtaiLed Appllcatlone wl1l be
rerrleryed local-ly, properties wiIL be inspected and leases drailn,
PLans and speciflcatLons wt-LL be prepared and constnrction urden-
taken. Tenants ntll then be selected, rents collected, nn{rrtenance
taken care of, and a gooraL accountlng nade of all receipts and
exSrenditures.

,O2 Use_of Ege Archilggtg

8r Work pelforged }lke _any prlvatq op The prepara-
tlon of plans and opecifications and the varLous construction opera-
tione wiLL usrrally be handled by pr{vate architects operating under
a gtandard fee contract.

b.
provides that
the owrer.

Note that ttre lease
ect to approval by

cr Stgfr.dgEg lld4l+re pTactice folLowed Conpetltive bids
nlIL be takenrGrE strpenrlsed aa ln

l

\
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any private operation" Usually three ds wiLl be called for on each
proJect. Where it is impossible to
wtrere the utmost speed ls deslred,

proper competitlon or
nay be aruarded on a

negotiated basLs prowided the negotta arnount is within the estfunate
used ln the forrtrla, It is elso slble to group several projects

protect the lnterest of the Government

.e3 use g{_Egg rlgggliglglg

essure acttve responsibiltty for eanva$sing a locallty for appLlca-
tlons through f,ee negotiators to be by the l{0tC. As of
October l-3, 19h3, thls systen has been installed i^ 126 of the 219
loeallties r*lere publlc conversions hafe been prograrmned. The nu&er
of euch fee negotiators to be ap il any locality depends upot
the ertent of the area and the size of the progra$. Fee negotiators
nay be asslsted by any nunber of ating brokers seleeted by then.

b" ! Fee negotlators
ere required to an agreqrent with covering their
operatiurs and setting out, the schedul
ment. Fees nlIL be pald only for

ce Ovrner tted to
Cant_eg In locall rfiere fee are operating, the rlgttt
ls resemed to any or{ner to zubnlt an to lease direct to

in one contract in order to rnake the
Completi.on bonds wiIL be sal l s{ fer.

the War Housing Center. AIL zuch
tbe local I{OLC representative for

ablllty to deJ;lver possession of hls
or fanllies must eLtber vacate or be
T{ar Houstng Center wiIL be consulted to
available space jn ntrich these roomers
relocated. If suitable and zufficlent
house the present occupante of properti
the case wlIL not be pnocessed futther.

more attractlve to bidders.
when considered necesoary to

fees for their relmburse-
Iease6.

s wilL be referred to

as to the home owoerts
ln cases nhere roomerg
In these cases, the

detersine rtrether there ls
tenant fantlies nay be

is not avallable to
offered for conversion,

T{here the War l{ousing Center

the
of

preferably by salarted
HOLC personnel. Fee negoti.ators shal1 notified, however, of the
receipt of a'11 such appllcations the tfune their canvasslng
is under way. Should any such applica be referred to a fee
negotlator for ftrrther handllng, he not receive that part of
the fee o'llowable for obtaining

.O4 Relocation of Tenants

8r Itr processlng
appJ.lcations, (uestions

^l

Novernber 1943



r
Page 11,2 HOMES USE G{IIDE $actl.on ?7.

adrlset thet suffLcictt qrartero aro ar&tlablc clacnhara, the cam nay
bc prooaaecd and a lease nay be concumatod on the aaanptlon that
tha omtor oan dellver poaseoeLon.

.O5 Eviotlsr of Tanantc

Bo Prfqittld Uqdar epocial- lPA fegfet:Lolle In n nunbsr of
eEEeB, omers ffi e Eov. volwrtarlly
*nd tt w-111 be necessarxr to lnctltute ov:Lctil.en pFoeagdlngn, f-ho Offl.ec
ef Frleo Adnlnlctration hae issued to ite fleld effteac Reg{cr-tel Rmt
llgAorandun #48, dated Decwber 18, 1942, dlrcettng thet ln thsco eepcg
*rere ojuglers have executed leaees or agreements to lease theln properttea
to the Natlonal Housing Agency, and rrlhere representatLvea of the Natlonal
llouslng Age,ncy asgure the local rent director that evlctlon La requLred
under the conversion progtan, certlflcates wtlI be Lssued undcr ScotLon 6
(B) (1) of the OPA Maxlruun Rent Regulatlons, authortzlng arrch owtorq to
pursue their remedles ln accordance rvith the requlreraents of local,.law.
For measures of assistance to evlcted tenante see the preeedlng
paragraph and also Section 62.03 of thls guide.

.06 fuqsq.fqr Fut"urg Posgpgslm

8o Peroqrlltp-qrgtel wll,hheld pcndlge rqE€qqglao tcasrs
ney be exestrted prlor to the date of actual de}lvery of poaacaalm of,
the prqtses bv the Leasor to the Govelament, provtdod that g ekef
qldgqstan{ing ts reaahed betrecq tlre Govcncnent and tirc loseer thgt
t$e Sov-gpaqt $11t not nake any payucrtl prerrldcd f,er ln aroh hgao
1s.t+1 t}tg Oovernqsrt haa tul] pocgegdlq of aucb prqi.aog, qnd pFo-
rr{dgd !.,}1at tbe Governmsrt rvl'lL not arsur€ to pay _a!rf drg}r ltme l"f
the lgapor breactree hLs coysrant to dcllvcr poareagl.S in feeOfd.rner
d{.h tlta tamp of guoh leags.

.Vl Leaae of.llOLC Propertlcc

Bo Appnoval bv NHA _gec_eEaqcr PropcrtLcc orrd by t$c ll0lf
lirlob arc anit ies;ad to tire Gowhnmt.
S.--_1* suph geeea qrst be gubrnlttsd to the UIA negtserl R$epat*t{vr
fe,p *n4p*. Ile rrll.l tranql.t the lease rtth hta roomrndlt*eq to
tha Sggtptant Adplal.strator (Houep Or" gswlog) for elgetum e
b*elf gf the Urntted States. $ec ilttl Gcrrerel Wer fisi sl'5.1.

ffigTsf ?sr r[swpnEl,afroDrs 0,r ff.0[,,0 t]tD gFlEgt gF t4€ilI
.Ol Delesatlm of luthor{tv to H0LC

8te alleeetL@ e
*O-la*Sm*!pa bgtres ttrc Offloc ef tlro fdm*n!"shrater and ffir H0tS
*or the g$,1*olr ftnaaccd eoqyprslen p,Fetr'an sra r*.t etrt *n WIA
SmeFel 0pdere llttqber 30'/+ eq.l 30-?. '$reac o*qlrr *€mld bc *ntg?rutd

tevdep 19&3
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Under these orders the Horne Ouners I Ioan Corporation
ls isnediateJ.y responsible for the execution of the publlcly finaneed
conversion progra& j.n harnony with the general policies established
by tbe Adsrinistrator of the NatLonal Eousing Agency. No changes can
be nade ln policy wj"thout the prlor approval of the Assistant Adninis-
trator ln charge of Hr:mes Use Serrrice.

. b' 41]"""}e*qe-s. ne4e j:n nane of .$l!Esd $talgq A1l leases of
propert}"made by the HOLC rrnder this progra.n are acquired for tlre NF{A
ln the naroe of the iJnited States. AlL leases of dwelling rxrits are
mede in the name of the tjnited statee by the National Housing Agency.

.OZ EeLqlloqp of ReFlo$al Represen-batlves jo IiOLg

$.q*gpq! teljrtlons outli4ed The relations of the NHA
.Eeglonal Bepresentative to the Hotc arise prlneipally through his
responsib{lity for the preparation of locallty prograrns and thelr
adJustoent to keep thern trmed to changing local conrlltions. These
relations are a:rso e*anded throrrgh the direction which he exerci.ses
over the various aeti"rities of the Trlar HousLng C6nters as set forth
ln Section ?8.05n belou.

. b: -{€ges -t9'J0lqJesarq&s neJv lVar Hoqsi C ltre
NLIA Rqlional Representative Ls charged wlth notlfyilrg the H0LC
Reg5.onal Manager thenever a ner lllar Housing Center has been establlghed
ln an area vhere a conversion prograa has been authorized. (ma
Generd Order ]o-.jt $eetion 5).

.O3 A4.lqstffient iln Loqeltty Prosrans

Section ?8.. PROGRA}T Page 113

ln conpanf $,iith NllA General Crder 21-?
Serqd"ce,

concerr:lng the Homes Use

&. tl0t0 st HOIC Begional Managers
are instmcted to fom to the localiiy war
houslng progrsn out1:hed by the AdninLstrator wrder the provisions
of Ni{A Regrcr-ati*n i{oo i1*1J. and NI{A General Order No. 11-l+, rt is
agreed, tiowevetr, that rvhere strict adherence to the progran (as it
affects t&rea nuraber, slze, and rental of the converted units)'nay
create operating difficultles r*rich will- retard the prog?8rn,
readJustunenbs may be mede as prorrided hereinafter,

Regi,onal Hanagers nII3. bring, to the attention of the
NHA Regional Hepresentatl'ves any necessary readjustnents betweeor
faarLy and reotal eaiegories within the total number of unlts pro-
gramted for a speclflc locallty and will suggest zuch r"evislons in
the. approved prcgr"erns as Eay appear desirable, based on eryeri.ence!r the e:cecution of the progtan. (uHa cener"l order $o. 3b-6A,
Section 3"01*c).

/
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YClien !t besonnes auparent either than eri assignment
cernnot be met within a reasona.bie t*ne, or that it i.* 1r**u{b}e to
obtaln more dwellfuig rmlte than hac* bem antf.eipa**ii, *;e Begional
ifanager wl]-L s* ashrise ths ]iHA freg5-anat &.epresentatire,

SHqgtnaqlts .nade Fir Eeej.onel.*&Epqqqqlali:.ee Re-
adjustnsrts betweert faa€}y and rent,al categoriee wit$:,in the totaL
number of r:nits progr*xmed for a specj"fi* 'l*t:ality i::,ay i";;r ,nade by
the NHA Regional Represertati"ve *fter eonsultatton x**]: the H0tc
Begiona-l llanager, ?he Regd"onaS. Eepresentative shalt "be responsibLe
for reporting and elearing stleh ehanges as n*y tak* pla*e aller he
has nodified the progran and fufea':aed the Regtoriar iaanager of the
Holcr v*to wi].l i.mediately advJ"se the Gesreral Manager of the
corporation' sny such revisLon* ,s*l"L ba reflected tn a revised pro-
gram assignment t$ bc sdb:sitt*d fur *;,e cour$e hy ti:e rlff-ice of the
A<tninistrator to the li0LC oa F*ns SI{A t1*5" $ee a3s*, {tl{A, n€gu}atLon '
l{o, 1}*5,

;nunber of units under lease apprcachee the total pr$sra.rmrrdr Lt
frequertly becomes very dif.fj"eult 'ba eut off tfte r:*g,r*s"atlon of
leases at the exact ntrnnber reqrrirert* For ttrte re&${}n$ e$ ovaf*"!lr.{n
of the progralu not to exceed fl,ve percert, or five i$iits wt*elrtrer
is lhe la::ger, i"s pemrrieslbLe vftls ?;:rr:".":,ght about hy tlr* s*i,::i:i:i$ *f
an tndividual lease* -Tlin per.al*g**n J-* i;** 'i;s l;*: !r;;i;Ji.*r$3"ed &E
general authorit.y t* exeeer$ &&;r sy*greee See I,$?R fi*i*r;*. $a.,$er $o. 11-?.

"0{ essiss&e*$W,s

&c ggg{*S*9,-g.€Al:Sij** HSW,lSgpg*k .lt!}j# Yir* i!ul{", w3"11 pre-
par€ & ssxi-e*ntL1;f' 3r*c.:;i*'bs 8-s *i' tjhs-s1{",#rv.,1th ;e*.* 3ai:i: r*Lgw *f,
-*aelr 

ge:nt!:'p *!:+wi-r.,g i;,1t1 s: ,5.:',*".:rii *,J e--l-t. e;riii5-r,ta.L*q*.lt+ ::,g.i*:;:::e*. S* iire
seii{i f*e' E*arj;l .j..;::*a.i lt'tr ii-,.'. ',r.x1.t.r:*r. *, .r:i..€::-:,i:',li. rr+ :r.:.r;.;i '..-!.{.'" 'ri&i:*i-r*ai.* A
;tip*;:t wi33 alsl-r h* p:,*.'p.*"::*ri t* ;r:]::nw;-,h* it::li::**i* tsit.::-c,-ie.;:.L,...a1.
;:}.*:;i-i-i-cattoft*q s.Gii *h* t-*ari*:sti: ,:i*i" 'a.ng:Lg i*.*.il*c;tt*t,u *1, +i,:r. *.;j-j"clated
:.eport f.or ali r*gi*ras sd"ij l;* *q;l**Lir:,rer$, '*y ;"lle -€{r,il{: it";eJ"<:::*3 *ffl^sc
t,$ tlie Asel sien*, Ae**;*tii:tr"*,+;e,;: ii!.:n*rr rJs*.31

' .Sit eldrl'i.i3.*n*.i r€1rr'ri **,;"g*a*::ir t"he a'xa.*t{, a:te *mlpJ.gtion
cf eoastru*&ion *;n*raebs kf :i3.'h,a 'fr.*i:ered.'ra*etfuy liy tl:e li{itb and
brenm-tb&ed t* tlis a*si"s**i*; A*,*:Lnie*ratsr {i{':ia*s l!**},

. " _ 
b:" *#,x _-s:.w:X"*{ig$;,f*::i:***s*.$#*ffiRl &sx**rugs&1v€

E;rsh r**^nttt Ll:e li*.;,* xi"*3, prsp*r* a ei:at"'ul* repo;rt c*:?s*jJ,ca"t:":eg the
d*ta eho',stl *:: 'i:1:* *pera'{i;ia,g t.*?:.1:rse *rg:*i*s:qd ebsv*,, 1:*g**?rer with
cleta *sn**;s;ixg i.h* cre*i$;]ap.cr *f. cr*eipi"ey*"# :r*.lts* 'illis .::*pr:irb wlll
be eunmarir*d -ny l{'li& regi.cxs ;i}r:d ,topi"*a si-}j b€ s*pp3$** *c eaeh
tf&&' ,$cgloa-a-l H.*pr*r:i:nta-ti{'e *-iii 'b* tha Aselstan* gcrn:rtl*trator
{Fioar** $se} "
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.O5 Unugual Cases

Page I[5

Br Subtrisslgr to hqre office requbed Ttre IIOLC Regigna1
llanager ls not author{.zed to agree to the lnsert.m of any special
cLauses or cqrdltLong ln t*re lease that norrld cbanger alterr or
nodify the pol:lcies under w]rLch the conversion progran ts beJag
acconplisbed. The Regtonal Manager uLlL refer questions involvlng
the closing of leases wtrlch present complex or ulusual condLtlme
or clrcumstances to the Hone 0ffice for reference to the Assi.sta,nt
Adnlnistrator (tlones Use). SrLs procedure llkenrlse wtll apply to
an5r exceptional. case for rhlch there ie no preced€nt or to any case
nhereln estab}lshcd pollcl€s are not applicable.

For the responslbiltty of the Regional Bepresentatlve
in connectlo rrlth the lease of property owred by tbe HOLC' see
Sectlqr 'I1.Vl of thls chapter.

.06 Functloa of War llouslng 9-qters

8r VarLous fturctiqrs llsted Ttre finrctlons of Tfar Housing
Centers 1n ref cerned. prlnarLly rlth the
handllng of appllc,rtlons, the certi.flcation of eHg[b]-e war wor*ers
and the handllng of lo'cal pub}Lclty. lhese natters are set out
LmedLateJy hereafter. For responslbllltLes in connectlon with the
relocation of tsrants nefer to Section 77.O1+; for evLction of tenants,
to Secttm Tl.O5i and for free tectrnical sernlceg in connection rith
prLvately fLnanccd conversions, to Secti.on 7l+.Ol+ of this chapter.

.Vl Reec{rt of AppHcatlons

ar -b cqthqdq lg effect The fiutction of the War Housing
Center ag Lt rffiversiqr progran wilr vary, of
courso, rith ths procedure adopted for the hand'ltrrg of appllcatlons
tn the varlstre etr98go h nethods are lrr effect.

b. Reqlgof appllcetions bv llHC First, where these
offLces recel ers rvllling to lease
thelr propertlca to ttre Government, they rlII renler al'l such
appllcatlons to derterulne thelr ettetblHty for conversLon ln thc
follortng respeats:

(1) Ttre locetlon of thc property and lts relatle
to transportatlon and comnurlty scrvtces as set out ln Sectiqr III:
trGeneral Programtng PrLnclples tn Ltght of Inadeqrracy of Strpply of
![ew ltrouetngn of Adnlnlstratorrs 0rder ]Io. 9r dst€d August 10r 1942.

(2) Itre exlstsrce of any restrLctlqrs tn the zoning
ordlqanees drlch rculd prevant uoe of ttre property by nore than one
fanily for resLdeqc€ Inrrposea.

I
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cr Translttta]. to II0LC After the rerrlgr descrLbed above,
acceptable appltcatl"ons wiIL be recorded and turned over to the H0IX
for further processLng.

d. Hand].tre,lur9er. Fee NegoElator Pla Second, nhere fee
negotLators have been appelnted to sotlclt applicationsr the Sar
Houslng Center nay stlll accept voluntary tenders of epplicatlcts,
but these wtII be turned over to the t{OtC xrithout any r€v-len.

€r L lltrere the IIOIC
ls chargeO r,ri-t .gible appllcan
tions thnorryb fee negoti,atore, the War fiousirrg Certers (or the
Begional Represantative, w?rere a T$ar Housing Center hae not bedr
establisbed) nay be ca]led upon to furnish the IOLC rdttr naps and
other naterlaL descrlptl.ve of the areas l.n i*rlch appllcatlons a,re
to be accepted.

If the HOLC tg unable to deternlno the eL:tgtb[tty of
any appllcation frm the vlerpotnt of looatton, Lt ray be referred
to the Tlar Housing Center for detersfuation.

.Og Be.le.clign g$_$eeLlcatlon_s

or ltar Eogstlna. Centel notflod .of reJect$mg It ls ln the
lnterest of both the lttar Bouslng Center and the HOLC to avotd the
acceptance of applicatlms whlch obrriourly are lnel,lglbb,

If it becones necessarJr for the IIOLC to reJoct aay
appLlcatLons, the IPLC rtl-L assLgn trbe rcaeon for reJegtd.o and rdLL
so lnforra the applicant, setting'forth the rsasm for reJectlon. A
copy of thl-$ letter wiIL be forwar.riled to t&e War HousJng Center.

bn ttigpos{tlq qf r-ejeclaed-.aE}pl:tcgt&qs Ordtnarilg, nhere
an appLication has been reJected, the appS"tcatfw forn rrl.lL be
retelned by the HOLC ln its reJected fl"le, However, thc fom rdLL be
returned to the War Housing Center in those ces6o rhere the essLstance
of the Sar Hous{ng Cesrter i.s desirod in errurglng to rmove thc eause
for reJection.

G. War Eouslns 0onnittee handles zmlac problrryl frererver
it ls necess € of
zmlng restr4ctions, tho ease strsl] be trsn@itted to tltte lfar Housing
Center. If lt appears essentiaL end JustiflabLe to eaodeavor to cb-
tain a nodltleatlon of the zqring restrictlons, the f,ar l{ousl4g Catter,
aeting throrgh i"ts XSar Houstng Conmittee, ffilJ undertake to do so.
Tlr.e HOIf represatatlve and fee negotlator rl,l"1 aselst and cooperate
nith the ITar Houslng Genter in this rorlk nhen requested.

d. ptqpgs*ien 
-g8-p].ans Tfhere there ls e pr{.vats converslon

quota, the lva@er rny arrangs forthe prans on a
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Section ?8. THE OCI{VERSION PROGRAM Pase lU

rejected application to be tunred over ta the applicarrt for his use l-f
he wlshes to proceed $iith the work rrnder pr5.vate financing. (See
NHA General Order 3O*11).

,09 Certiflcation of Jqlantg

8r uniis limited. to
y essentlal in-ni-gvant' m.r sprkers as

Order 60-LB are e}l^glble to oceupy units
produced wrder thls pro€paur. Eliglbllity wlLL be detemrined in
accordance with the procedure outllned in NHA GeneraL 0rder 3C.9,
nProceduree Belating to the Tenanti:ng of Fanl1y Accomrodations
Produeed under the h,$LicLy Financed Convers{on P?ograntf.

b. Wat ll.oystpg 9srteg noLisied o!,ay4l.aFle upitg the
H0L0 1111 nrrniSfr-T, -wttl
4?5, ttManagen€nt Ltsttng of NHA Propertiesrt, which lt semds to the
nanagenent broker at tbe tfune possession of a leased property hae
been obtaineo.

In those localltl,es rhere there ls no tfar Hcusing
Center, this forn rrilL be sent to the I'IIIA Eegiopal Representative"

Strortly before the converted property becomes available
for ocanpancy or r6-occupancy, the Uanagenent Broker wILL send a
notlce to both the HOLC and the lfar Housing Center setting forth the
approxi.nate date of availabillty.

Co c
receipt o ability, the lTar

Housing Center provlde each eliglble applicant vrlth Form NHA 30-34'
rWar lTlorkerrs Housi-rrg Eeferraln card and direct bi.u to the appropriate
tunagern€nt broker, exerctsing care ln selection so as to achieve the
n€rd.mtln. utlllzatlorr of avallabLe space. ltsualIy, a su,fficient number
of referrals rl-II be made so that the nanagem€nt broker nay have a
reasonable cholce tn the selectLon of, tenants. Upon acceptance of a
tenant, the broker will f'111 6'uf and sail the retursl portion of the
refemal forsr.

.1O Offle-q Seace

&c H0tC. figld gegirS,S>ng grdgcted .fI% $gf l@.stur' CBfrS,er
T{trerever possible, ln areas irtrere a War }Iousirrg Csrter has been
establlshed, the HOLC ftold operatlons w111 be conducted from the lTar
Housing Center. When a Beg'ional Managerts Representative has be€n
asslgned to the aree., he rtll anske his headqlranbero in the War }louslng
Center, if space can b€ provided therein. The naintenance of the pro-
grees records of the H0lC ln the Sar Houslng Center hag the advantage
of ellralnatiag dupHcation of reeords and will pernlt' the answering of
appllcantst lnquird.es ln the War Housing Center.

tlar
frfrred

-/
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b. Waq_tlgustae.ggqlpr-.9o_prov.lde s'pa.c_e. gr{ eqqilqgb The
TIar Housing C -"na

supplies which rnay be available. However, where the space and eqtrip-
rnenrt needed cannot be supplted by the lfar Housing Center, the HOLC will
arrang€ for the necessarJr facLlltles to carr5r qr the progrsnl. In such
cases, FOLC field employees n4Ll- co]l at the lfar Housirrg Center
frequentLy to pie.k up applicati.ons rrtrich have been received there.

.11 lrylorF+tiog_Actirrltlee

&o l{HA Dl.rector of Informatlon respons-lb-Ie The Director of
Inforaatlon ot ible for aIL
inforxrational actlvitles essentLal to the advcrcement of the conversion
profirarrr. He wilL aesign to the llome Owneret Loan Corporation sufflcisrt
persourel to firrnl.sh such publLc relations senrl.c€s as he nay deem
necessal.Jr.

Necessarly writtsr natet{.sls of an lnformatlonal nature
dealing with the conversLon progrem rtLL be released by the Director of
Infovmation of the National Hors5ng Agency at hls discretion"

b. c
l-ocql cqgreai4rC ves of the
the Actrntnistrator and the personnel of l{ar Houstng Centers are avai.l-
able to serrrice loca1 prcnotlcr srqtelgns, subJect to detaLled ar^range-
melrts to be rede betvreen the Dlrector of InforrnatLon of the National
Housing Agrncy, the AseLstant A&tntstrator (Hoes Use Senrice), and
the }Ione Oymenst Ioan CorporatLon.

ltithln the ecope of thig rlld€rst€ndlng, the War tlouslng
Centers or the NllA regf,onal offlces rdll be responslbl,e for nrpplying,
to newspapers and the general pubEcl lnfonnatlo ae to ttre character
and scope of the converslon proglatL.

,smTIo[I ?9. PROVISIoNS cChlUCN T0 ALL oolswnstofs

.OL TephnSggLggndardg for C@veretoFg

&r q9n{9@tl!a!tr. JLLr
regtrired All
neceseity follow the rqgu]-a,tLons prescrtbed by the latest NHA and Tilar
Production Board documents cover{ng tar Houslng ConstnrctLon Starrdards,
Housing Uttllty Standardsr Eod T{ar llouslng Cr{.tlcal Lists. lin]ees other-
vrlse provided ln these docunents, lt Ls a"1so lntended that converslong
rl.IL conply vdth local buildtng, sanitary, and zoning ordlnances.

b. Geperel jtandards oqtJ.i+g! It ts not eryected
that acsomnodations ln converted stnrctures rvlll alnays be as
wel-l-plarmed or as attraetive as those in entlrely ner proJects,
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but they shoultl be confortable, saf*, and. aanitary, with ad.eqr:ate
toilet facllltlee and- propor privacy. rt l"s expected. that the in-
gonuity of d.eslgners and^ coastrrrctore wltl" be exerclsed" to the Llnlt
ln utlLlzlng availabLa naterlals and equlpnent because of the urgent
war d.enand.s. Non-eseentiaLe w111 bs orn{*ted. and. seeond.-ha^ud 6qutp-
nent nay be used. where lt te availabl.e and" approprlate.

c. leouirenents for nerure-asJgh convgrsloas In general,
pernanent conversl.ong should be cartled out so a.s to conforu to
locaL plannlne a"ud. d.estga. ffforts should" be ara.de to tmprove aleag
and the conversLon shourd be prq4ned. so that the property may be
utlllzed to tbs fullest exteni after the energenelt and. so that tbe
brightirg of neighborhoods by 11.1-conce!ved. or improper conversloa
of exlettng strrrctr:res wlII be nelthet encouraged. aor aggravated.,

d.. Resul.rexre$ts for temorarv converslons lflth respect
to tenrporary eonverelons, stmctural changes should. be Linlted. to
those of rntnor characterr such as tnstallatlon of renovabLe par-
tlttons, reatrangement of existlng d.oors, etc. A,itd.ltlonel kltchen
egulpment of a nlnlnnrn tytrre shouLd be used. and plunbiug left ex-
posod.. Sathroons should, be addect onLy where exl.stlng faclLttleE
cannot be used. by nore than one fantly bacause of Locatlon, number
of fanllles tavol.ved., or restrlqtloa tn loca-r ord.tnaaces. rn every
lnstance aa atterpt ehouLd. be nad.e to avold. cha^:oges rblch rou.ltl bedlfflcult to rrndo af,ter the energency.

.OZ l{aterla} .[llotnents and Prioriil.es

&c Necessitv for aLlotmeni svstgu Orlng to th.e J.arge dr.e-
uand. for crlticaL uaterial la the nanufacturo of uunlttons and. for
other war purposes, it bas becone neeessary to restrlct the use of
such eaterlars ln houslng. und.er tb.e control,red" l&aterlals pran,
requlrerents are balanced. against tbe avalLa.btre srpply and connrit-
nents ars lssued. onLy to the extent of the supply, ln sucb. the sane
n&nner as checks are ilrawn agalnst frrnd.s ln a bank account.

b. critlcal ns,terlals restrigted. to war-housine [be use
of erltlcaL naterlals ln houslng ls restrj.cted. to the productlon
of accornnod.atlons for ln-nlgrant war workers in thoee localltles
whl.ch have been progranmed. for war houslng. rt ls therefore nocos-
sa:ry for any bulrder, rho ulshes to proceed. wlth a prLvate coaver-
slon proJect, to obllgate hfuaself to reut only to eLtgttle la-ulgrant
var rvorkers.

. la-3-nrefereaee ratlae authorlzed. fbe avalrabre suppry
of natorlals is d.lstributed to users by an atrotnent a^rrcl. a prefer-
aacc rating whereby the nost urgeat use reeel.ves the flrst cal1.
0eneral.ly, tbe Arny, $avy aad. ltartttne countieton recelve the htghest
ratlng. Bh.e preferenc€ ratlng assigned. to war housi.ng, includlng
botb publlc enil prlvate conversions, is AA-9. Bhls ie usr:ally suf-
flclent to obtaln the necessary natertaLs, althougb ln somo speclal
sltuatlons a hlgher ratlng has been graated..

^/
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_ q- Approval o.f sP-BJeqqlre{ rt ts neoesgarJr to secure the
approval of tbe WPB ln order to gtart an;r renodellng oi. oonversl.on re-guirtng the use of crltlcal naterials. This approval riIL qylinarily
be handled b5' gt" nearest WpB District Ofi.ice.

_ o. approvjrl _unnecessa$/ under $?0g_ cost rf no critLcal
naterials are required, renodellng or oonversion nay be perforned
wlt'bout I9PB approval, provLded ttrat tJle tota-l estirnated. aost for gucb
work durLng any l2 nont&s Ls less than $2oo.

. f - fol'ge +sE$ -f9r= constrqotios .aoouoqtlog3. autlrori.zatlonto obtain controlred materiaLs and tomn narr be ob-_ ,tained by fiflng an appllcation on Forn WpB-2996 (fornerty i,O-fOS) l/acconpalned.by a list 9{ra11 eriticar nateriale ie trade out on rorn
SIPB-?$97.1 (Short FotmlJ if the quantity of controlled naterLals is
Less than 2Oo0.pounds of steel an$ 10O pounde of copper, and on
Forn WPB-Z8fl/ (fornerly PD-LOIAJ2I if tJre qrrantity 6f aontrolted
natoriole iF greater.

_9. sTocgglr.jHf, app];lcatlons_ for p.tigab coBve-rslons Appft-cations for privateJy flnanced oonverslon6-@ delcrlbed)
ere fllled' out by the buiJ.der or owner arld tlren ftled with-the neareet

Page 120 IiOMES USI GUIDE Sectioa ?9

FIIA office. lbe FI{A' riIL revler the app}Lcatlon and gubntt it to flre.
approprlata local IIPB offioe, wbich riIL Lssue e p-55-b certLficele Uauthonizlng the project. rbe FIIA thereupon lssues a spB Forn CUp-H-l
naking an allotnent of nategials to ilre builder and assigning e pre-
ference rating for the job2J In tJris oonneotionr eoe Section jt*.Ot
(a), above.

h. the
saine forns are used i-n proceesfag eptlfcatfoBrg for ftnarroed
conversion, except that tAe HOLC pepares the appJieatlon and ttre btll
of natarial,s and issueg tbe Foru cup-fi-L to tte oontnactorg. rba FPHA
operates und'er e blarrket elf.otlBent trrrooedure, rftereby it tE onJ;r neoes-
ea":y for it to LEsue the Forn CMp{-l.

3/ gtu of Hater14"s. t!-bsJugtaued. i$ ReggdotLal constnrctloq.

4/ Prg{e:renge Eatlns QryLar P-.2q-bl Aqsorigatlon of, So$slne CoB:
glnrctl.qg.
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.o3 ncqlglJ'esuratlons

8. Reqglatlqfs Llsted fha poLl"oiee govern:irry t&e frrCbg
of rents for converted propertles are eoverad by the regrlations of
tJre fsr Produotlon Board for tbe autiliorlzation af gtcrity assistance
tforrn WPB-2896; fornerly fD-rc5) r and by" blHA Seserel $r,ier 3()-68.
60-21, 5o-3A and 6o-9.

b, Shalter relt lX$l-k*'bq$lS 6nder tJsese *r'dersr tlre
ehelter rent for any drelllng un-it rensed to wnr worker$ ea"unot ex-
ceed $50 per nont& per ru.ftrmLshed ur'{t.

cr Ohqnglte.fgr Eqflpg,porq*&$gl F.*'esonebie oL:*rgee for
gervloee and utllitLeo nagr be added *n t&o gh*It'er ren*, a*$ fol.lowsl
(fron Sectlons 2,04 and 2.05 of !ffi$. Sen*r.ai fil:qler tie. {it-'"ii "

1. For tenant ge:lvlcee, sr:ch e,& $paes hentlxg3 hot
rater heatlng; Janitor serniee; U€ht:l"ug of coasnon ba-iJ"*; e3.Evator
eernlce; feteri garbage sxd refir.se reu$veI; lnsect ex*eE"mLrati.ou;
cooklng 3nn8e8j refrlgerators or ice bsxeg; &nd carpots, satsr
draperies end f\rnrltr:re for coirsror! h*ilgs nt:'b ** **;*tptlci f53*80 per
nontrtr pdr ro@.

2. For garago sp&ce w!re:'o turt g:uvt;.litid *"* a:: essentie-l
part of ttre dwelLLng unlt: a reasou*ble *!rargt"

3. Tenant gas aod ele*t'ri"city; actusS **et orr a
trno rata trasLs.

d. ChgreEa &r "$+rE!q$e Jile.t&"gg* S.iltrrt:l'.*nc* eharges
Dy be nede for houecbold f\urrltrrre nnet f\lraj"ehings suppi:-ed, to
torants tn dweLLlag unlts. $rrcb chargan ue;l,Ll be detanrui"es$ by t&e
OPA.

e. Totp1 rgnt no.t tEll:tepq**qP4, tr[Ll-"b$ 5be apti.nated
sbeLter rent, phu addltLona-l cha:cga* fmr serrices, util-*'r;J"ps asd
appliaaoes, cannot exceed t&,a genaraS.]*v prgq*l]j,n$ rer;:t 3:el tha 0PA
Defensrn€at'al Area for conparabL* hl:i:sl"n6 a.**om:aeid*'iJ"i:sE *n t&s
date etatsd tn the Of,flco of B'ica Atini:rJ.s*n's.li$or reg*ir;&;o* epp:Lt-
+able to such Araa, (Unn Ceueral *rdCIr 3*-S*, lie*t'tr,-r" 3"i13"*f).

f,. Itlog a*vieory oq&gp"g**b$ql&Ab&"*, {Sse*{}4*& & prtor
advleoutrr opld.ou oB proEpective ren*s w-i3j bs revreieve* Trg ' to OPA;
t;}tue pemlttfng the E0LC as well es .pro$Foctivs ssnnsr* ca* prcrnotere
to plan tbelr constnrctlon pogpan 'u*t&r some dryree *rf *u**aai.nty.

/
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If posslble, lherever
asrd aLL other staf,f nenbers

CIIAP]ER 8. COIIMI$IIrf PARTICIPATIOil

SECTION 8].. II|POBfAI{CE OF COMMT'I{IIY PAATICIPATION

.01 gglreral. l|be success of the Hones use prograrn dependo upon
fnafvfauafF fn6iti.cal houslng comrnrnlti.es voluntarily openLng thej.r
hones to war guests, volurtariSy offerlng their property for converolont
even volurtarily rcoving away from the cormunity for the drrratlon of tho
war Lf, thelr sertrlces ire nbt essentLal to the war effort, or voh.urtsrily
taktng any other steps that vrlll pufi more eldsting housing at, the dLe-
posal of rar workers.

Arqy atternpt !o conduct such a prograln without, losal par{icJ.-
pation wouldbe an Lxpensive futiltty. If the Job is to be done weLL,

lvery resident in every war production area nust be nade to reaHae his
perslnal rcsponsibllity for ieeing that essential. war workers are housed.
issentlal to thls lndlrrldual action Ls conmrurlty understandlng and eceel$-
ance of the necessi.ty of maktng ftrlt use of ed.sting houslng dtrrLng thc
present energency.

SECTtrON 82. TUNUS OF COUIR'NIIY PARTICIPATIOIT

.01 work sit4 to,cal Q{flc:tql_luenglgg T}re support of pub}lc of-
fl.cials fs@Toifrlning general publlc backlng of arqy

campaign of tlds typ", for the reason that the peopLe are,acoustomed to
foof to them for guidance ln civlc affairs. A close worklng relation-
shlp should thereiore be establi.shed at the outset, and naLntalned dth
trousing arrthorities, planntng conrnisslons, btdlding and zoning con-
rnissions, end lvlth pollce, fire, sanltatlon end heaLttt depar"t'nents'
These agencles have staff faclltties end data that can sa\re IDanJr nan-
hotrrs oi work tn the llar llorrBlng Ccuber. They are responslbLe for trbc
Ioeal ordinances urder whlch thC ilar Houslng Center nust operater and
usua$r have ectenstve local ocperl,ence. Since they bear a -large 

share
of the responsibillty for sohrtng the corunrnrtty hgualng Pfoblenr the
Center shoirld wortc ciosely wtth then, and at no tlne shouLd ttrey be b5r-

passed.

t+"
Jeleeted siroufa be resLdents oi the looaltty. $uch persons rd.}I have
the great adrrantage of belng tdentlfled ffith the tocali-ty ln ^the 

publS'c

nfnd; Cooperatlvi relationi betneen the Tfar Housfufi Cerrtsr llenager and

the War Housing Comnittee nllL be facJ-lltated bt havlng the lfer Hourtlg
Conmittee approve the proposed llanager before he is appolnted b5r the
Regional 0ffi.ce.

,A3 orsanlzattonF t{on-goverrmentel organizations of altLzens ere
a rloh soffice. avey 5& of orrr poprilatlon belonge to orgao-
LzatLons r*rich represent a Large maJority of the nattonre lntercstsr ac-
tlvJ.tles, and sklils. NllA Uemoranda ln the [30tt sedes have fron ttne to
tlne desirLbed the suggestlons nade by e nrnber of natlonel orga,ntaatLone
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to their Local chapters *n the typee of asslstance r,{hj-ch the latter
ntg:rt, offer tc the War Xousing Oenbens. $*rae of thes* groups nay be
used ontry as channels throqgh u*rieLr to inform their lneebershlp of the
lYar Housing prograln, and to appeal f,*r eooperation. Other grorys nt,ayt

ln additlon, firrn5.sh vohsltsers,

.OIl
teers has

use of volun-
progran, and of

enabltng the Xanager to colrer nore edequately the nany aetiv5.iles of the
i$ar Houslng Lienter. One of the qsst effeetj.ve ways of obtaining support
for a prograur is to inducE peoptr-e to work f,or l"t. tlorKers should be re-
eruited to flIL speel.fic Jobs, and, no one ehouJ"d be accepted, hovtever
weIL qualJ.fied, ruless he cen fill" a Job that needs to be done. From
the sutset, provlslon should be made for training and for providiqg
adequate superrrision. PublLo aciseowledgnent of the value of the work
of, voknrtears should be glven yrher*rler possibl"e, &s a parf of general
conrnurrl-ty reLatLons lt ls !-ryortent ihat care be taken to preserve good
relat{one with these $orkers" A cornprehenslve gutde to the use of volrn-
teers rlIL be fourd tn I{HA trtremcrra*dun 1{*, }0-38,

sEcTIolI s3, luE noLE 0F lns [An I{OUSING CCne[IlTEg

.01. Qgnerq,I It is the policy of tho Homee Use $errice of the
ltatlonal l{ousfng Agoncy to work in cooperatlon with,lfar Housing Com-
ni"ttees, sffi.liated rherever possible 'sith locaL Defense Councj.ls, Tfar
I{ousl"ng Cw.tfttees should rnLrror the nhole eonuunLty bE lnclr-ldllg ln t'heir
ne,nbership $ndirrldrtal"s reprssentLng tho narlous points of rri.ew of both the
consunors and the producers of houslng. ffils Ls the cnly basie on whLch
the cmnrrlty c*n pertlclpate tntelllgently ln aLl aspects of the $ones
IIse progre,m. The principal functlons of War Housing 0omndttees arei

B" A$riqiFe.the-Ug,npge{ ?o adrise the field representatlves
and War ltouolng Center Managers on per3.:[ciss S*ysrning 3-oca3" epp]lcation
of tho war housing pragram. th*s a:.ds in ad;est;ing tlie operati-on of the
*anten to ftt each localLty.

b. I4elson betuesn !q$ enS. tha cagal&itg To senre qs a two-
nagr channoL or lnfonqation between the comrnity and the llomes Uss
prograo, Lntorpretins to NliA the cmnunityt s resources, needs and profer-
oncos, and, Ln tum, tnterpreti-ng HIiAt s po1J"ciee and prograes to the em'-
munlty.

c. App\rrns lho ,qrogq?S T* ccoporate s"j"th end to assist tho
Tfar Housing Center staff tn eppSglng the progran. The exact natrre of
thE dntlee to be performed rrilL vary rvlth local eondi"tions, 'utrth tlre
baokground of the 0omitteg, ed witi] the ercporience of the Center
staff irt worklng wlth groups.

should fdfg $nderstend that Lts functions of
.92 R:qlpti.o.nshtes Beg,rqen $gFlllteggl4 Cq'+Fer lhe Comittee
t firl-lv rlnderstend that Lts functions of edvice and interpretaand interpretatlon

rrtLl be of deftntte yalue to the NiiA; that nherever posslble lt w111 bE

The
the p
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consulted on i:nportant polJ.cies affectlng the *oimrunlty before t'hese
pollcles have cqystqllLzed; and that lt,s suggestioss r*LL b€ glvo
careful consideration in the conduct of the local- l{ones Use progran.
Tllhere lt ts not possible to follon the ComLtteet s advlce, an e:rpla-
natlon of the reasons for the decl.sLon shouLd be rmde,

It ls desirable to hava lt, cLearl,y undarstood that the CoG-
mlttee does not, act as an adnlnlstratirre body nor as a board of dl-
rectors. The BegionaL Bepresentatj-rre cannot deJ-egaf,e the responsl-
blltty for naking declsions and cannot,be bound by the reconmendatlons
of the ComLttee. fo avoid posslble pitfalls lat,er, lt ls i-npo$ant
that thig advisory and cooperative relatLonshtp b* made clear at the
outset.

Uanagers and field representatives sho$ld be constantlif on
the alert to ald the Comittee ln developing wayo nf assistlng wlth
the Homes Use progra.m. itithout stlnilstlon and encouragenent frm
tbese offtciaLs, most Conrnlttees wlll beoome pessive and lnaotlve.

For a comprehensJ.ve gulde on Har ilousing formtttees, ss€
NHA llenorandrn l{o. 3O-?.

sBcTrot{ 8I}" sItB-c${lEmEEs

.01 Goeral to faciritate tbe Connl,tteats rotrkr reSrreeentativo
sub-CoCInittees to work o the varioug Eouss Use proeedrres should
be appoi.uted by the chairnan !n coneultatim ritb tbs ilf,A, fi.eld
representatlve and lfa^r f,orsing Oentar HaEAger. According to local
oonditions, tbere ney be sub-Connlttees o registration, private
and pubtic conyersion, lnforuation on comulty faclJ.itioa, €nergsacy
hougl.Br vo}nteere, publicity, etc. flret oay undertake rork on
special problens such as tJae procureuent of firrajshed huos,
lnterpretatio of prlorit'y procedr.rres, in--nlgratic. arrd out*nigrationr
zontng reguJatione, buildi.ng codee, and aafety Lans. It fu deairable
t&at only such sub--Counlttees be appointed a,s &rs needod to ald tle
locality in neeting its nar houslng ne€ds. $ub-Somnittesa u:ay be
nade up sole\y fron tho nsnbershi.tl of tbe ffar frcu*irig Ce*rqittae orr
in order to get speaial technicel akills or to keep e fer peo1fle on
the Connlttee fron being overrorkedl it nay i:rclude noln*nembers
prefereb\y d.th a ncnbcr of, t&s ilsa f,ouB{ng 0onml.*tse corrrng as
abel,nun.

.02 EecJrtlve Coqlttes It shotdd be enphasizeri bhst, j-f an
Erecrrtive Comlttee ls appolnted, great care should be taken to ses
that this snb-Cor.sn{ttee ts bal_anced in t.ts r'11pr*s+.{r,.Latl"*xl and *hat
pollcy questions requiring dLscussion fron aJ"} po*r:i.* l:f vlaw are not
refenred to J.t fuietoad of to the lbll Comitte*"

sEcrrolt 85. uffiffllcs

.01 General ProvLsl,on shou.ld bs mads tr: F:'*i:.r.r alre fisimLttee nao&

^/
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at least once a month, with sub-Corunlttees meeting in ttre interi:n. Ilen'rbers
should be notlfled a week in advance of the meeting and should be rerninded
by telephone oR the morning of the day the nreeting Ls held. An agenda
should be prepared and, lf possible, circulated in advanee. Minutes should
be kept of each meetlng and elther cl"rculated before, or read at, the nocb
meetlng. The War Houslng Center Manager or field representative should see
that there J-s always at least one item of real irnporbance to be acted upon
and that the agenda covers rnatters of lnterest to the consumer representa-
tlves as re1l as to the pruducers of houslng. Discussion of inconsequential
item"s should be kept to a nlnimn. For other methods of increasing consumer
actlvlty qr the cornnittee, see NHA Menorandum No. T-27.

The War Housing Center Uanager should attend aLl meetings of the
Connrlttee. The NHA field representatlve should attend the organization
neeting of the Consdttee and as rnany zubsequent meetlngs as practi-cable.

5ECII0N S6, SPECIAIC CmfiTfm Agfrvrrl3s

.01 Hqus.tqc Neeg!' In vlsw of the hrowledge of the cournrrltyr s
existlng resources and needs possessed by the ComLttee members, they
nay be consuLted bf the fleld ropresentative before any locallty rqar
houslJlg Prograts ls prepared. Ttris }nowLedge i'rlll also be helpfut- to
the l{anager ln developlng fuLL use of exJ.stlng houslng resources and
In promoti.ng a publtc or prlvat€ conv€rsLon progran.

- '02 llalgon rltL.cooqeratinq-&ocaL Oreantzaltoqg Ag the particl.-
patLon of loaaL organLzatLons lncreas€s, the Toffitee nay essLit the
l[anager {n nalclng pLa,ns for the proper uttlLzatLon of eacl type of
aesLstence vohutteered b5r the various groups. The offers rlil. 4tf,fsr
accordtng to the progran and type of meirbersbl,p of tbe orga.nigation.
Thougttt shou.ld be glven to tJte best way of futegrating these senrices
approprLate\y tnto tbe ffar Housrng Center progran.

Anong the activities that nay be suggested to loaal orgsn-
Lzatlons are: Partictpation ln ITar Housi-ng Ltstlng surveys (see NHA
Bcgulatlon No. 30-&); hospi.talLty or welcontng eomlttecs to nalce neu-
comers feel at horne; setting up temporary dor:n{torles and reoeptlon
G€nter8; and oonduotlng dcnonstratione lrr Low-cost hone furnishing,
dlsgtrssion grorps on the ooeratLng problens of rar hostesees; €to.

.03 fhe Comlttee can agslst Ln
preparetlons for speolal events suof,-es the ilshare The lloue Caryal.gnn;
get otaternents tToD organlaatlons and pronLnent lndivtdual,s tn or,pport
of thc caupalgn; and arrenge publlc neetings to provlde a ltnsrs handler
for aecesseqr llones Use ptrbltclty. A sub-Conr'4'lttec of tro or three
mombsrs nalr sponsor occaslonal off-ths-record meetlngs, praferab\r at
Iwrclreon, to w?rlch nanaglng, clty and reaL estate editors of locel, rlera-
p&p€rs uould be lnvited. Ttre Regi,onaS. Bepreoentatlve, aeeisted bV tno
llanager, nlght be present to descrlbe the prograrn and lead thc dle-
cussion. St'n{Iar nectlngs uould, wtren deslrab.Le, be held for executlvog
of locaL broadcaetlng statlone. Ccrmittee memb:rs ean organlae speakersl

\
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burearr, mske r*peeshes th€nselvasr. .*r€.erxg* f'rp ar:norncelrclrts end telkc
over the rad$.s, at neetings and at xov*eg pLcture theaters. they nay,
in add:ltlon, s'axpervlse the vo3"wt*ry dtstrS.br:tion of panphlets and post-
ers, and sp'oassr poster, ossay anu{, phobegrephJ.e sontests.

.01* $ruk;rlet'jlon go Coqenl*;i.YeruStilLeg A strb-CmLttee of the
War Houslng fiomlttee mlglrt take r?:,* rospons$"b*-1$.i,y for naintalnJag a
desk ln the #*nter te wtrd.ch i"n-mi.g"ran*, sar vrorkers ean come for !o,fon-
natLon on s$mmullty faci.li"tles { see ftr*p,t"er }O: ilSpecial Serrrices of
the War Hous^:"; Centorn),

.05 fr*d$tee neobers nay tntttate end
aonduct a pre:#re$ of pub}lc educa,tl"sxr on Landtrordrtmant reLatlons. In
eanJr cases, r:r***,her i-andlord nor flEraant Inoows def{nltely rhat 1g e4peot-
ed of hfun cv *:tl {:he otbar" lfornsi effftsu-ltLes of this relatLonshlp a,re
lncreased by 6he faeb that both nay be ltv5lg rarder unusrra\y ororded
and lncsnven erl& eon&{tl"ons. Roduc*ton i"n the amornt of novtng rould
mearr e sarl$€ fui workersr energy a$d 5$ sanFhorss of movers and othcr
personnel"" T1q.* XeaflLets of the 3$omenis Brreau, U. S, Depar"tment of
Labor, could b* ueed fui thls conneeti.on; 8oa
Ilorkerp and Kffit1$e" Remindqqq..!-q-9:? Se_ .

Xa *e-se &reas lt nay be tles*rah3e fer the Comittee, in
cooperatlon lri*h suoh other organirattons as tbe XIlICA and Trayel,srsl
Aid AssoelatS.*n, to arra.nge for cCI'stferenses of xar hostesaeg. At
these conferen eo p3.ans eould be wsrked *ut for neeting guch aor
nnnity prsbi-em"e ae recr.eatlon facSSiti"ee f,or war workers, care of
tenants fua ea*e* *f lllnass or co$yal"escenee, etc.

^/
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.01
elearly a

The Hones Use progren is
on the success of whloh depends upon

rvldespread pttbllc support. For this reason the rnethods for securd.-ng
publtc support nust be ernployed constantly and effectlve$ Ln as-
compllshlng the progranr.

The lnportance of gaintng tho wholehearted cooperation of
thc publ-tc cen be seen Ln tnre perspecilve ry glanctngl at the total
rar bousing progran for the conrfug year. Over seventy per eent of
aIL lnntgrant war ilorkere durtng ltfiseaL J9ly'gtt nnrEt be housed in
axlsting accomodatlons obtalned through tbe llones Use progran. ThLs
houslng can be secured only through the volurtar1y actlon of hundreds
of thorcsnds of indlvtdua"l cl,tlzens. In this respect the progran
dLf,fers narkedly fron that of new constmctlon rvbere relatlvely few
publlc contacts aro reqrrlred for ihs constmction of, thousends of
rmlts.

Publtelty ts an lnportant nethod for rlnning this coopera-
tLon, Through tlre varlous nedla of publtc lnfornatlon the publ"ic can
and lrtrst bs lnfor.roed o{ the nsture of the prograe and of the responsL-
blllty of tndlvldua.ls and groups for tbe acconpllstment of the pteg3aln.
One purpose of ptbllclty ls the stlnrlation of cooperation oD the part
of the organlzed comunlty. The cooperating grolrps and tndiv:idrrals
nlll provlde channels through nhlch infonnatlon c&n bo dlsseminated to
the comnunLty.

Altbough lnduci-ng cltj.zEns to maice theLr bomes avaLlable to
war lorkers and l-nforal,ng ln-nfurant war workers of the seruices of the
tl{Er flousi.ng Centsr are the fLret Jobs of the publiciiy progran, i,t nust
go further than tbat- It nust create an environnent of favorable publlc
oplnlon by lnfomtng the prrbllc of the organizatlon and functLons of
the entlre !{atlonal Houslng ASflcy and by e:cplalnlng the reasons r}{r
nornal peacetJ.no constnrction mr,st be curtailed during the ruar.

sEclIoN 92. PUBTICIIT SO{nCES ASD lIHIHODS

,OL GgtEre] A $rccessful pub3.tclty progran l"s founded upon sormd
orgenlzatlon. This organLzatlon lnvolyes the carefi0 preparation of a
pracotlonal plen and the dEvelopnent of prel{mlnaqr contacte and arrsnge-
n€nts. Active eooperatlon mrst be secured from many sources if the p1a,n
ts to bc eccoupJlshed.

Tbe plan of prmotlon should be dLecusged wLbh the IIar Horrsing
Cwl,ttee and the aseLstancc of quallfled nernbers of that Countttee should
be sought 1o order tltat thelr erperienoe and peneonal sontacts in thls
field wlll be fully utl}lzed.

./
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The fo]-Lor*ring dJ.scusslon snouJd serve as a gr"ui"de to the Manager
in ohtaJ.ni-ng f,uIL use of aIL ttre 'various mesns of telli:rg his story to
tbe publ5"c,

.02 $Swgpapsrs The newspaper Ls without doubt the most connonJy
used end the raost funportant uedium for the wide dissenrinatlon of all ttrrpes
of lnformation about the llomes Use pnogram, For thLs reason the progran
should be d'iscussed wlth the loeal nelispaper gnrbllshers and their support
requested" Ideal arrangements $lth tbese Fublishers shoul"d, produce the
follorrlng tlpes of cooperation on the part of eaeh newspeper:

L Ren4ar end prorli.nelrtly p-Iaced ne3ts stories To accornptlsh
this, t&e War $ousing Center shouLd. be made par*b of the regular news
nbeatn of one of the paperrs reporters, and the Manager should be grarrted
pernission to eaIL the city editor t*tenover he has a story with photo-
graphic possibilitles so that a reporter and a photographer can get the
story i,mnedlately"

b. Periodic ed:itorials Br].itoe*als urging the connunity to
support the Hornes $se progra^n should desl with ttre progra,m in generaL
as well as ?rlth lts apecial phases,

c. CartoonF A series of eartoons deal5.ng utth the prograln
and based upon the editord.aLs or on disfi.resions wlth the Manager..

d" Repor"tilre spe-gch.es Thorougb reporting of speech€s corcerrr-
{rs Hones Use nade before comunlty organirati-ons.

e. *r.atune stor{gg Backtag for the prograln in the coluwrs of
popular local, feature wrl.ters.

f. Contrlbltg,gd advetbJ,slnf,_sJlags' Oontributlone of advertising
spac€ either from the nowspaper itself err, througb the adverbisJag depart-
mentts cooperation, froro tlre paperf s regrrlar adv.svtj.sorso The nernbcrs of
the advertising staff should be nsde thoroqghl.y c,srllrersent wlth the pur?oso
of the program so that they nay cooperat,e intelJ.lgently rrlth local ffuas
rrishfurg to Lnsert Homes lJse eogy in thel"r ads.

g. Speclal editioq A special war heirrsing supplernent to the
paper should 1E;l ffi vrarrant, and suffi.cient advertising be
obtalned.

"O3 4gd1. The managerg of loca-l radio stations should be brought
lnto activF$nsorshlp of Homes Use promotion and should be askedr.in
a rnEuuler approved by Offf, to provide the folS.owlng types of publ-i-clty:

€lo SJnt announcenearts Spot annorncernents, drl"ch should be
arranged throu@se the services of the War Houslng Center
and to promote the home shar{.ng and eonversi'on prograns.

b. gFtt.s. eig. Oceasional radLo skits, intervlews nlth the

Novernber 1943
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!&anager and. with Corsolttee nenbers, and broadcasts direct fron the i{ar
llousing Center concemlng hme-eharlng citLzms, or interrriews rclth
ln-nlgrants, applicents for converslons, and the eurployees of the
Cenrter, ltiese scrlpts should be seen by OIII lf posslble.

cr Mentiop by- cornrngritalors Favorable conupnt concernj-ng the
progran by popular loeal ra,dio cornmeniators anct trcolurmists of the airrr.

d. Conlributed rasEo tfune Contributlons o.f tj-me on the air
by sponsors of regular Drogralns.

.0& Government Radio Time fn connection'uith radio pubiicity,
all requests for spot announcernents and, i.n faet, all appeals for
rrgoverrunent tlmerr nnrst be handled through the OWT regional radio offices.
UnLess the Maneger ha,s been j-nstmcted to nake contact r',iith OWI dlrectJy,
trcopyrr nnrrst be submitted to that agency through the NHA Begional
Representatlve" Because OtlI offlces now prepare radlo sehedules con-
siderably i-n advance, arsr materials j.ntended for broadcast should be in
OTCI hands early lf they are to be given an adequate play. Thq po]lcies
govertr:lng the release of inforroation by lTar Housing Centers are set
forth ln NllA Memoralrdum No. |0-1, and in NHA General Order 50-I'

.05 qEakerg.-Egleau ^A speakers comnittee should be appolnted,
or uhere there aIFe@Giists in the comnwtity an organi-zation of
speakers who promote rrl-ar progfenls, its senrices should be used. A

rlgutar sehedule should be arranged for speeches before such groups
ae the CIhambe1 of Comnerce, Jrinior Chalnbei of Cons'nerce, Rotaryr -Kilranis
and Llons Clubse Board of irade, Council of Socie] Agencies, YlvlCA anci

YtrelCA, housing associations, Rea]- Estate Board, apartment oY'ners and
nanagers assoclations, and labor organization-

In fact, efforts should, be nede to keep all civic, socia-l
and religJ.ous grolrps &ware of the Hornes Use program, either tlpsr:gh re-
presenta,f,ions by tireir onn merbers or by members of a specially trained
speakers bureau.

.06 lfar Industrles The cooperation of_the lr,anagers 6f sl1 l\lar
plants fn @d be eolisted. this cooperation ruight involve:

statenearts by loadilr,g lndustrialists to be given to the
conrna:rrlty support of the Homes Use Prograru'

News stories and advertising jr the war industrj-es

Pnontrrent dlsplay of posters in the plants.

d.. Distribution of literature in pay envelopes'

d* Broadcasts of promotionaL announcemrents over public
address systens in the Plants.

&.
press urglng

n

house organs.

c.

)
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f, $por:s;ruh.ip rf :ds*:*ir-*ing 5'.* the l-ocal n*r'r$paper"

.07 ]3gg*.*-C,L^*:::,::il:i,;:.*.S T.sselL :aereh.s.nts and irti).ity companies een
contributo to th* :.ii':: j:']ri.r:.r :'i l) :r:,1,r;," r:r;;rg lr;4i,t*irry:

&. $pq{i.1i*Sgi*k_*J.rgdggg**gtgg ?h.ls can take tire fcrrl of tnserts
in institrrlj.onaJ- *dr*l:ij-::1,rq, ril,:l L:.:ss *i,' n*lyspaper" space or radio time
for straight I{*:*** Ur,..! :,:,,i."i,,*:i:,si;rg uith. e::-l"g a *i*iit line fnr the sponosr,
or ads sueh as tir*{:e *f ,::rl:n3.t,*rs and bui}d;ing raateria}s eorqnanies where
the promoti-on of the i{***:,., llies; pr*$ran *eR t}* tied to the eale of the
eompanyts product "

b. W$ndg'{ qg$4q-, esq* F$stsr dispLays Ln store windows and on
busses anC street ears arrd e*tcoerr" aC.vertj-sfug: displags.

c, Eqgl.?g*H,i"t ijjisfri.iluti.*x ef SLtara-9;*r"a through enclosures
in monthly sta"te'rer.ts

"OB Lqggl*{.}ovqrta:*e*.i: Tii* lw*y*: *r eity ,nan&gsr snd the city council
shorr1dueffi.F.i}"?Tsisianeej"r't{itcprbnoti*ia.rphasosofthe
calnpaign. Thei":: ss*i*!;r'ic*: :ita;y inr,;-!."*e:

&* Frqq4gg$.s,I:S
need for ci,tJ"zens ** sl.rBp*rt

b o FJ,tp-L*;u-rg *!,:::::
on the etreets iit** e* ,iari:rr:r

{l* .S#r*:,.i: .,,iiti:::.:.,',r.'., ;rx,:,ii:i.r:rs
ful rar-"st *orrxr:r:i;:i.g;: .i,.li 5''r ,.,J,...r.....i 3,.:,i ':til

oil tn* ;ier ei'J*-l'

Prs;*L&r{stl"ens ee-L}ing attentLon to ttie rrital
*he ?{c:sncx lJ*e prograru.

*i..prs alxi p*se*r* ira public buildings,
;rftiheris?Es "

.l.;:;rs; *f
a;h-i,,.,r;,

c" gggji*#i**t*1';1.-,b;r#;;gg# ilis*rl_b€t"Xcri *,f lJSeraturs at
public meetings" :iri, {,ry-::'...,1,.'i',rl'1;1,1;3'..*. *;ri -i;hr**gh..*.t,ll*r &vtrrls$ th"rough whigh
thre gotrernna:.1* **.*tii.':;':.i .r r::. :-.." ., r'..: i;i.l .?.i., * *:!,t-:t :e *::s ,

,. r.1- :,t,l,n '.. ,:::::A.l iie:;iute** **f*fCil t'*fteh
1_..r.19,qr:,.t" lil,jr.t::*ylit, f iilr 1;t?,iit prornot S"an

SggT;'3N g3- YR*: :];E:li{r}i:i ii;'l'i,. {t,:r;i"i:,tiJr''.';

"01 Sgqgl*+, i ' ; 1r. i":' ":

and materials fog' 8':1 L;'.!*,'*j:,,i,'*i.r
l$anagers have aJ';:e::rt; r:,r.ii:;i::r,{;1,,:;:,

through it s:i.:"l. l,q; 1';1;..r"-:,gl'.1, ;., : +

'i *.9 *e:rt.ers hava t:***. ;r:*lti; itistructions
t,r:s.rj*":.*lrk pf*:n*t'i,:1r}*1 .t***paJ"gn. Scgt

i,h'* c.*.r',pi,r5"g;:: and th* r::*perienee gained
t..ts,:i: :i..::t {;}:*i :r *i-*tir:ujrui prnr,:,e"LJ"onc:" $ork.

ltte iul':l:l'* ,*.:i 1L1:l'i:,r.rir'i.i'i-i{l f*.r- ;J:;e *e"rr.1:.aign ar* s*t f*f4h -t:r t}re
pgsPttg$e.l 3!*:.i-!,r.,,i::,,:ii;;,,'ri:.-,.''rj:+;$-":iic,gjels**sg-g#b;gg**$xi-!ags3
&wI$Il$*Sr?* lf'l':-t.r. o',tr:....4 1',::'.-.;''r ,.'rir,ri :r'i'*j"itr.:.v* bp -snm* *f, Lh,e rfa'ij:.*nts fOfe-
nost publl*j-ty r&+:'.";r,r, ii.:::c :ir.r,: *:*fil.-l,it*g* t* th.s Sdaaeger, both in eon-
necti*n r*d,th *al i".-T i:I.,:i]trl"r,"lr;i!ir. .",:..ir',::1"..f ]j; q;i3' s}}eagal eanpaSgas, should
e*ntirn:.e im*g afii:,::r,:' ;;l.ri: ::;.:;l{t* r.:.i" :i',;l *ar:,pl*i6:ll f*f Which lt wae specJ.ally
developeei* A*y:,l;lrra6r;+l'':j:i;i.hi,:,* g;;.:i; ::it**j.ve$, a *opy <ff tireft3"a,ff bookn
ehou,J"d narlu.e*ib $l?.ri .f.rr,:'* ir5.* i.l*,gi*r:0._i.. 3*presentative*
I{ovmber 19&J



$ection 9l+.

.02
Use newg,
sible use of them,

sEcTLoN gl+. NET{S PRSSITNTATION

.01, &espo4gibility to C.ooperativ? Groups The l,{anager who has
the beneflt of cormunlty cooperation in his promotional work also
has the very serl-ous responslbllity for seeing tha,t the a,venues of
public infonnatlon novr open to hirs are kept supplied with interesting
and slgntficant ne1vs, rf be fails in this he has not kept his part
ln the bargain rvlth those who offered him ald and he r.ill soon i'ino
lt dtfftcrdt to secure an adeqrrate publLc hearing for his vital war
prograrD,

The news u?rleh he can nake availabLe 1s of great i"rnporbanceto the commrnity and lt 1s ftlLed irttb hrlnan lnterest. lle must see
that tt ls properly presonted-

PU$IJCITY Page 13]

There &re mar$r sources of llornes
nanager nust expS.ore thern aU. ard rnake the best pos-

Tbe Infonnatlon Dlrlslon e€nds a seriee of rrsefu]. press releas-
ee to each Center. Tbese shorrtd be suppLernented by timely storles based,
upon the actkitLes of the Center. Cr:meat operatLons wilt al.so produce
a vad.ety of tnteresttng l-nfonnatlon concerrring ntrich the cormwiiy should
bc Lnfonned periodJ-g*'l1y- Thls inforration can includ.er

$oelLgallong Ana\yels of applicatlons shoning total volune
slnee the openlng of the Ccntcr and for shlrter comparative-periods to
show trends ln demand, and to shon the type of appllcants in- tems of,
e3-lgtbtl:tty and fanlly slze, and the typel of aceonrnodatlons deslred, in-
cludtng rooffr or drerling units, and tbe oLze, rental and ].ocatlor oi
accoqodations.

4"ti"t" Anal"ysr-e of room and duerling 'nit listingsto show tho statue of the housJlg suppry in reletlon-to appucaiiJns,
and the type of sccomodatlons aval}iblE at e given fi.ne includtngstza, rentals and l"oeatLons,

o. Plgggggrttg, Reports of pLacoments to sholr the accomplish-
nents of the OEffi"

d.- rygw ho,q.qtng Progrese on tho constnrction and occrpancyof new war housing.

6--_ .... ,": Cgnvfston?. Voluns 9f applicail.ons for Lease of propertiesfor pubIlc converaton-agd eppHcatlons for pr{.oritles for prlvaie con-
veroLon, the vo1rre of leases slgned, prior.{tles grranted, ana constructlon
conpletion as well as oocup&nay of convqrsions,

shile tlrLe furfortation (tike that in :LtrD rdn above) is
not produced ttrrough the datlg operetions of the Har Housing Center,it can bc obtelned frm the locaL offices of HOLC, pHA, *nd FHA. rt

t/
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Pass 134 HtrES USE OI'IDE Sectl"on 94.

Ls nLse to chEck news stor{.es rrLtb these agencl.es when their operatlono
are involved,

.O3 llqlue pf,.jHruan:Interestn $torLes Theee reports of actLvLtLes
shcuLd altqye be of Lnterest to tlrc publlc if they are uell preeented;
horvever, the Hanagents nain Job ls to see that publlctty storl.es are
bullt around tntrnsn beirrgs rather than stau.stLcs" To dothLs, he mrst
get the reajl detalls concerrdng the pltght of ryar wol*cors ln the LocaL
connunlty fron the xar plants, and from the rcr{rers thsnsE1ves, The
story mrst be told oolorf,ully and constantly,

llovsnber 19&3
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CHAFTEI1 IO. SPECIAT $I]RVICTS OF THE 9jAN HOUSING CII{TEfi,

sEdtroN 101, INxtroDucTI0N

.01 Oenerq] Because the t{ar l{oruing Center is, in nost
connunj.ti"es, the only dlrect local represeatatlve of the Office of,
ttre Adruiulet'rator (or, for that natter, of any part of the National
Housing a,gency), Lt ls apt to be called upon to perfor& verioua
addltlonal services, sone of f,ben not &irectly related to its
immediate job of proctrrearent, conserration and distribution of hous-
ing. The n&ture and reletive importance of, t&ese special servi.ceg
v111 uEreetionably differ from one locality to aaotJrer. Tlrey wiII
also differ frw time to tinre in keeping with the changtrg pattern
of the Homes Use proglam. Corraequently, Center servi.ceE that ers
not covered ln this nantral Etl-l no doubt be deveLoped tn the f\rtrrre,
and. tJre services nolv consldered basic nray be supplanted by otkrer
serwices now clasged ag auxlllary or special.

SECfION 102" $PECIAL S}NVICES M fNS REGIONAT REPNSSMITATIVS

.01 9onpiJ.lne $pecial 8e.p_orte. As tJre loca1 representattve of,
!lHA, tJre mnnngers and personnel of the War Housing Centersare j"n a
positlon to rsnder valuablo special essj"stance to t&e Regional and
Itaehlngton offlces" 0utstandlng anong theEe setxriceg is the assembly
of dsta frou the howing ttflri.ng linen and eerrrlng as & centraL point
for the 1ocal. *istributlon of inforrutlon on rar houoing.

In additlon to their regular reports, Sar Sousrng Center
Managers uay, for exampler be asked to sorlect and analyze infoma-
tlon on speciel aepects of tn-ntgretlon srd bousing need in thelr
localities" 0r tbe trlanagers eay be asked to asoess public attitudes
toward varioue features of ttre war botrslng progr&n, or the post-
war dlsposltlon of rar housiRg,

.OA SandrynF Sesctja].. hob:-ens. ?ecr:,ltar housLng probleras such
as ecooannodating e]lglble groups that are not read,ily accepted. by
Local hous eholders ( e.F., Mexl.cans I Japanese-amerLcans, CIrinese ),elfectlng readjwtnents in occupa;rcyy or conducting otudies of
oceupaxrcy elt-glbillty nay also be presented to tbe Manager for
hand-ling.

sEqfIOl{ 103. DIS.S&fn{-ATING I}fF'anSATI0N 0},r fr'An IiousI}IG

.0,1 &utpplu the Staff Wit& the increasfurg tendency in nost
conmtuitles to we the lYar Horuing Oenter as a crearing hor:se of
alr houelng lnforrnation and especia"lry trnforr"st$on on war houofng,
It, ls ritarty iuporbant tbat tbe et&ff be oqui.pped. to hand,re ttrie
J\nction" Through locel representatives (or, wltb tho help of the
Reglonal Representative, tbrougb t"be x.egional offLcE) p3"ens ma;rbe
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uadE to hava li"teraturo end forns pronrldod fsr dlptri,hrtlon by t'be
Cent,er, In so$e tnptancegl lt may bo poealble to arrar€a wtth tJrags
agencLea to have ne$bera of thelr rtof,f,g tretn Wer Houslng Center
peroonnel" ln nubJects rrhtcb tbe lntter uey sef,aly dLscws. $ntrtlnaela
should always be placed on tbe unofftcJ"al ststus of eny inforoatlon
given outslde of the Luruedlute jurtsdiational- scof'e of the IVer llous-
ing Center.

.CA &to{nra-tlo.n Cgryg]frrins C-onst.itw:nt A&eJlc*gg fho Tfar Hous-
1ng Center should be prepared to provi<ie adequate iufor'untion on the
organizatlon and functions of tJle Natlona.l Eouslng Agencyts tireo conr.
stituent agencies. Orapter I of th:is rranual contains a genoral doscrl.p-
tlon of t&re sphere, operati.on, and organlzation of these sonstituent
agenci-es1 and those flelds of aotlvlty within each which have a direct
beering upon ttre Bomes Ose program are described throughout tJre nsnual,
All ernployees should have an opportruri.ty to beeone fsmtl ier rsitb this
material.

To answer questions outsi.cle the in4redlate field of opera-
tions of the Conters, cllents may be refemod to the agency or of,ficE
having jurlsdlctlon (sone Conters having ni-neographed liste for this
purpose) or speclal tnsining nay be given Conter personnel i,n natters
of rhicb the fol1orlng are typl.calr

a" 4e{era1 Xo.Ee toan .Ba4lc Admlntstfajlop Employees of the
Conter should know rhj.cb local lending institutious belong to the
Bank system. Sowever, nost of the locel contacts witlr this agency
witrI be wittr the Honre Owners t Loan Corporation, one of its nexnber
organizat'lons, l-n connection wlth t'he publtc converslon progran.

b. Slnce the Federal Hous-
lng AdninistratLon suppllee nortgage in$urance and processee app.Ll-
catLons for prioritieE for iirLvately financed war housingr the Center
wlil- usuaLly refer inquiries on these oubjeots tq the local FtiA
of,flce lf ttrere lE ono in the cournuri-ty. 0therwlse arrangelnests
can be urade to have YS{C pereonnel trained in baeic FIIA operu.tions.
In gome placee FHA representativos have been gtationed i.n War llous-
ing Centers to receive applLcationo fron brrildors and to answer thelr
questS.ons a

co FederalSrbllc Housine AutB)rilv Most of the centerts
contacts with.ffiusing Author5-ty and with loca1
housing authorities will be in connection with the regular listing and
referyil processr Many questlons in connection with the eligibility
requirenents for publlc housing will be addressed to the Center.

Iflherever tlrere ate several loeal housing authoritlee i.n
tJre J.oca-l.ity or wbsrever tJre publlc proJects ar€ located at eome
dlstance frou tbe central. busLnese dlstrict lt ray be poosible to
bave a representative of the tEnant selectlon staff of FIHA etat'lor
ed tn tl,e Center, &s descrlbed ln earller chapters. Under these
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clrsuasta$oes general questlonts as well eg ellglble appLlcants cen
be refarred to thls repregentatlve. rhe center ehould at teaEt
be able to dlstrlblrte i:rfonratton concernJ.rog publJ.c bouslng projects
and tJao rrslneg and addresses of, the proJcct naup.gero.

.03 Inforr4pli-on Concerlaine 0t4er fede.ral Ase-nciea Ihere are
at least t&ree federal agenciee outslde of tbe $atiorra-l Housing
Agency rtroso operations uay effect the olrratlons of tbo IYar [ousr'tg
Center and whose regulatlons ebould, tbonefore, be of Tltal intereet
both to tbe Center and to ltg cllents. These agencleo are the 0PA1
the fi!.[C, and t&e WFB.

&r Offlcg of Prl.ce AaEslnlstretlon I'he Area Bant Off,Lce
under the 0fftce of Prlee Adtt"tgtratton coutrola rents and ovl.otLons
fron propertles. The enployees of tbe center should tberefore be
prepared to answer certaln einple questlons ooacerning rent re4ula-
tlonal hlt should sryet attenpt to pqse Judgnent on problew that
cone uuder tho JurledLctlon of the area sent 0fflce. Rent reguJ.a-
tlons having a deffullte bearJ-ug on the flones Use progra.u are asnou]nc-
ed ln tho oSor eerles of uoooraada rhicb are Lssued to l[ar Eousrng
Genters. (See, f,or example, illIA llenoranda 3C-ljt 3C-6, ana lO-26)l

b. traT Hanpow_e.rJ9o&nj.sslon f,re {hited gtatee &ploJment
servlce rmdEr t&.o Fer sauponer conp{geLoa LE td cbarge of the
recrtdtnent and placenent sf rar rorkerg for local rar iadustries.
Spest&I arrangenants ceJr be nede foar tbe nutrral exchange of lnforoa-
tlon and the refarral of cllentE. the Snp].o3rnaat Senrlce b.as t&e
poror to LeEue certtftaates of aelnratton, enabLlng rar rorkerg to
leave mr lDdustr{ee !f they are rusb.Le to ftnil adequete g6p9tng.
These caaes nay be rEfsn€d to lfie cater for rerLflcatron of tbe
la.cL of, avaLLable boualng.

- cr far_Pr@$on-ggeuq Althougb tbe Far Productlon
Board l,s reaponslble for controrrtng tbe use of pcarce uaterlals,
nost of tihe questions on thts subject tbat rrl11 be addressed to tho
center rLLL be ln soraectlon rith uatert"el€ for howe constrruction
ant nay be raferred to tbe rEA. lbe f,orlorl-ug eection of tbLe
obapter rhLch deals rltb plorlties ard the ControLLed &aterials
Pl,an ras Lnoluded to asslet tibe Cmter is a^asretrrrg beelc questlous
on the eubJect.

glcTIoN 104. PmoaItIE$ AsD lUE CONItsOLLED trAfffiI.Al|s pI"An

_.O1_ B?eeple tor Eqqe}}tglnent of, tee 0ontrot&d tbtetials 3t4gthe Sar koductlon Boatd porovJ.des tho -
lng conpeti.ug denanits, lnouree adquate eupp];lee of ci:itlcal
naterl.o'ls for t'h,oLr Elany esasnt'laL wee. Its ner Controltgd Hateriqlo
PIan ras creet€d to nake a lont range deternlsatlon of, natertaL
roqulrenents and to aapuro t&e rqnlnr f\[filloent of, these re-
qrelrenents at the propor tlne aod pLa,ce. rbe contnortsd r,atertalg
Plaa ras dervel,oped as a resutt of certsi.n dtffteultLeE enaduntered
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tn dtEt'rtb'ut!.ng natortall tbrougb the prLorLtler eysteu rL{.ch hes
boen Ln offect tn t&.e conat'nrotlon ftald Flnoe tlc fa-lr of 194x.

.az 0pera$t+ns, of $&6- P4Fa rhe Gontaror.r.ed. tsterLalE pLan Ls
besed on advsnce bowledge of natortal"s reguLreunents et every step
fur produetlon fron the prLne contractorE io txe gubcontnactore, and
on the neaeured contro]" of the flor of t&,ese naterLals dorn to the
baaie processeg Ln the fabrioatdon of rar FrodustE. uader tie Oour
tro}.led Uaterigle P]an, prine contnaators aeeesble bille of naterial-E
spectfyrrg not onJy rrhat naterlEra are requlred, brnt, rlen they urat
be receivod ln order to neet aptrroved producti.on echeduleo. thebirls of natenlale lnolude not or{y thoge nat€rlaJ^s needed by t&e
prJ-@ contractorpr ht el-so t&ose needed by the euboontractoaes sndtheir suppliere. Each prlne eontraotor slbmrtt bx,o total brtt6 of
&atertaLc to b.LE partrsu]ar FederaL clatnant eganoy, Lu t&is oaee
tJre NatLonal Horutng Ag€noy.

Each clatnant e€ency eubldts lts egtl.natsd requtrenents for
cont'rolled rlateriaLs and ltacns of egaipnnant to the frpB Requtreuentg
connlttee a.ad to one of the coutnoltred natetiars divl,glons of t&at
6€srcf. lihe requlraneatr tbru lneaeated by tJre cLailnant agencl.ea
roret be brougbt tnto batenoe rith the knorra avarlab].e s'Eppry of
naterlals before they cen be approved.. Ehen tbe eus of, t&ese va.r{srrp
requLremente bas been adjwted t'o the supplyr the upB progran v$ee
S"1*"r wbo J"s also chat.rtan sf the nequfronontg Conni.ttee, rrltb tbe'
advtce of b{s Goannlttee, al.Iocates qusntLties of eontrolled aaterialg
to eacb clnl-smu* s€engJr.

Tba claLnant a6enoiece i:n tun, d.totnlbutc tbese bfoad
allotmente a:Bong t&ELr prine contrectors by noans of allotnent nuubers,
an$ prtrue contraetors t&an pa6s on the al"lotnent arubers to errbcontaaotorg
ae they are needed to sbtaia rupplloe. All"atnent nunbers oenatLtute
cert*fj.ed cbe*kE for npecS"fic anounts of meterial"s to be d"elivered
dfor*.eg ope*{f,.* perleds* ffioy are Fees€ets$ t$ lrLUs wif& contraetcrol
erdeps" &{*1"3E are advlsed l.n advance ry wB of tb,e a&ount, aiao, and
f,orp *f nat*rie3E they ohordd groduce !n onder to nee* tha donsnd,"

Carbon and alLey steal, copp€r aed elus&rre are tbe flrEt
oatsriaLs to be eontreJiod quder tha pilan,

_"03_ 5yp1"g4 ffiap3bns an{ @ Sar FroduotLon
Bo&rd ruSee reguJ"atlng tbe eonst *l@ttlon cf rar
houslag proeent a rather conptex plctnre* $n&rders, orn€rg, end eccre-
pante a]r. rr$.L bave queetlons about tbeir rtghtg aod tJreir llrnrf,stlo,ng
u&dsr theeo rogulatlons" &pLoyeag i.:n tbo Sar Eoualng Centerp f,reqrrent-
3Y rilt be E6k€d qrmo*ions relatisg to trri.orltlos, It iB not oxpocted
tha.t t'ti*y rlIL beeows experts in t&le technlcal fLeJ.d. Sorevere t"hey
xust bavo a general uderstend,lng of tbe sFten, nsnd nwt be Fgparedto direct guestianeers *o the proper placer to get ftllt fuformatLonr and
eeaj,Btaxrce
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The foLlowlng questlons and answers wtll cover the ln-
quiries nost lLkely to confront War Howing Ceater enployees:

Q. ilrere !!ay new war hous{ng be buJ.lt?
A. New war houslng can be built only in eritical wa"r areas where

a bowlng ehortage e*{ sts and ruhlre prlority assistance has
been nade a;nailable by action of I{ltA and ypB.

Q. l{ay war houelng be butlt for owner occupanc5d
A. No, except that an ellgible war worker nay build a new hone

for hle onn oocupancy.

Q, May a dweLllng b€ tnrllt, orlglnally for sale?
A. &e geueral rule ls thet aIl rar houELrrg mrst be bullt for

rental to ln-nlgrant cLvllian wa^r workerg. However, tJrera
are for:r olrcuustanees (descrLbed ln Oeneral @der ![o. 60-3n)
under rbich euob bowtng nay be soJ.d. These a.rel

(1) Outrigbt sale to ellglb].e war rorkere of olre-third of
any bullderls eggregate nunber of, unlts rbegurru on or
after f'ebnrary LA, Lg/+j, pnorided ttrat the Eale Ls
nade not lauer tbaJl 15 days after conpLetlon.

(2) SaJ.e to a^n eltglble tenant after tro nonths ocsrlpanc:r.

(3) SaJ.e to an J.nveetor riho wtII agree to rent only to
ellgible ra:r workers and to abLde bV otber l{nltations
attached to the houge.

U) Sale uuder specific authorLzatlon of the Reglonal- Bepre-
sentatlve ln cases of hardship or of a oatertally alter-
ed local howlng eltuatlon. .

At utrat prJ-ce tray a dasll{ng be gold?
A dwelllng nay be sold for no moro than $61000 phrs flnenotng
costg or usrket velue, rhLchever ls the Iowetr. The proposed-
trrrlce range uust be eubldtted to tbe FEA in advance of sale.

Ithat rentatr rnay be aba.rged for * dsEl1tng?
Rent nay not exceed $Jo per nont& sberter reat or the rentsl
establlshed, ln the I|PF2896 appLlcatlon for priorl.t!.es. Reason-
eble addltlons to tbl,e rnay be nade for services ftmlshed, but
these nrrst not oroeed $3 per roon per nontb, exchrslve of gas
and, electrLclty and axy g&ra€e sp&ce.

Q.
A.

Q.
A.

^/
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Iltrat le a WPB-2896?
thle fonn is the WPB applJ.catLon for a paeference rating on
naterial to be used in the oonstructl.on of war houslng, forner-
1y knonr as PD-105. Tbe appllcant uuot trrrocure t&is forn fron
IfiA and flIL tt out, addlng a detalled 1rst, of t&e critlcal
naterlals required in constarrctlon, (Fons IYPB-289?, fonrerly
PD-105A). Both forns are tben flled wltb f'HA rldah subnits then
to WPB after pre'l.lpJnary proeessLng, ff the appll.cation ls
approved W both agencies, a IIPB certlfLcate P-55b yill be lssued
to tbe ag4plicant, thus estabLishtng hls eligibillty to bulld.
Be then ftlls out CMP-[-l to shor his de]Lvery scbedu].e for
naterlals and has this approved by FHA. A preference ratlng and,
ello&nent number are assigned. to htn by FHA on t&,e forn GldP.-I{-L.

Does thie procedrrro apply to the constnrction or conversion of
nultiple-faslly dvrell{ ngs al.so?
Yes, A uultlple-farnlLy drelllng Ls defLned as a stnrctnre con-
tafnlng gix or more fa.rrIly grrites. Sowever, a short forn bill
of naterialo nay be useil (WPB-ZS97.].).

Uay anf ner resldlentLal constructlon be uodertaken wlthout WPBtg
perolssiou?
Iee, lf the estlmatedl cost of the constrBctlon l.E leee thaa $200for slrglo-faully ilwetlS.ngs or less tlral $Ir000 for a mr1tJ.ple-
dwel"J.ing, and lf naterlale call be obtalned rltJrout prlorlty
agBlgtanoe.

b. !trqlntenaqa-e ancl reuaLr

Whet is neant by nmaintenance and repairtr?
r!traintenance arrd repaipn mean construction necessaly to keep a
etructure i.lt sould wcrrki.ng condttion or to rehabiritate a stfirc-
ture or an;' portS.ocr t'hereof rhem it bas been rendered unsafe ortufit for serv*ce tJrough v{p&r and tear or other eJ.miler eauses,
lbe te.rno does nert &Fp1y where any stnrctural aLteratlons or changeein deslgn arE to be rnada.

ilay repairs be rsade ln any clty or ouly ta cleeS.gnated crtttcal
areas?
Repalrs nay be nade tn any local"lty.

Is there anSr l{p{g to tJre cost of repairo?
Hone, e:ecapt that repaj"rg are ],j"r{ted to thoee necegsarlr to keap
the dreLling safe a,nd, flt for s€::rrl.ce.

Suppose a dwe"laing ts deuaged or destroyed by flre?
.Any dwelllug, singLe or mrlti.ple, danagoal or d,estroyed by flrel
f,Iood, tonrado, earttrqualcs, or other aot of Ood, or of tle ptrbttc
sn€tny nay be repeiredr reconstr:trcted, or nerlJr construotd, .B3gglg-qd that tJro estlmsted cost shall. be J.eee ttraa $51000, and provfeed

q.

A.

Q.
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Q.
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A.
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tirert, wltJrin two weeks after such damage or destrLlctlon, Fonn
I[PB-'617 (formerly PD-200) for a mul-tlpl-e-dwel1lng or Forn TYPB-

2896 (fornerly PD-105) for smaller dwellJ.ng is filed by tbe
ownor or hls authorlzed agent. Tbeee fornns should be filed ritb
tdPB in Bnoh oasegn

Ilbat ls rnea$t by the tern ncostn as wed in the variow WPB

regulations regarding constructLon?
Cost is tbe gurn of the total cost or value, whichever is the
higher, of naterlals a$d labor uadr lnch:dlng feeg for archi-
tectsl e englneergt and contractorgt setrrlces. Cost does not
lnclude gecond-hand naterlals ueed which tkre owner already owngt
nor t&re value of the Labor of the ownerr nor his raiailyr nor of
hie tenant lf lt entails no fj.nanolal outlay'

c. AgrlauLturjrl oons!ructXon

Hovr iE the constnrction of rrual. resldenceo regulated?
Constructlon of rural resid,ences is govenred by the same rulee
that apply to all other ner war housing vrith the exce.otion tJrat
an appllcatlon for pernlssion to bulld is nade on Forn ltPB{l? and
ls flled wlth the Depar*nent of agdcrr-1ture Oounty TIer Board
having Jurlsdtction oTer tire area rather tlun wittt tJre fHA'

d. Reno$#turs ap4 aonve{giqp

Slrat ls oonsiderod renodel*tirg?
RenodelLlng ls defined ag construction which adds one or moro
rooqg to a rrnlt, rhen euch roong clo not oonstitute an addLttonal
dwe'lllng unit.

I{bat tSrpe of oonstrrrctlon 1g consldered converston?
Converslon 1o any conetructlos rhicb addg one or $ora conplote
fau'd.ly trnlts to a struotr:re. The oonvorsion suy or nay not
also add singJ.€ roonsr

In nhat areae rnay reroodelllag or conversion be d,oae?
If no critlcal naterla3.s are required, botJr renodelHng and
converslon nay be dono fu anJr area wlt'hout a certiflcatet
provlcled the total estim&ted cost ls less than $200 &rrlng
angr twelve months. If the esti.nated cost ie $2OO or moret
this type of buil.dLng may be done onJ;r in critlcal areas, and
sonverglon and renod.ell,lng can be done only ia those crltlcaL
sreas where l{SA has provlded a prlorJ-ty quota for thet specific
pnrposer

How le peruission bo convert obtained?
Forn YIPB 2ffi (fornerly PD-105) must, be flLled out and approved
before congtnrction can be underbs.ksn" If the conversioa costg
less than $11500 ancl is to be paid for on tire lnstal-lnent plan,
an exeeptlon under Reguleticm,W meiy be obtained extandi-ng the
terrns of pelmont frou l3 to 36 nonths"

Q.
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Q.
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Q.
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Q.
A
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A.
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Is t&ere Lny oilror way ln rhioh properties nay be converbed?
resr tho owner nay lsaBe his property to t&e Government t&rorrgh
t}te Hone omergt Loan corporatlon. rn thts cq.ge th€ Govenrnent
rlrl undertalto responsibirity for tbe construction, f!.nancirgr
and loa^nagenent of tJre property for ttre rdurationt.

llust eonverted unLts be rented to rar norkers?
Tes, they nust be rented to eligj.ble rar rorkersi

I&tat rent nagr be cherged fon a convertod unl"t?
Not nore &* $50 per sont& sheLter rent uay be charged f,or a
convertad lnLt. Reaaona.ble ctrarges nay be sddod for gervlceo
f\rulshed, brrt not more thsn $3 fer room per nontJr excluslve of
gae and electntcity and any ga.ra€€ 9p&ooo

lSny the rent be rale€d under any cLrornctances?
teo, the rent oey be ralsed by pernlealon of tlre l{HA SeCJ.on&L
Repreoentative a$d the OPA rent aontroL, but lt nay trevet exoeed
$50 sheLter rent.

SECTIOil 105" NELAXATTO$ OF ZONINc ONDINAI{CES AIM H'II,DII{C AIID
SA}TISAST CODtr.9

.01 CqlefSI Tho nrmber of fsl3il1ea and rooBers tbat ean ocsuplr
reeLdential etrtectures, as ra).l as the deeign, facilitieol and condl-
tlm of tJre stnrctures thenselveg, are connonlqr governod to a rarge
axtqlt by zoning ordinaneee and build{'tg and sanltary codes. $nch
Lavp arrd regtrlations are prtrnarlLy uattere of ].oca-L concern, fon they
stem from tle polLee porrer of tJrc st&te and are enaotedl genera$r,
by the locaL uunlolpeli.ty for tJre pnotection of itg sitLaens and to
gecLrre propor development of ttre oornmurlty ltself. ft le therefore
lnportant tJrat federeL offlcta'le approech problens J,nvohrlng lawa
qnd reguletions of tb,ls type ritib consLderabLe care and rmderataud-
tog.

-02- I+ocal Fgul+llons-.iunq t{oe $ones UEq.qfqFrqg lte Eones ltree
psggraln ls brougtrt i^ato eonstant rel"attm to Local-zoning, brdldlnc
and senLtar]r regulatlona. 'ltrLs is du.e to the progranre inplnsis o
I,gcreasr-ng howing facilities througb oonversLon asd on iacreasl4g
the intenslty of use of exLst{.rg stfiroturos rlthdut arteratlo.
correspondlngly, Sroblene tnvolving these locaL regrrlatlons ney be
presented to tho War Eousfng Center by tadtvldualg niehXng to oonvert
or ot&erwise Lnteaslfy tbe rlsE of their property, a8 rell as by tEars
aonetltueat agencles cngagd Ln convergton aativLtdEg. For thLs
reagon the war Houci'€ center tlsnager s.nd other relneoentatives of
t&e Office of tJr'e Adnlaietrator oonceraed wtt& the-Honee Use progra,n
at tbe local, LweL should aoqul,ro geueral, fanllLarlty rlth flroee
pcvlsione of zonlng orriinalcces and bufldfng and aanttsr:r codee rhlabqf,fect the progra^u Ln a gl.ven locallty
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9ltuattons na;r'arlse ln rhlctr the lmnedlate obJectlves of
the Honeg use trlrogra^n are ln confU.ct ritb these LocaL ordlaances
and codeg. tr'otr orample, resldenttal areao ln rbictr roomers are per-
Bttteil nay be nore llrn{ tecl, or t&e nrunber of rooners i}ernittecl i'1c any
one dwe]J{ng nay be Lees, tban the degreo of utLLlzation derna:lded b3r
the nar houslng en€rg€ncy. conversion posslbtltties or flce doubuG-up of fanilles nay bo linitod br the ua:durn auttrorized number of
dwelllng units or famtlleg per gtnrcture or pelr Lot area, or they
nay ba llnited by provislons of tndldiry and saditary codes. as a
resu-lt, rela:ratlon of ttre ltnitl.ng regrrLatiot'e for tle dlratlon of
ttre uetLo''al energency BeJr appear depi.rable to indivldual property
orners or to agenciee vorking rrlth then ln f\rrthersnce of ttre Eomes
Use progran.

Ueuaqy lt rlLL be Possible in euah situations to revise the
inpleuentatloa of, tJre Bomeg use trrrogran so that program objecti.ves
may be achleved lu a nanner that conforns rith lloal reguGtloos,
OccasionalJ;rr horever, a sltrratlon nay arl,se in uhich the confllct
l.s so ftmdanental or of guch rlde Ecope as to prohtbtt attainnent of
ll e urajor goale of the progra.u ln the-localttyl eltber iriti respect to
the coaverslon progrran or to tlbe dwelotrrnent oi the f\rllest possiule
Use of, housrng na€ 1gr.

.O3 The L-Laison Functlon of the War Housing Connittee Cases rvtri-ch,
ln the Juagnent of the War Housing Center Manager, i.nvolve basic conflicts
between major war housing goals and loca] regulati-ons should be
referred to the lar Eouelng Oonntttes. If, after flr1.l corsideratlon ilae
Comlttee deeus such actlon to be necessary and. dEslrable, lt n41r apfo-prletely recouuead to the trnroper offlclal pranning, zoning, or uousing
agenclca of the coulnlt'y thet they reconslder tlre-restrLcifve regg-
F!r*l b lLgbt of titre aeeds of tle preseat energency and that tiey
deterulna nbether-nodtficatlou, generally of a teroponary natrrre, io
neaessarJr and deelrable. &en euch poblens arlse, a sub-cor.Liteeof the war Eousrlg gong+-tte9 (see seotlon s4) nlghi a.dvantageously
be appolated to deaL rlth tben. Ihe war roustng-ceater maniger airahlE staff ebould not takg a prrbttc position ru iurs tlpe of ictlvlty,
horeverl exccpt aa epeclflcalty autlorlzed by tbe negional Bepresentative.

- -:01 ggE+cqe of ts!4c41 Advice fbe lrar Eowtng center !tranager
ohould fainlltarlze hrrself-vrthEffilnctioas a^na redttonablps of theof{l-cf9'! agencleo ta the oomrnlty ooncerrred wit}r tJle zonlng indLnance
and bulldllg and aanltary codes, ana suoura.advise t&e connittee con-oarEtng thege f\rncti,ous and rcLotloneblpe in order that t6e Cog1cLttoEoay aonsult rith and act t&rough the proper responeible a€eucies. BE-cause-reLa,ttve$ conplor technical ana regar. qulstions ,"t m lnvolvedrn nodlflrLng tie_reguletions, however, tne rai Eoris{ng ce;lter uanagerghottld noi bLnself attenpt to glve techraroal advlce. Technlcal advlcegeoeralJy should be eoug[t fb;t f]on rocal and state prannrng, borrg-
Lng aF zonlng agenoleo. If addltlonaJ. technl.cel assistaroce is re-qtriredr tie eernrlces of tho Dklsion of Urbau Stud.ies of tb,e Offlee
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of t'ltE adnTinistrator shorild be requested ttrrorrgh tbe Regr.oaa].
Representatlve.

If adequate technical advlce ca.anot other$rise be obtatusd,
rben needed, the Regional Representatlve nay carl upon the offlce of
the constltttsnt agencles of tJre NIIA for such asslgtance as they oan
Inovlde. (See NHa Menorandun No, IL-,6). For oca.dple, nenbera of ttre
etaff of t&e FHAts land Planning Dlvision are locatsd tn nany of the
trEA fleld offloes and are quarifl€d to asslst in these rnattors,

sDc8lo$ 106. DInEm smvlcng -) couMUNITr

.Ol 9eneral The llar Eousing Center tJnrough its Manager should
participate in ell conrunit'y undertaklngs affecting housing which are
not incongistent rith the prlneiples of tbe l{ational Housing Agency,
tbe liqnnggr eay be ask6d to represent tbe Center in plannlng or zon-
lng actkitles, in defense work, and in soclal serrice. ltovidlng
t'be varlous types of info:mation discused else$here ln tbis chapter
Le another forn of eonrunity service. Flnally tbere are t'be several
Eervices perforned for the oorununity by the Center in itg contacts
rltb the in-nigrant rar wotrkers.

SE TTON 1O7. OOUMUNI T INFORJ{ATION rON DI-I(IGRA}IrS

.or value fre cawe of absenteelsn ard labor turnover 1g un-
doube{ry tbe lltff,lolty vhlch Ln-nlgrants erpenienoe ln adJustlng
theneclveg to a ner conmrntby. Gettlng aoquatnted, vlti onEis neigh-
bonsl learniug nhat tbe cornnunJ.ty hae to offer ln ttre way of, reorea-
tional., sulttrral and rellgLow actLvLties, beLps a fbdrry to feeL
satisfl.ed rith tts aer hone. Suctr stnple qusstlone asl n*here do we
pay depogltE f,or gas end electrlca]. eenrice; nhat street oar and bus
lLnes do re use; rtrat EchooLE arrd shopptng dtptricts era nea^nbyir are
lneritably asked by nencomero.

.92 *rtlft9g of t&e Sa4 f,ousJns gg@lttee trar Eouslng Centers
are be{qg lncreaslrgL;y csltsd upon to ansref qgoetLons s{miicrp f6
th9"r Just nentiotred. A.lthougb zuppLytng th$ trpe of suppleuentary
Lnformatton Le aot strlctly rithln tbe provlnca of tbe [ana6er, his
doing go nsvertbelees sontnlhrtee to tlne contatnent of rar-workers
and ttrerof,ore to lncreased pro&rotlb. lhe Manager Ehould e"'tlst
the ald of the lfar Housrng comLttcc, pcrhape tlrougb a suHo@ittee
ln oollectlng tlre bac.kgrouod iaforoatio,. tbe bapls for an Lnfonne.-
tlor servtce ls a caref,tr$r prepared fLLe on cwrntty regolrcas a&d
e colleottoa of troaaL dlreetorles of .varl,orro ktnds. ltreee rnatartal.s
sbotrjld shor guoh thl4gs ag thE ]'ocotlon of gchooLsr shoppl.ng rrretrlcter
chtrrchesr olubsr aad i.adoor and outdoor reoreatto facllltleei r&ere
to trxy gas and eleotrlaity ilepoaits or btlJ.g, end the size of thE d,e-
poslt requl.red by tbe severaL utlllty corotrnnlesi facllltles for chXld
carei where and how to nake coplalats on aanttery and safety vtoLa-
tl.oas; transpontatLon faollLties, eto.
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isrere the vo\rne of lnqulrles rfasraJxtg lt, the Eub-
Conntttee na5r' al.so aasiet tlre Maoeger in {lspenslng the i.nfome-
tion. A oeparate desk rey be get aside for thlg prrPosa to be
nannEd cither b5r nenbers of the eub-Connttto€ or b3r volrnteers
reorrrtted, by tbe sub.Coenlttees for thlE Inrrllose.
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