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TO THE MANAGERS AND STAFFS OF ALL WAR HOUSING CENTERS

To win this war endless lines of weapons and supplies must reach
our troops. To achieve and maintain assigned production levels, war
plants must be staffed.  They will not be staffed unless homes are -
provided for the war woykers - and tc provide those homes is the war
assignment of NHA. /

But we cannot meet this temporary housing emergency by building
alone. The armed forces require the same materials - the lumber, the
steel and the copper. In addition, there simply is not sufficient
manpower to go around. We must therefore rely on the shelter resources
of our existing housing, seeking the full cooperation of all war
industry communities in the job.

To convince home owners and landlords that housing is a war es-
sential, to list every available accommodation, to make two homes
where previously there was but one, and to see that all this shelter
goes to war workers is the function of the Homes Use Service and our
War Housing Centers.

The record shows the great contributions you already have made.
Let us go forward with still greater efforts to complete our war
assigmment. Your work on the front lines in each critical. hou31ng
community will determine how well the task will be done.

JOHN B. BLANDFORD, JR.
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HOMES USE SERVICE

TO ALL PFRSONS CONCERNED WITH THE HOMES USE PROGRAM

The fact that the Homes Use Program is expected to produce 70% of the
total war housing program for the 1944 fiscal year is both a tribute
to your past accomplishments and a challenge to our present initiative.

‘Expressing this 70% in absclute terms, the Homes Use Service must
make available, through the use of existing structures and by conver-
sion, a total of well over 650,000 dwelling units and rooms for war
workers. These accommodations must be obtained in localities where
there already exists a critical housing shortage. The right number
of accommodations of the right size and cost should be ready at the
right times, if the war effort is to be best served.

In carrying out this assignment, the Homes Use Service will follow
principles which may be expressed in the 9 points below.

1. The war must be won. For any problem, the only satisfactory
solution is that which best answers the question "What will help most
to win the war?®

2. War workers whose presence in the community is essential to
the success of the war effort must be housed. The locality war
housing program must be carried out in such a way that all workers
are sheltered and critical materials are not wasted.

3. In every critical housing area, the Homes Use Service,
working through the regional office, and the War Housing Center, must
place first emphasis on securing full use by war workers of existing
housing without alteration. In attempting to realize from this
source the volume of housing contemplated by the locality program,
Managers must initiate and maintain active campaigns of procurement.
Every instrument should be used - registry and referral service,
share~the~home programs, and campaigns urging the voluntary reservation
of vacancies for war workers, as well as discouraging the in-migration
and encouraging the out-migration of persons other than essential war
workers.,

4. Where more intensive and better-channeled use of existing
structures without alteration will not meet the complete need,
conversions may then be programmed and promoted as a means of saving

B_part of the critical materials which new construction would require.
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5. Housing created by private enterprise must meet as much of the
war need as it can.

6. The War Housing Center is a temporary wartime agency established
by the National Housing Agency with the participation of the community
to_secure the goals established by the locality war housing program
through the means outlined in the War Housing Center Plan. Its establish-
ment and continued existence can be justified only where there is a need
for housing in-migrant war workers and where the facilities of the Center
will reduce the use of critical materials for housing.

7. By the very nature of its goals, the Center must have the
support of, and work through, the community. Honest interpretation of
policy and broad campaigns of public education will lead to an under-
standing of, and hence to voluntary cooperation with, war housing

" principles.

8. The views of the community will find expression in a truly
representative War Housing Committee acting in an advisory and cooper-
ative relationship with the Center Manager. A two-way channel of
information is thus provided, informing the community of war housing

policy and reflecting community needs to the NHA.

The Homes Use Guide, to which this letter is a preface, outlines the
means by which these general principles are carried into effect. For
this purpose it replaces the Homes Use Training Manual issued in March
1943. Since that time additional directives have been issued, procedures
have been refined and much new operating experience has been accumulated
and analyzed. This new Homes Use Guide is a consolidation of the new
with the old; an attempt has been made to improve the arrangement of the
materials, thus making the Guide more convenient for reference purposes.

The Guide is not an official directive. Instead, it is intended:

1. To present an orderly summary of policies, techniques and
procedures set forth in NHA General Orders, Regulations and Memoranda.
As such it provides more information on the underlying reasons for their
promilgation or on the manner in which each fits into the overall
program, but omits much of the detail.

2. To serve as & reference to basic policies and practices. Each
day will present new problems which managers‘will have no opportunity
to refer to the regional office; by the use of the Guide, however, the
necessary decision may often be made.

3. To serve as a training manual in newly estsblished Centers, in
Centers which have never conducted training campaigns, and for
indoctrinating the new personnel of established Centers. Regional
offices will be asked, later, to report on the nature and success of
training programs in which it is employed.
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L. Finally, to assemble the experience gained in this war, not in
building, but in using what we have. The manual could thus serve as a
foundation for future uvse in disaster or war.

Because the Homes Use Program is a comprehensive approach to the solution
of & major part of the war housing problem, its success will contribute
significantly to the national war effort. The achievement of that goal
in any locality is dependent upon your competence and initiative, and
upon your sbility to obtain the cooperation of the community.

o

PHILIP M. KLUTZNICK

i

® |
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Section 1l. Pagﬁ 1

CEAPTIR 1. TEE WAR HOUSING PROBLEM AND THE NHA
SECTION 11. THE WAR HOUSING PROBLEM

.01 Relstionship between War Production and Housing There has
been an enormous increase in the industrial activity of the United

States as a result of the necessities of war production. At the
present time (the late summer of 1943), the rate of production is
double that of the year 1940. For example, during the second quar-
ter of 1943 national production was valued at $23, 000, 000,000 more
than that for the same quarter in 1940, This vast expansion has
been sccomplished by greatly increased efficlency, by additions

to existing pleante, and by the construction of new industrial fa-
cilities in both industrial localities and in previcusly non-in-
dustrial areas.

The manning of our expanded industrial facilities has
pbrought about the most extensive mass migration of population in
Americen history. From farms and small towns, from localities
without war activities, men and women have streamed to the cen-
ters of war production to join the industrial army. Populations
of some towns and cities have doubled or tripled over periods of
a few months, yet the people must have a place to live as well
as a place to worl:. Furthermore, their living accommodations

. must be adequate if they are to retain their efficiency, and %o
continue at their war employments without dissatisfaction and
discouragement. Hence, housing for war workers has bscome recog-
nized as a necessary adjunct to the industriasl plant. The War
Production Board, which contrels the allocation of all critical
materials, has recognized war housing as essential to the war
effort and has designated the National Housing Agency as ons of
the official claimant agencies. This means in effect that the
material requirements for the construction of war housing are
considered along with material requirements for the preoduction
of armaments.

The scope of the war housing program is illustrased by
the fact that between July 1940 and the end of September 1943, housing
accommodations were programmed for approximately 3,600,000 war workers,
nearly all in only 900 localities. Accommodations in existing
structures were found for about 1,800,000 of these workers through
absorption in vacant dwelling units and rooms, and through %hs sharing
of homes. Of the remaining 1,700,000 in-migrants, over nhalf have been,
or will be, taken care of in housing that has been produced or pro-
gramned for production by private builders and finance. Ths remaining
workers have been, or will be, taken care of in housiag producssd with
pudblic funds (but erected by private builders). This iatter housing
consists not only of dwelling units dbut also of a consideranls number
of dormitories and other non-family-dwelling space.

.02 VWar Housinz Accomplishments We may now profisaily
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Page 2 HOMES USE GUIDE Section 1l.

turn from a consideration of this ever-changing mass migration of
people into a relatively small number of industrial areas, to see

how this movement of workers is reflected in terms of new construc-
tion of dwellings of various types. From the beginning of the war
housing program in the summer of 1940 to September 30, 1943, a total
of 1,545,181 dwelling units has been programmed, including conversion
and new construction, by both private and public agencies. In ad-
dition, plans were approved for providing dormitory space for 166,179
single persons, and for the installation of 44,216 trailers and other
stop-zap accommodations.

Dwelling units which were programmed during the same period
under the publicly financed conversion program number 61,288. As of
September 30, 1943 leases had been closed on structures which will
produce 30,129 units, and the applications for leases now in hand
will raise this total to an estimated 40,300 units.

Construction has been completed on 377,336 new family dwell-
ing units built out of pudblic funds and 122,503 more are yet to be
completed. All but 31,558 of the dormitory spaces and 12,968 trail-
ers and other stop~gap housing are completed.

Between July 1, 1940 and September 30, 1943 private capital,
in large part aided by FHA insurance, produced 760,795 family dwelling
units. In addition 222,275 units were under construction, as of
September 30, 19432,

.03 The Task Ahead Looking ahead at the Job to be done during
the year beginning July 1, 1943 it has been estimated that after full
use 1s made of the local laber supply in each of the war localities,
it will still be necessary for an additionsl in-migration of 925,295
single war workers and famiiies in order that maximum production may
be attained. It is estimated that about 40F of these workers will come
into the commmnities without their families. In planning for the
housing of the estimated 409,900 unsttached men and women, it 1is es~
timated that 385,000 will find space in existing vacant rooms and
that dormiteries er conversions will have to be constructed for the
remaining 24,900, Abeut 515,000 dwelling units will be sufficient
to house the workers who come into the localities as members of
families, since there will frequently be more than one worker in
each family group., It is expected that 175,000 of these dwelling
unite may be found in existing structures which are nov vacant or
which will later become available as & result of verious factors,
including the drafting of married men. It will therefore be neces-
sary to provide about 340,000 additional dwelling units eilther by
the conversion of existing structures or by new construction.

The ecarcity‘of the materiala needed for the production of ships,
tanks, and guns, mekes 1t imperative te reduce to a minimum the use
of such materials in the production of housing. Money, manpower,
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Section 1ll. - THB WAR HOUSING PROBLEM AND THE NHA Page 3

and time must also be conserved. Por these reasons, the amount of war-
time house construction must be carefully restricted; housing cannot

be provided simply to permit more comfortable living or even to make
progress toward peacetime social objectives. Furthermore, so far as
possible all existing or new housing should be reserved for those
persons most essential to the war effert.

It is apparent that the program for the year beginning July
1, 1943 must count heavily on the utilization of existing structures.
It 1s anticipated that over 95,000 dwelling units will be provided
through the conversion of existing structures. These plus vacant
rooms and vacant dwelling units which are expected to be available

. constitute over 70% of the total housing pregram for the coming year.

Thus, the respoasibility for producing almost three-fourths of the
housing requirements for in-migrant war workers between July 1, 1943
end June 30, 1944 rests with the Homes Use Service working through
the Regional Representatives, War Housing Centers, the Home Owners'®
Loan Corporation, and the Federal Housing Administration.

This, then, 1s the problem ahead of us. In order better to
understand how it will be dealt with, and incidentally to examine the
instruments which will be employed, it may be well, briefly, to review
the history of the National Housing Agency, as well as its present
organization and that of its constituent agencies.

SECTION 12. ESTABLISHMENT OF THE NATIOMAL HOUSING AGENCY

Ol In the early days of the war effort the responsibility for
providing war housing was distributed among sixteen federal agencies
which were either building or financing housing. In the summer of
1940 the President appointed a Housing Coordinator (later the Divi-
sion of Detense Housing Coordination) to correlate the activities
of these agencies. Early in 1942 it became apparent that a consoli-
dation of all war housing activities into a single agency was neces-
sary if the war housing program was teo operate effectively.

By Executive Order 9070, dated February 24, 1942, the
President consolidated under the National Housing Agency the housing
functions of the sixteen existing agencies. These included the
Fodersl Home Loan Bank Board, the Federal Home Loan Bank System,
the Federal Savings and Loan Insurance Corporation, the Home Owners!
Loan Corporation, the United States Housing Corporation, the Federal
Housing Administration, the United States Housing Authority, the De-
fense Homes Corporation, the Division of Defense Housing Coordina-
tion, the Central Housing Committee, the non-farm housing functions -
of the Farm Security Administration, and the housing functions of
the Public Buildings Administration, the Division of Defense Housing
and the Mutusl Ownership Defense Housing Division in the Federal
Works Agency, and the housing for the War and Navy Departments out-
side that on reservations, posts, and bases and that which is per-
manently useful to those Departments. Thus, by this Order, all

November 1943

-



Section ;2.

talon of tha Nationsl Housing
;gized and made an integral

‘ égency, the Isderal Home Loan
ng sduiniztration, and the
snorivy. The firet twe desl primarily with

. thm tihird, whose aucleus is the former
2ity, deals with publicly financed housing,

ens of the Nationsl Housing Administrator are two-
4 eng hond, the administrative chief of the consoli-
dated hou@éxs s dsrecting and supervising thelr operations.

At the same 9$Eﬁs be iz cherged with planning and executing a unified
and comprehensive housing program, now & war houging program. The
executlon of this latter function has led to the establishment of the
Office of the Administrator which is respousible for the overall plan=
ning of the war housing program.

The following sections firet conslder the relationship be-
tween the Office of the Administraior and the war housing activities
of the constituent agencies, and then return to the 0ffice of the
Administrator for a detalled discussion of ite organization.

02 The Office of the Adminisiratyr The Office of the Adminis-
trator, as the administrative, fact-finding, and planning unit, has

several important responsibilities which at present may be summarized
under thres heads: (1) to sstimats and plan for meeting the war
housing needs in each of the critical housing areas; (2) to see that
that program is put into effect; snd (3) to coopsrate with the other
federal agencles whose programs affect those needs or the means of
satisfying then,

In order to carry out these functions, the principle of de-
centralization has been applied tu the organization of the Administra~
tor's Office ~- & step which is dictaied in part by the essentially
local nature of housing activity. Thus, in addition to the central
administrative office in Washington, ten rsgional offices have been
established, each headed by & Regziounal Representative who is respon-
sible to the Administrator and whouse job is to prepare the housing
programs of the war production arsss withia hie rezion and to see that
those programs ars carried out,

The other constituent w.its of thse Natienal Housing Agency
are the "task forces® which put intsc sffect thelr respective parts of
the plans mapped out in the Offics of the Administrator.
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Section 12 - THE WAR HOUSING PROBLEM AND THE NHA Page 5

.03 Pederal Home Loan Bank Administration Thus, the Federal
Home Loan Bank Administration, for example, continues to perform

its established functions (1) of providing through the Federal
Home Loan Bank System a reservoir of mortgage credit for those
gseeking to finance, through private channels, the conmstruction,
purchase, or modernization of their homes and (2) of protecting
the savings of investors {(uwp to $5,000 each) in thrift and home-
financing institutions which are members of the Federal Savings
and Loan Insurance Corporation. A special contribution to the
war effort has been the liberalization of regulations of the Fede-
ral Home Loan Bank System to enable insured member institutions
to increase their activity in defense areas by selling mortgages
and using the proceeds during the emergency to finance housing
for war workers.

The Home Owners' Loan Corporation, another unit of the
FHLBA, has been assigned the task of carrying out the leasing
and converting of existing structures under the publicly financed
conversion program. The Assistant Administrator (Homes Use) has
the responsibility for the administration of this program. He
determines matters of general policy, but the field operations
are delegated to the HOLC.

.04 Federal Housing Administration The Federal Housing
Administration continues to perform its primary function of

insuring mortgages on homes which meet its location require-
ments and standards of construction. Its facilities for insur-
ing loans for home modernization and repair and for nevw small
home construction are still available, as are also 1ts facill-
ties for insuring mortgages on one- to four-family hcmes and on
rental properties in large scale projects. Needless to say,
activity in these categories has been greatly curtailed as hous-
ing has swung over almost exclusively to the provision of accom-
modations for war workers. Therefore, its most important in-
suring activities at the present time are confined to Title VI,
an amendment to the National Housing Act enacted on March 28,
1941 to make the insurance feature availasble for war housing.
Through that and a subsequent amendment, the terms of obtaining
FHA insured loans have been liberalized and their availability
extended to specific war production areas. The authorization
under this Title was by October increased to $1,600,000,000 and is
avallable to cover losses on mortgages on one- to four-family
homes for rent or for sale as well as mortgages up to $5,000,000
on large scale rental projects. In both cases, war workers are
given occupancy priority in such structures.

The other major function of the FHA in the war housing
effort is quite separate from its insuring activities. As agents
for the War Production Board, the field offices of FHA receive
the priority applications of private housing contractors for build-
ing materials, process them on the spot, and transmit them, with
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FEDERAL HOME LOAN BANK ADMINISTRATION

COMMISSIONER e ——— ._.1 HOMEBS USE SERVICE

HA
’
Assistants

FEDERAL SAVINGS AMD LOAN
FEDERAL HOME LOAN BANK SYSTRM INSURANCE. CORPORKTION HOME QWNERS LOAN CORFORATION
Twelye Pederal
Home Loan Banks General ansger

Deputy General Deputy General
Manager

Mexber Instituticns Insured Institutione Manager
loan Service Property Mansgement

[ [ 1. L 1

direstor
N cm.-t‘ d::w | Comptroller ‘Treasurer

Pield Personnel

Pee Personnel ‘i

W 43373 R.2/43




v/ 2
UVOTSPAR] SUUTLRISd @ATABIIETUTWDY

LOJBIISTUTUPY 8P JO 9274550

FALLVLNISHdddd ADIALES

AATLVLNISTHd #UGliadddfls (1314

LNAREDVAVA LLEELOE QIELd LNAAAOVEYR
LLdddudd ¥ TDIAEAS HVOT

HOSTALIALS g HOSTAUZANS .
HIDVNVIL IVNULDEE HUSTAJAUS
z.\ S =3 Odd e %A P " " ;.
LRVLSISEY ALDaGd NOLLOHS SISKIVAV , NOTZOHS kv GUTLOES HONYAUSNI
HOSIAYHANS HOSIAELDS dUSTAIANS LOATVNY 0TA4ES NVUT
r!zoEmm LIGKZOVHVA NOILOES SAIVS HULLDES LOVALNGD NOLIDES SISAIVAY
HAOVNVI TYNOIOHY
IRVISTSSY KLOJAT
GAOYNVA TVNOIDEM IS8V i ! HEOVNVI TYHOIDAY LSSV
LNAALOVNVA KLMSGOHd | ’ FOIAEAS NYOT
AFSIAANS o o WOSIAdHGNS
HRIROLLIGNOOT AFANSVARL IVNOTORH STV 19O IDEN TENNUSEEA TYNUIDTE GASIVEddY TTVROTORA LAVINAWOOY TYNOTOEY
0L INVISISSY ]
DRINOILIAROOTE RENSYELL TINNOSHEL FUYBIVEAAY SLNAVDOY

i i I ] ] i

TSI TRvIudd HEUVRY VIO NOLLVHOAH00 NVOT §/HANAO FROH
; FITAAC TYNOIDEH TVOIAL
6 838g VHN FHIL NV RETE0HS DNIS(OH Vi FTHL *g0°CT uoT4oeg




Page 10

HOMES USE GUIDE

Section 12.04.

ORGANIZATION OF THE FEDERAL HOUSING ADMINISTRATION
NATIONAL. HOUSING AGENCY .
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Prge 14 HOMES USE GUIDE Section 12.

recommendations, to the War Production Board for approval or rejection.
Ceilings on sale prices and rents are among the standards of eligibility
for priorities.

.05 Feggfgl Public Houging Authority The FPederal Public Housing
Authority, the third of the major constituents of the National Housing

Agency, has the responsibility, previously distributed over eight dif-
tferent Government agencies, of (a) providing such housing needsd by the
war effort as private enterprise cannot provide, and of (v) administer-
ing the Federally aided local low-rent housing and slum-clearance
program. The basic war housing statutes under which FPHA operates are
the Lanham Act (Public 849, 76th Congress); Public 9, 77th Congress, as -
amended; and Public 781, 76th Congress. The Lanham Act which provided
about two-thirds of the total public war housing funds, contains certain
bagic authorizations (removal of temporary housing, payments in lieu of
taxes approximating normal taxation, use of income from operations for
panagement expenses and ressrves, etc.) now avplicable to all of the -
Federally-owned war housing. In addition, Public 671, 76th Congress
authorized the use of low-rent housing and slum-clearance funds and
projects for war housing purposes for the period of the emergency. The
total funds made available for public war housing are slightly under

$2, 000,000,000,

In keeping with shortages of manpower and materials, and with
the uncertainty of the extent to which ostyulations will remaln stable,
the character of public war housing has, as the war has progressed, been
altered. Originally of permanent construciion and later of demountable
construction, substantially all public war housing now being built is
of temporary construction. Recent iegislation requires the disposal of
all temporary war housing at the end o the war. Xentals are bassd upon
the value of the accommodations. War housing is operated by local
authorities where possidbls.

The war has necesvarily stopped vhe cewstruction of low-rent
nousing projects under the Unived States Housing ~ct, which is the
legielation relating to the permansnit low-rent housing and slum-clear-
ance program, As of July 1, 1943, there were 338 such projects under
management by lecal housing authorities in 178 cities, providing
105,000 family dwelling units. The present job of FPHA with respect
to low-rent housing is, therefore, primarily with respect to the
operation of such projects. 4s alyeady indicated, many projects
originally scheduled and funds authorized for low-rent housing projects
have, for the period of the war, been devoted to war housing purposes.
The development cost of these projects converted to war purposes is
aver $250,000,000,providing over 60,000 dwelling units. These projects
will revert to low-rent housing purposes after the war,

SECTION 13. ORGANIZATION OF THE OFFICE OF THE ADMINISTRATOR

.01 Benersl The preceding sub-sections have sought to demonstrate
now the constituent agencies - in addition to carrying on separate normal
operations coverinz the housing field - are serving as task forces of

Hovenber 1943
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Section 13. THE WAR HOUSING PROBLEM AND TYZ NHA  Page 1§

the Administrator in helping to meet the war housing prodlem., The
present section examines the organization of the Office of the Ad-
ministrator, which serves as the spearhead of the attack.

Bach of the three principal activities of the Office of
the Administrator - Programming, Homes Use Service, and Administra-
tion -~ is headed by an Assistant Administrator who 1s responsible
directly to the Administrator of the National Housing Agency.

The immediate staff of the Administrator includes alse the General
Counsel, the Iaformation Director and such other assistants and con-
sultants as the Admini strator may designate.

The Administrator has also established a field organiza-
tion consisting of ten regional offices headed by Hegional Represen-
tatives. As in the case of the Administrator!s immediate staff,
the Regional Representatives are appointed dirsctly by the Adminie-
trator and are personally responsible to him, although he suner-
vises the various activities of the regiomal offices through the
appropriate Assistant Administrator,

The Homes Use program, like so many other functions of
NHA is handled on a decentralized basis. OConsequently, the War
Housing Center Manager 1s responsible for all phases of his work
and for that of his staff, to the Regional Representative directly
or through other employees of the regional office, as determined by
the Regional Representative.

The War Housing Center Manager and his staff should ac-
quire general familiarity with the functions of the other offices
and divisions of the Office of the Administrator, and must avoid
duplicating the activities of those other units.

Within the scope of their individual functions, the ser-
vices of these offices and divisions are available in furtherance
of Homes Use operations and may be called upon for assistance to
the field through the Regional Representative. The major functions
of these divicions other than those of the Homes Use Service are
sumnarized in the following paragraphs, which should be read in
conjunction with the organization chart of the Office of the Ad-
ministrator which appears on page 6.

.02 Qffices Responsible Directly to the Administrator

a. Office of the Genersl Counsel The General Counsel
and his staff are responsible to the Administrator and act as his
legal adviser, handling legal problems affecting the whole National
Housing Agency and its progrsm, and performing the legsl functions
relsting to the operations of the Office of the Administrator. The
Fenerel Counsel does not supervise or direct the performance of the
legal functions of the constituent units which are directly related
to, or are a part of, the operations of their respective programs,

|
|
\
\
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Pege 16 HOMES USE GUIDE Section 13.

although he is avallable to the constituent units to give advice or
egsslstance on matters as requested. Thus, in relation to the Homes
Use Program, the Generasl Counsel would be concerned with such prob-
lems as the legal conditions under which Lanham Act funds may be used
in the pudblicly financed conversion program, but not generslly with
the legal problems involved in securing possession of properties for
purposes of conversion or with similar detailed problems. This latter
type of problem is particularly the concern of the legal steff of the
constituent unlt involved.

b. Informetion Division Unlike the responsibilities of the
General Counsel, the responsitility for the public information programs
of the constituent units as well as of the Administrator's Office, falls
on the Information Director. He may, however, detail members of his
staff to the constituent units to perform specific pudlic information
functions under his direction. The Information Director therefore is
responsible for the entire information program relating to all Homes
Use activities, wherever they may be carried on within the National
Housing Agency.

.03 Divigions Under the Direction of the Asgigtent Administrator
(Progrem)

a, view Cle Division This Division is
headed by the Program Supervisor, whose principal reésponsibilities are
the review and clearsnce of war housing programs submitted by the Re-
glonal Representatives for the approval of the Administrator. He alseo
performs important lialson work in connection with those programs, at
the centrsl office level, with other offices and divisions of the Office
of the Administrator, as well as with constituent units of the NHA,
other branches of the government, and any others concerned. The pri-
vately and publicly financed conversion programs are reviewed and
cleared as elements of the total war housing program for each locslity.

b. Research and Statistics Division The Research and Sta-
tistics Director and his staff are charged with obtaining, compiling,

and maintaining stetistical information relative to, or essential for,
the program or operations of the Natiornal Housing Agency, and for the
basic economic research necessary to the development of the National
Housing program and to the maintenance of the proper balsnce and rela-
tionship among the elements of that program. Its basic research activi-
ties and reporting of operations, therefore, include the Homes Use pro-~
gram as well as other aspects of the war housing program.

¢. Urban Studies Division Under the direction of the Urban
Studies Director, this division is responsible for the study of the re~
lationship of urban environment to housing and the coordination and
development of essential services and facilities with the planning and
construction of housing. Therefore, it is concerned with Homes Use
activities as they relate to essential community services, such as
transportation, schools, etc., and to the overall development of the

Noveanber 1943
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Tor example, in relation to the

community. Ifs bdulletins on ¢ .
in dine with this function.

Homes Use program have been prepa:

d. Technicaj Division Wale division studies the design
and construction of housing ama E&B acanamic aspects of the building
industry. It is alse resvonsit for insuring a supply of construc-
tlon materials adsqusts to e muwm raguirements of the war

housing program, isvcinding the senvevslion program, both privately
and publicly financed. Tihe Techns Jirector represents the Na-

tional Housing Agency at the War Productien Board in obisining alloce-
tions under the Comirollied Materiales Plan.

.04 Divisions Under the Dirvection of the Asgistant Administrator
(Administration)

a. Budget Division zat Qffiecsr 13 responsidle for
studying the financial vragr&ma and ﬁn@rations of the Hational Housing
Agency and for making recommendatisas concerming them. In performing
these functions he is reguired to analvze, review, and make recommenda-
tions with respect to propesed Hudgeis, actnal expenditurez and re-
quests for additional funds, and te nrepare the budget of the 0ffice
of the Administrator. Propesad badgats and expendiitures for War Hous-
ing Center operations, thesrefors, vass through his hands for review
befors approval.

b. é@ginistggfizg %agy*ﬁgﬁ Division This Division provides
the central adminisirative naxwi neilitate the siaffing, finan-

cing, and operatisns of the s of the Administrater. The following
wnits have been established within this division:

o dim

{1} Office of tiue Uirecior
(2) Mail end Piis Jectien

(3) Stencgraphic | Bsetion
{¢) Finauce Sectiecn

{(8) Perscnnel

(6) Office Servics Sectien

T

ons BE ég&gn The Adminisirative Re-
letions Divizien is respo iving the policy and speration
of, and making recommendations sz & shaf?d nivision concerning
administrative functions such ss pez ac&m@l and training as well

a8 the procedurss and orgenization of the Wational Housing Agency.

.05 Punctions Under the Direction of the Assistant
-(Homes Use) The nesd te conserve critical matarhals has be-

come inecreasingly urgsnt with ir g ef the war effert. It has
been necessary to lay incraas*ns g%ress on m@eting the largest possibdble
part of the total war housing need through more intensive use of exist-
ing structures for housing pwrposes. Consequently, the Homes Use Ser-
vice has been set up in the Office ¢f the Administrater for the pur-
pose of: (1) making maxirum uss of gniag houeing facilities by
encouraging persons whe have ¢ : be vake 1t gvailable
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Puge 18 HOMES USE GUIDE Section 13.

to wor workers during the emergency; and (2) increasing the number of
housing accommodations in existing structures by encouraging their re-
modeling and conversion either with private funds supplied by their
owners or by lease to the Government for conversion with public funds.
The Homes Use Service also maintains clearing houses in war production
centers whers available living accommodations may be listed and where
war workers may apply for the use of those accommodations. These clear-
ing houses ars known as War Housing Centers and are maintained in the
more critical areas. As of October 15, 1943, there were War Housing
Centers in 123 cities with sub-centers in 40 others. (In a very few
cases approved centers included in this number had not yet been placed
in operation). In a number of other areas, locally-operated Homes
Registration Offices perform a similar function with the encouragement
and aid of the staff of the Regional Representatives of the NHA. The
detalls of the organization and functions of the Homes Use Service are
described elsewhere in this manusal.

SECTION 14, PROGRAMMING PRINCIPLES OF THE NATIONAL HOUSING AGENCY

.01 Gepersl The Homes Use program in each locality is part and
parcel of & larger and more inclusive locality war houdsing program
promulgated by the NHA through the Reglonal Representatives and de-
gigned to solve the housing problems of that community. It is impor
tant to understand that the various activities brought to a focus in
the War Housing Center are not independent of other NHA operetiouns,
but are part of a master plan for that locality. Thus, the War Hous-
ing Center and its staff are vital cogs in the machinery which NHA has
set in motion to relieve war housing pressures. In order to clarify
the relationship between the Homes Use program and the other aspects
of NHA activity in a community, it may be well to describe the proce-
dure by which a locality war housing program is prepared and the part
which the War Housing Center must play in carrying out that program,

.02 Determining War Housine Demand; Assistance Rendered by the
War Manpower Commisesion As soon as the Regional Representa~

tive receives information through any one of a number of regular chan-
nels that there are to be new war activities in a locality or that war
activity 1s to be stepped up through facilities already in operation,
he undertakes an snalysis of the local housing market., Working through
his Field Representative, he secures from the War Manpower Commission
a forecast of the probavle timing and amount of essentiel in-migratiom
into the community which will be necessary to supplement the existing
labor reserve in order adequately to man the expanding war industries,.
In preparing this forecast, careful analyses are made of labor demand
and supply in a war economy. Total demsnd is made up of the estimated
labor needs of war industries, plus the probable replacements necessary
for men drafted from the labor force, plus the estimated number of
workers needed as replacements due to deaths within the labor force.
This total is contrasted (largely without regard to such factors as
skill or previous experience) with the probable lebor pool made up of
persons not now employed, youths just entering the labor market, retired

November 1943




Section 1l4. THE WAR HOUSING PROBLEM AND THE NHA Page 19

persons returning to work, persons laid off by priorities-starved
civilian industry, and as many women as it is estimated can be in-
duced to enter the labor market,  If the need exceeds the total
supply, not only is tke in-migration certified to NHA but certain
administrative regulations are invoked to curtail the granting of
edditional war contracts in the locality, at least until resident
labor is available.

Witn the War Masnpower Commission's estimate of necessary
in-migration irn hand, the field representative then attempts to fore-
cast the family characteristics of the in-migrants; e.g., the pro-
portien of single workers, of males and females, and of workers
with families. He also estimates their level of earnings in order
to indicate rent-paylng capacity. These staps supply information
on the demand side of the housing market.

.03 Determinine Housing Supply - Work of the Field Represen-

tative An analysis also is made by the field representa~ .
tive, with the assigtance of the War Housing Center HManager, of %the
supply factors in the local market. These include the existing
vacancies, the extent of crowding in existing dwellings, the amount
and rate of completion of new construction if any is under way, the

- estimate of potentialitlies for conversion, and the number and rate

at which existing dwellings are becoming vacant by reason of a de-
crease in demend, from out-migration, from family dissolution through
death, and as a result of the operation of the Selactive Service
System, Where, during the course of this study it is found that there
are in town, an appreciable number of in-migrant war workers who are
still unhoused, the number of accommodations necessary to house this
backlog is added to the housing demand. On the other hand the number
of units absorbed by any military personnel in the housing market are
subtracted from the supply of all pre-February 10 shelter.

.04 Determination of Housing Need - Preparation of Locality
War Housing Program Having estimated the amount and nature

of the new demand for housing, and the amount and nature of the
existing supply of housing available to meet that demand during the
period of the expected in-migration, the NHA Regional Representative
(acting through his field representative) is in a position to fore-
cast the approximate net housing deficit, if any, and thus the amount
of new housing space needed to care for in-migrant war workers. On
the basis of these estimates, he prepares & locality wer housing
program in waich he sets forth his estimates of the number of workers
who cen be housed in existing structures, the amount of additionel
housing space which can be procured through nrivately financed and
publicly financed conversions, snd the amount of new private and
public construction which will have to be undertalken.

In prograrming, the division between the various types
of housing is not arbitrarily arrived at but follows three logical
principles:
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a, Bxisting shelter must be utilized to the utmost.

b. To conserve critical materiale, housing created by con-
version is to be given preference over nsw construction.

¢. Unless it works to the disadvantage of the war effort
or of the postwar economy, housing created by private initiative is
in all cases to be given pruierence over public houasing.

Applying these principles, conversion ard new construction
are programmed only when the amount of existing housing available to
in-migrant war workers will not meet the need. Private conversions
and public conversions are then programmed (in that order), up to the
number of units likely to be created locally in this manner, bearing in
mind the present intensity of use, the number of available structures,
and the amount of time necessary to secure the cooperation of individuasl
owners in relation to the expected date of in-migration. If existing
shelter plus conversions will not mset iths entire need, new construce
tion is necessary. Ordinarily, it is nossible to meet the balance of
the need through private new construction. In certain localities, how-
ever, the "quota® which would be thus established represents a larger
number of units than either (1) the capacity of the private duilders
to complete housing in time to meet the need or (2) the capacity of
the town to absorb housing after the war without general damage to ‘
property values. Where either of thsse i{wo conditlune exists, or
where housing must dbe provided for workers whose incomes are not high
enough to pay rents sufficlent to support privste investment, temporary
public housing is programmed for the number of uniis representing the
balance of the need which cannot de completed by other means, Where
both private and public new construction is authorized, the program
generally contemplates that the private hounsing will be occupied by
the higher incoms in-migrents.

Because the potential supply of rooume ls ordinarily adequate
to house the small number of in-migrante coming without families, public
dormitories are programmed usually in susller towne and in rural areas.
Where sudden changes in wer production oscur avd there is not time to
erect sufficient housing to ghelter in-migrants, %railers are programmed
as Y"stop-gep" housing. After an equal number of more permanent units
are created it is expected these $railers will be moved out.

In preparing locality wer housing programs, consideration can
be glven only to ths needs of assential war workers who have recently
come into the community or who will arrive shortly. The scarcity of
construction materials makes it impossible to provide new housing for
other groups, no matter how worthy. ¥or sxample, constructlon workers,
whose stay in the community will be relatively short, may affect the
housing timing bdut cannot be included in the calculations of demand.
Furthermore, while the supply of existing and “pre-Februsry 10" war
housing will be rsduced by any influx of the military, no further new
houeing ie to he provided for families of military personnel in

November 1943



Section 14. THE WAR HOUSING PROBLEM AND THE NHA Page 21

accoruance with agreements with the War and Navy Devartments.

The locality housing program does more than establish a quota
for each locality; it is a plan coordinating the operations of all con-
stituent agencles and suggesting action by other offices in the best
interests of the war effort and the locality. In addition to program-
ming a definite nmumber of units at various rentals from various sources,
the program contains a statement of the industries to be served, the
steps which must be taken by other agencies if the need is to be kept
at a minimum or met, and the planning considerations for site selec-
tion.

Supplementing the program, the Regional Representative
prepares locality lists stipulating the firms, Fedaral agencies, and
services whose otherwise eligible employees are qualified for the new
or converted housing created under the program. As provided in NHA
Regulation No. 11-7 the locality list may alsc contain a statement of
any variation from the established standards for the practicadble
commuting distance and the date subssquent to which workers are
determined to be in-migrants. As will be ssen in Section 62.03 of
this manual, the locality list forms a part of the basis on which the
War Housing Center determines the eligibility of applicants for its
agsistance in securing any type of housing - existing, converted, or
new. As s further but separat® means of implementing the program, the
Regional Representative, in consultation with the Regional Director
of the FPHA, may establish maximum income limits for eligibility to
occupy new public housing, and/or allocate a specific number of new
pudblic units for workers in designated plants, in the manner outlined
in NHA General Order No. ll-5. Maximum income limits may only be
applied to areas where there is a substantial amount of private war
housing as well as that publicly financed. The allocation of units
is undertaken only in exceptional cases where there is a critical
need to assure housing for present or future workers in certain
plants. This occupancy statement always specifiss the period of
time for which such units are to be reserved but this period may be
amended at any time up to ten days prior to the expiration date.

It is the direct responsibility of the Homes Use Service,
working through the Regional Representatives and War Housing Oenters,
to secure, in accordance with each locality war housing program, the
indicated number of accommodations for indispensable in-migrant
civilian war workers in existing rooms and family units, and in
dwelling units to be provided through private and publicly-financed
conversions.

The following chapters of this manual will deal with the
various aspects of the Homes Use Program. 1The broad genersl descrip-
tion of the National Housing Agency and its work presented here
should provide the reader with a background for understanding the
place of the Homes Use Program within the structure of the agency.
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CHAPTER 2, THE HOMES USE PROGRAM
SECTION 21. RELATION TO TOTAL WAR HOUSING FPROGRAM

+01 1Its Place in War Housing Program As indicated in the previous
chapter the requirements of the armed forces have caused a critical
shortage of the manpower, and of many of the materials, which go into
housing. Concurrently, there has taken place the greatest population
migration in the history of this country, taxing the housing resources
of war industry towns. To save critical materizals and yet to provide
housing essential to the war effort, most building supplies have been
"frozen" and the National Housing Agency has been established to
determine the necessity for additional shelter and to assure its con-
struction. In programming, the housing demand is measured only in terms
of the number of war workers whose in-migration to the locality is
indispensable to the war effort. To mest this demand, the war housing
program provides for the construction of only that amount of new housing
necessary to accommodate those war workers who can not find shelter e€ither
in existing housing without alteration, or by the conversion of existing
structures. Since less than 30% of the total war housing program is to be
met by new construction, the task of assuring the availability of the very
much larger balance from existing shelter assumes greater importance if
war production is not to be curtailed. It is the purpose of this chapter
‘ to describe the instruments for carrying out this phase of the program
while it is the purpose of the balance of the manual to show how the
goals are achieved,

«02 Nature of Homes Use Program The Homes Use Program is the
instrument developed by the National Housing Agency to assure the maximum
possible use of existing housing. It is the instrument by which the war
housing program is carried into effect. While, as a means of meeting the
war housing need, it parallels the operations of the FPHA, and of private
builders working through the FHA, it exceeds them in the volume of units
to be handled and at least equals them in importance to the war effort.

It calls for (1) exhausting all existing housing resources in war shortage
localities, (2) adding to the supply of dwelling space by converting
existing single family structures for multiple occupancy and, (3) where
new construction has been necessary, conserving it for use by in-migrant
war workers. Each of these responcibilities is considered below, together
with a discussion of the organization by which they are discharged.

+03 Complete Use of Existing Housing Even if an ample supply of

housing materials and manpower were availsble, it would be impossible

to bulld, in the brief time alloted, an adequate number of new homes

to shelter the workers now migrating to all centers of war production.

The mass production of new housing in these areas would also be illogical,

since there is probably no commnity in which some vacant accommodations are

not now vacant, or will shortly become available. It is sound policy to
. plan first to place in-migrants in these accommodations and to consider

the use of critical materials in conversions or new construction only if
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the expected volume of housing obtained from existing space fails to
meet ihe complete need, It is also sound policy to utilize every means
to incresse the volume of available housing and to take all necessary
steps to see that the largest possible proportion is held exclusively
for those in-migrants essential to the war effort. Fvery family taken
care of in maltered existing housing makes available a ton or more of
crztxcdl materials, eliminates the necessity for using skilled labor and
thereby releases valuable manpower and, finally, lessens the post-war
headache resulting from the necessity that the commvnity azbsorb, or that
the government demolish, meagerly-built war housing.

Complete use of existing housing does not mean only the filling
of vacancies. If, during the present fiscal yeur, 560,000 accommodations
of all kinds (607 the total program) are to be made availsble in existing
structures in war-impact localities, positive measures are necessary.

The Homes Use Program contemplates the expansion of the housing supply by
a variety of means, Among these are:

. &. Registry and referral service To centralize and facilitate
the distribution of all available housing, each War Housing Center will
establish a free listing service for housing accommodations. Landlords
¥ill be urged to list their property at the Certer and to accept the
eligible applicants referred by the Center,

B The war guest program Surveys by the Bureau of the Census
have confirmed the general suspicion that, due to an uneven occupancy
distribution, there are untapped housing resources even in the most
crovded centers. Because of war necessity, there can be no improvement
in housing stendards and it may even be necessary temporarily to seek
higher ratios of crowding. As part of the Homes Use Program, every effort
mist be made to induce property owners to reduce their own living space
and take war workers into their homes. "Doubling up", once condemned as
unsatisfactory, wmust now be encouraged for reasons of wartime necessity.

¢. Yoluntary reservation So far as its relation to the war
effort is concerned, the effectiveness of a housing supply is not so much
measured by the number of vacancies as by the number which are made
aveilable %o in-migrant war workers. In a tight housing market, in-
migrants in search of living cuarters are at a disadvantage in competing
with residents having better connections and whose credit ratings are more
easily obtained. It is one responsibility of the Homes Use Program to
inform landlords and agents of the importance of housing in the war effort
and to persuade them to voluntarily reserve, for in-migrant war workers,
any querters becoming available.

d. Discouraging unessential in-migration In a peacetime zconomy,
many comuunities derive part of their support from sources the continued
reliance upon which is incompatible with their war-time functions. Certain
tourist and health resorts are obvious examples, The housing supply may be ‘
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extended if quarters normally devoted to this purpose are not absorbed
by non war workers. The Homes Use Program, therefore, contemplates that
efforts will be made to discourage the in-migration, to critical housing
areas, of persons whose presence is not essential to the war effort.

e. Incouraging voluntary out-migration As a corollary to the
above situation, it frecuently occurs that there are now resident in
critical housing localities classes of persons (pensioners, health seekers
winter visitors, military families, etc.,) who could, without difficulty,
find living quarters for the duration of the war in similar but uncrowded
localities nearby. Through the Homes Use Program, the voluntary out-
migration of such persons will be facilitated and the quarters which they
vacate will be added to the supply available to war workers,

f. Extending commuting areas The last of the principal means
vhich the Homes Use Program can use in augmenting the housing supply
involves the extension of commuting areas. The distance between home
and work should not be measured in terms of distance but rather in terms
of time consumed, the cost and, of course, the availability of service,
The housing supply is not limited to accommodations within one town's
corporate limits but encompasses all shelter which can be brought within
practicable daily commuting distance of war plants. Working with local
and federal agencies, it may be possible, through car sharing, rerouting,
or by staggering work, school, or shopping hours, to effect economies
which will permit. direct transportation service to war plants or extend

lines to tap hitherto unavailable housing resources in nearby uncrowded
towns,

.CL Conversion The preceding paragraphs have dealt with increasing
the intensity of use, or the volume, of housing available to war workers
without the use of critical materials. By the use of a minimum amount
of materials, it is possible to increase the housing supply through
conversion. Every family taken care of in a converted dwelling unit saves,
for more essential war uses, two-thirds of a ton of critical material which
would otherwise have been used in new construction. Direct savings are also
achieved in manpower while indirect savings result from the fact that least
viclence is done to community facility requirements. In additionm, property
which is currently non-productive will sometimes, in this way, achieve its
highest and best use.

Logically, therefore, conversion is the instrument which the
Homes Use Program employs in those localities where the complete housing
need cannot be met by more intensive use of existing living accommodations.
There are three means by which this instrument can be employed:

a. Private conversion While the Homes Use Program contemplates
the stimulation of all conversions, prime emphasis should be placed upon
conversion that is privately financed with or without FHA insurance. Assuming
the cost of a public conversion to be $1500 (and disregarding, for purposes
of illustration, amortization of this cost) the government saves $1500
for every family housed in a public - instead of a private - conversion.
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of which might otherwise have been lost until the cost of the publie
conversion had been amortized. Throughout the country, private con-
versions must supply some 44,000 family units in the fiscal year
beginning July 1, 1943. Within localities, housing units from private
conversions are programmed just as other needed war housing is programmed.,
Quotas must be met through the Homes Use Program and property owners in
these localities must be made to realize the need for, and the advantages
of, private conversion., Interest must be stimulated and every aid given
to owners seeking to convert. There are a number of ways in which this
assistance can be rendered. For example, as outlined in NHA General Order
30-10, the War Housing Center can obtain the assistance of the Federal
Housing Administration which, working through its field personnel or by
marshalling members of the building incustry, can help the home owner
with financial estimates and application forms. Similarly, through an
allocation from the President's Fund, money is available to pay the cost
of free technical service rendered by architects employed by the HOLC,
leading to privately financed conversion., This service helps to overcome
the property owner's need for technical advice on the feasibility,
requirements and cost of converting his property. It is available only
in localities in which there is a quota for private conversion or for
private new construction,

b. Public conversion Where more intensive use of existing
structures and private initiative in conversion will not meet the complete
need, Lanham Act funds are available with which the goverrment may lease,
convert, and manage property. Such conversions not only reduce the amounts
of critical materials which would have to be expanded if the units were
created by new construction, but also makes unnecessary the loss of the
immediate use of approximately $1500 of federal funds for each unit of
public new construction which would otherwise be required. With some
51,000 family units programmed for public conversion in "fiscal 9", it
is one responsibility of the Homes Use Program to stimulate property
owners who are unwilling, or who are uuable, to finance the conversion
with private funds, to lease their properties to the government for public
conversion. While the operations concerned with leasing, converting, and
managing such properties hsve been assigned by the Assistant Administrator
(Homes Use) to the HOLC, local War Housing Centers will work with the HOLC
in stimulating interest in such conversions and will accept and screen NHA
Forms 50: Application to Lease to the United States of America. When
conversions have been completad, the War Housing Center will certify eligible
war workers for occupancy.

«05 Determining Eligibility for New and Converted War Housing Under
the Homes Use Program, as indicated above, every effort will be made to
obtain existing housing for war workers, and every assistance will be
given to create additional housing by a minimum expenditure of critical
materials., It is therefore only logical that steps should also be taken
to restrict the occupancy of any war housing to eligible persons. Under
this final major phase of its operation, the Homes Use Service, through the
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War Housing Center, will determine the eligibility of all applicants who
come to the Center for assistance or who are referred there by landlords
as prospective tenants., The same standards of eligibility are applied
whether the housing sought by applicants is in existing structures, in
converted structures, or in new construction.

SECTION 22, OPERATIONS ON THE NATTONWAL LEVEL

.01 General Organization Since the Homes Use Program is a means
for carrying out the war housing program for any locality, the basic
responsibility for its direction rests with the Administrator of the
National Housing Agency. By the terms of NHA General Order No. 21-74,
this authority was delegated to the Assistant Administrator (Homes Use)
who:

"ssses shall be responsible to the Administrator for the
- development and execution of a national program for making
the most effective use of =xisting structures as housing
accommodations for in-migrant war workers, including the
conversion, rehabilitation, or remodeling of structures.
He may assign the execution of portions of the program to
the constituent units of the National Housing Agency with

the approval of the Administrator, but he shall be
responsible for coordinating the various elements of the
program and for such review of operations as may be
necessary according to his best judgment, to secure the
successful execution of the program®.

The Plan for the establishment of a War Housing Center and the
operation of a Homes Use Program is reviewed simultaneously by the
Assistant Administrator (Homes Use) and the Assistant Administrator
(Program). The latter considers the proposal from the standpoint of
need and in its relationships to the local war housing program. The
Assistant Administrator (Homes Use) reviews the practicability of making
available the amount of housing contemplated, and the adequacy of the
plan of action for homes utilization. Similarly, the financial needs
of war housing are jointly reviewed by the Assistant Administrator
(Homes Use) and the Assistant Administrator (Administration). Costs,
organization, and community contributions are examined in the light of
the plan of action, and the size and scope of the proposed operations.

Direct supervision of the operations of local War Housing
Centers is delegated to the Regional Representatives of the Office of
the Administrator. %"hile the Regional Representatives are responsible
only to the Administrator, in the field of Homes Use as in the fields
of programming and administration, the practice has developed to refer
all matters directly to the appropriate Assistant Administrator.
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.02 Homes Use Service NHA General Order No. 21-7A, which defined
the responsibilities of the Assistant Administrator (Homes Use), also
established and placed under his direction the Homes Use Service. This
now consists of two mejor parts as follows:

a. Office of the Assistant Administrator (Homes Use) This
office includes a Conversion Adviser and a Community Participation
Adviser. The function of the Chief Conversion Adviser is to maintain a
continuous, close and intimate evaluation of the progress of the Con-
version program and to provide the Homes Use Service with technical
advice on design, construction, organigzation, procedures and other
phases of conversion operations. He submits data from time to time on
prospective requirements of critical materials required by both the
privately financed conversion program and the publicly financed program,
assists in securing priorities in problem cases and in expediting
materials, deals with labor relations and prevailing wage determinations,
consults with WPB on conversion procedures, prepares budgetary data,
and makes investigations, analyzes ccmplaints and renders reports on a
wide variety of conversion matters.

The Community Participation Adviser aids the Assistant
Administrator in developing methods and procedures for stimulating
local communities to participate actively in the Homes Use Program.
. These methods include consulting local officials; encouraging localities
to establish broadly representative War Housing Committees to advise and
assist with the program; and using volunteers to supplement the paid
staff. In order further to develop the local cooperation needed, liaison
is maintained with national organizations of business men, women's clubs,
religious groups, etc. Cooperation already given by certain of these
organizations is described in various memoranda of the 30- series.
Current information concerning the Homes Use Program is supplied these
organizations to aid them in acquainting their members with the
essentially local character of the program and the ways in which their
s¥filiates may assist.

b. Development Division The Development Division is charged
with planning the overall program, the review of individual War Housing
Center Plans and budgets, the preparation of techniques and training
materials, and with the review of field operations. It also provides
direct service to the Centers through the regional offices, establishes
and maintains relations with other agencies (in matters other than con-
version or commmity participation), and reports on overall homes
utilization activities. To carry out this work, the Director of the
Development Division supervises the activities of the Planning and
Review Unit, the Techniques and Training Unit and the Field Service Unit.

The Planning and Review Unit carries out the review of all
WHGC Plans and budgets., Making use of all available reports (Forms 14-3,
narrative reports, field reports, etc.) it maintains a continuous review
of local operations in terms of costs, workload, and program. Finally,
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the Planning and Review Unit is expected to develop ideas as to how
existing practices may be improved and new needs met.

The Technigues and Training Unit's functions are to trans-
late these ideas into workable technicues, to make necessary clearances
within and without the NHA, and finally, when the procedure is reproduced,
to mzke the plan available to the field through other training materials,
This Unit also serves as a clearing house through which information,
techniques, and axperience developed in the field are made available to
all War Housing Centers.

As outlined in NHA Memorandum No. 30-15, the staff of the
Field Service Unit was established to provide a service that would be
helpful to Regional Representatives in carrying out the Homes Use Prograu,
through worthwhile suggestions, and by adjusting discrepancies in procedures
for the benefit of all regions. This staff is always available to Regional
Representatives in handling special problems or attendance at conferences
and training sessions. Under these circumstances, the staff member will
be detailed to the Regional Representative and will act under his
Jurisdiction. All contacts with War Housing Centers are made only with
the prior knowledge and approval of the region.

+03 Relations with Other Agencies Because of its very nature, there
is probably no part of the war housing problem on which the Homes Use

‘Program does not touch. Therefore, the responsibility for contacts with

regard to homes utilization policy on a national basis rests with the
Assistant Administrator (Homes Use). As indicated in the preceding section,
these contacts are not limited to constituent agencies. For example, :
special arrangements have been made through officials of the Office of
Price Administration for the relaxation of provisions which would otherwise
have militated against home sharing (see NHA Memoranda Nos. 30-5 and 30-26),
through officials of the War Relocation Authority for the handling of
evacuees, and with the War Manpower Commission. Special problems peculisar
to individual localities have been worked out with many agencies, at the
request of the regional offices, in order that the war housing program
might be advanced.

«04 Development of Promotional Material The work done on a national
level for the promotion of the Homes Use Program is not limited to devising
techniques and developing cooperation by national organizations and federal
agencies. Continuous steps are taken within and without the agency to
develop informational material and promotional instruments. This activity
is logical because, if the Homes Use Program is to be successful in the war
effort, it must rely heavily on public support. Accordingly, it must be
"sold" to the public. The recently distributed Promotional Plan may be
cited as an example of the initiative taken by the Homes Use Service to
provide War Housing Centers with all necessary promotional material. The
publicity campaign described therein, which has been called one of the
finest professional promotion plans developed during the war, was prepared
through the cooperation of the Information Director-NHA, the Office of War

Information and the Advertisers Council. Other devails concerning promotional
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activities at the 1océl level are provided in subsequent chapters of this
manual, especially Chapter 10.

.05 Assistance in Solving Special Problems The end goal of the
Homes Use Program is the housing of war workers by those means which
divert the least amount of critical materials from the war effort.
Because of this and because of its special relationship to both the
local and regional office, the Homes Use Service undertakes to solve
special problems, and is often called upon to render assistance in
solving others. Such service has run the gamut from assistance in
programming the relocation, in more suitable private construction, of high-
income tenants of public projects in a single locality, to a nation-wide
study of types of ineligibility of housing applicants at all War Housing
Centers.

SECTION 23. OPERATION ON REGIONAL LEVEL

«01 Programming Homes Use

a. General Section 14 of Chapter I demonstrated how the regional
office analyzes the war housing problem in each locality and how the war
housing program is develoved by the field representative as a coordinated
plan of action to meet this need. Where special measures are necessary to
insure the effectiveness of the plan, psrticularly with regard to homes
utilization, an amplification of the program in the form of a separate
document is prepared. This document is called the War Housing Center Plan.
The conditions under which Homes Use is thereby programmed, the method of
preparing the plan, and the continuing service rendered by the regional
office are discussed below,

. b. Types of homes utilization The principles of homes
utilization are to be invoked in every locality to which there is a
migration of war workers, Every means should be employed to bring about
the use of existing facilities to prevent the necessity of new construc-
tion. In most localities 211 the in-migrants will find shelter through
the regular channels without the necessity of government facilitation
(through a War Housing Center), the use of critical materials, or both.
In these localities it is sufficient for the regional representative or
the field representative to inform the local residents of the relation-
ship between the volume of the in-migration and the available housing supply,
pointing out that the supply, if properly used, is more than adeguate to meet
the need, In other localities - particularly in semi-rural areas - the number
of existing dwelling units is so small that specizl measures, such as the
establishment of a Center would not be justified and any large in-migration
would have to be housed in new construction. Finally, there is a third
class of localities in which the housing inventory is sufficiently large,
but in which the mutually-compounding effect of a large wartime in-migration
and a declining vacancy rate from all causes make it necessary, if further
need is to he prevented, to charge one office (existing or proposed) with
prime responsibility for a continuing campaign of developing all possible
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housing resources and distributing them in that manner which will best
further the war effort.

c. Conditions justifying a War Housing Center The War Housing
Center is the office which is charged with thus carrying out the Homes
Use Program in any locality. As set forth in Section 3 of NHA Regulation
30-2, the establishment and continued operation of a War Housing Center
can be justified only where there is a need for housing in-migrant war
workers as defined in General Order 60-1B and where the facilities of a
War Housing Center are necessary to reduce the use of critical materials
for housing construction. To demonstrate that the services of the Center
are necessary it must be shown, not only that there is a supply of space
in existing structures that can be released in sufficient volume to justify
the expenditure of effort and money required to establish the Center, but
also that other means cannot be used to carry out the job. Under these
conditions it is perfectly proper to have a Homes Use Progran in any
locality regardless of whether any additional housing has been programmed
for the locality. As a matter of fact a War Housing Center would also be
Justified if through its procurement and allocation technicues additional
existing housing, not previously counted on, could be made available thus
warranting the cancellation or deferment of all or part of an existing
public or private housing program. A War Housing Center is thus a device
for preventing further need, and the establishment of which may be invoked
wherever eligible war workers would otherwise be without housing, As a
corollary, where the need has disappeared or where it can be met in future
by existing means (other than through the use of critical materials) the
establishment or continued operation of a War Housing Center is not justified.

d. Documentation Where the situation in any locality justifies
the establishment of a central office to carry out the Homes Use Program,
a plan of operation is developed by the field representative on behalf of
the Regional Representative. Because of the importance of War Housing Center
operation to the successful prosecution of the war effort, considerable care
should be devoted to the preparation of this plan., There are many 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 various means
selected should be assembled to implement an integrated long-range project.
This is the War Housing Center Plan whose format, etc., is discussed in
detail in Chapter 3.

Where the plan of action contemplates the use of federal
funds in the operation of the War Housing Center, it is also necessary
for the field representative to prepare a Budget as described in Chapter 3,
It is expected that the minimum financial contribution of the community
will cover all costs of the War Housing Center other than the salaries of
personnel and necessary official travel expenses. War Housing Centers are
instrumentalities of the national war effort and for this reason the
National Housing Agency must retain responsibility for their effectiveness.
Their activities, however, are purely local in application and effect, and
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the community may therefore properly elect to bear expenses in excess
of this minimum, In fact, except for regional guidance and the use of
the frank and of federal forms, an appreciable number of War Housing
Centers are totally financed locally. 1/ Under these circumstances
the local sponsoring agency agrees to accept supervision, and agrees
to abide by national policy (particularly with regard to the certifi-
cation of applicants and the distribution of housing).

In a number of other Centers arrangements have been
worked out with the Federal Public Housing Authority to have a member
of its staff serve part time as manager, with the Office of the
Administrator sharing in the payment of his salary. In the early days
of the program several Centers were established under local housing
authorities but plans of this type are now contrary to policy.

.02 Executing the Homes Use Program

a. General The responsibility of the regional office does
not end with the reduction of the War Housing Center Plan to writing,
or with its approval by the Regional Representative and by the
Washington office. The regional office takes on some of the aspects
of an operating agency with regard to the Homes Use program. It is
its responsibility to establish, inspect, and assist the Center, and
to take all steps necessary to assure that the need set forth in the
program is actually met.

b. Establishing the Center and supervising operations As
will be enlarged upon in subsequent chapters, it is a responsibility
of the regional office to arrange for establishing and equipping the
Center, and for the selection and training of personnel. Once local
operations are under way, periodic visits by field representatives
should be scheduled. In these visits results should be reviewed in
the light of the prograrmed workload, the actual housing demand, and
the cost of operation. Similar analyses should be made in the regional
office on the basis of statistical and narrative reports. Any changes

1/Ain important distinction should be made between locally financed War

Housing Centers and Homes Registration Offices. The former may be
established only in a locality where there is a need for housing for in-
migrant war workers and where the facilities of a War Housing Center are
necessary to reduce the use of critical materials for housing construction.
Homes Registration Offices are established, or continued, by community
action in localities in which the relationship between war housing supply
and demand are such that any in-migrant war workers are apt to find shelter
through normal channels and the Regional Representative is not thereby
justified in establishing a Center. In return for forms, guidance, and
informational material on registry operation such Homes Registration Offices
submit, to the regional office, regular reports on the housing situation. ‘
The use of the frank and federal funds for the payment of personnel is not
extended these offices. (See NHA Regulation No. 30-2).
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in the local situation which require modification of policy, program or
staff should be reported promptly to Washington. The housing need must
be met; and, if improvements in Center operation will not assure the
procurement of a proper proportion of units in existing shelter and in
conversions, a revision in programming may be necessary.

c. Regional contacts on Homes Use Because the Homes Use program
is inherently a part of the general regional war housing program, it is of
course involved in any contacts with other agencies arising from programming.
However, because the regional office takes on almost an operating capacity
with regard to Homes Use, emphasis is often different and certain additional
operations are necessary. The regional office must also establish sound
operating arrangements on a regional and local basis with the constituent
agencies of NHA and with other government agencies. If a public housing
program is included in the Plan, the Federal Public Housing Authority
should be advised of the establishment of the War Housing Center.
Arrangements should also be made for meetings of local WHA and FPHA
representatives and for the regular submission of data on location, com~
pletion dates, and number of accommodations to be made available in public
new construction. If there is a private conversion or new construction
program in the locality, similar arrangements might be made with the
appropriate field offices of the Federal Housing Administration. Plans
also should be laid for training war housing personnel in priorities
requirements and in the stimulation of conversions. The regional offices
of the Home Owners' Loan Corporation, working in close collaboration with
the Regional Representative and the War Housing Center staff, will produce
the public conversion program and notify the War Housing Center of the
availability of completed dwelling accommodations.

In addition to the constituent agencies, the Regional
Representative will be in constant touch with the War Manpower Commission
and the United States Employment Service for the purpose of securing
current information on essential in-migration., The War Housing Center, in
turn, will be notified of any modification of the program resulting from
unexpected changes in the hiring schedules.

The Regional Representative will alsoc be responsible for
relations at the regional level with such other agencies of the Federal
Government whose activities affect the Homes Use Program, as the Office
of Price Administration, the War and Navy Departments, the Maritime
Commission, the Office of Defense Transportstion, the Federal Works Agency,
and the War Production Board. In order that the War Housing Center may
be a "Center" in fact as well as in name, local representatives of these
agencies will be placed in contact with the Manager and plans for mutual
understanding and cooperation worked out.

SECTION 24, NATURE OF OPERATIONS ON LOCAL LEVEL

.0l Functions of the Warzgousing Center
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a. In effectuating the program The War Housing Cexter is a
temporary, war time facility by means of which the Regional Representa-
tive assures the effectiveness of the locality war housing program. To
win the war, war materials are as necessary as men, and the war materials
will not be available unless the war workers have a place to live. The
housing program must therefore be carried out and it is the responsibility
of the War Housing Center to assure the effectiveness of that part of the
program involving local participation, namely homes utilization.

b. As a clearing house The War Housing Center is the clearing
house and point for distribution of as mach as possible of the war housing
resources of the community. It must undertake, by the use of every
possible means, to expand the housing supply, first without the use of
critical materials and then (if the program so provides) through conversion.
Its obligations in this regard are such that it may be required to follow
courses which are contrary to peacetime housing policy. Examples of this
would be increasing the density of occupancy and, due to war time necessity
only, encouraging the lowering of standards., It must also bring about in
the community a realization of the importance of voluntarily reserving
available shelter for in-migrant war workers whether or not the referral
services of the Center are also used.

c. As an aid to in-migrants The War Housing Center is a
service agency primarily for in-migrant civilian war workers aad must
discharge to the fullest extent possible the responsibility of assuring
housing for them. It must, of its own initiative and through the assistance
of any related agency or group, prevent possible damage to the war effort
which might be attributed directly or indirectly to the lack of housing
accommodations.

d. As a preventive of further need The War Housing Center is
a preventive of furtner need because its establishment should assure to
war workers a greater volume of housing in existing structures than would
be possible through normal chennels of distribution. It follows that
because conversions send new construction are programmed only for residuals -
the war workers who will not find existing housing - it is possible to
reduce the size of a proposed or an existing program. However, since war
workers must be housed it is also necessary to authorize the use of
eritical materials if, and to the degree that, the War Housing Center
procurement operations actually fail to produce the volume programmned.

e. As a chamnel of information The War Housing Center, as the
instrument of the National Housing Agency most closely identified with
the commmity, serves as a two-way channel for information. The war
housing program is based on estimates of what will happen months ahead in
matters on which even current data are hard to obtain. Because of the many
variables involved, it is the duty of the Center to keep the Regional
Representative currently informed of changes in factors contributing to
housing supply and demand. It is expected that the Centers will become
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increasingly useful in developing the program, in framing policy, and in
reflecting local needs. Conversely, material benefit should flow toward
the community. The general acceptance of the National Housing Agency's
program througout the country will depend upon the quality of the job
done by local War Housing Centers in their day-by-day contacts both with
leading citizens and with the "man in the street". Good service and
intelligent interpretation of policy will produce the teamwork necessary
to win the war.

f. As a service agency Finally, the War Housing Center is
a service agency. The national war effort is made up of a myriad lesser,
more localized efforts. Many of these concern housing. Important to
speeding victory is the availability in the community of a single agency
to which housing problems may be brought and from which assistance may be
obtained.

+02 Means of Carrying out Program The locality war housing program
defines the problem and the goals which will be sought. The War Housing
Center Plan establishes the instruments to be used and the way they will
be used in carrying out the Homes Use aspects of the program.

The various means by which the War Housing Center may carry
out the program are the following:

a. Developing the fullest possible use of existing housing.

b. Expanding the housing supply through encouraging voluntary
out-migration, discouraging unnecessary in-migration, and the expansion
of commuting areas.

c. PFncouraging voluntary reservation of available housing
for eligible war workers.

d. Establishing and maintaining a listing and referral service
for eligible war workers.,

e. Determining eligibility both of applicants at the Center
and of prospective tenants referred by landlords of property erected
with or without priorities assistance.

f. Maintaining any inspection service necessary under (d)
and (e) above,

g, Stimalating and facilitating private conversions where
contemplated by the program.

: h, Stimlating, screenmg, and referring applicants to public
conversions where contemplated in the program.

i. Conducting publicity campaigns necessary to the successful
accomplishment of any of the above.
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j. Reporting regularly and accurately on the status of the war
housing program, on accomplishments and on local vroblems,

k. Serving home owners and home seekers and interpreting to
the community the needs of the war program in matters affecting war
housing.

1. Cooperating with local organizations and individuals, and
with state and federal agenciss in reflecting local attitudes, and in
meeting local housing problems.

.03 The Role of the War Housing Center Manager

a. General The Var Housing Center Manager occupies an
important position in the operation of the National Housing Agency
program, for in many respects he iz responsible for carrying out the war
housing program at the local level. “a the last analysis his job is
to locate and distribute housing accommcdations to essential in-migrant
civilian war workers. In attaining this objective, he must assume war
housing leadership in the community so that the various activities
inherent in the War Housing Center program can be successfully accomplished.
He acts as the administrative head of the War Housing Center, where he will
be responsible for local operations within the broad framework of housing
policy established by the Homes Use Service. .

He establishes and msintains good public relations,
an important part of which will be achieved through the War Housing
Committee. He meets regularly with thet Committee, taking special

i
»

care to keep it informed cf new developments iu the program. Finally,
3 keep iu mind that his

the War Housing Center Manager shoul
oY { possible service to his

®

greatest responsibility is o
clients, the in-migrant

b. General gualific of Manager The War Housing Center
Manager should possess administrative qualities of a high order. He
should have a thorough knowledge of local housing conditions and
sufficient experience in the sonstruction f£ield to be able to interpret
and act upon local problems, He shouid have sufficient standing in the
commnity to know, and to be accepted by, all pertinent -municipal,
business, and civic organizations without being associated, in the minds
of members, with any specisl intevest. He should, furthermore, have had
sufficient supervisory esxperience to demenstrate his ability to organize
and direct a staff both of paid werkers and volunteers. He should be
aggressive and resourceful in carrying out his program and in meeting
special problems. He should be able to esizblish and maintain satis-
factory working relaztionships with other government agencies. He
should be tactful, and en able public speaker. In short, as a local
representative of the National Housing Agency he must be able to dis-
charge such responsibilities as the exigencies of the local housing
problem may ralse. ~
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-0 Manager's Responsibilities to the Regional Representstive The
War Housing Center Manzger has but one responsibility - to do everything
in his power for the successful prosecution of those aspects of the war
effort which concern housing, The policy for this must be laid down on
a nation-wide basis by the NHA, =nd interpreted and applied to the
community by the Manager. He is therefore responsible both to the NHA
and to the community.

With regard to the National Housing Agency, the VWar Housing Center
Manager is responsible directly to the Regional Representative (or, if
specific arrangements are made, to the field representative from the
regional office covering the locality) for carrying out the local Homes
Use program, for the successful conduct of the War Housing Center, and for
making periodic and special reports on the war housing program. These are
amplified below:

a, Obligetions under Homes Use program While the War Housing
Center Menager's operations with regard to the broad war housing program
are those of zn authorized observer and reporter, he is directly
responsible for the successful conduct of the Homes Use program in his
locality. For both patriotic and moral reasons he should do all in his
power to assure the availability, to eligible workers, of existing housing
to the volume outlined in the program. He should see to it that, so
long as housing is critical, only eligible war workers are assisted by
his office. At the same time he should exert every effort to extend the
available housing supply. The job will not be easy - it will require a
great deal of initiative and ingenuity. He must either provide housing
for in-migrant civilian war workers or, by outlining each of the steps
he has undertaken and the reasons for their failures, he must apprize
the Regional Representative of the situation and the desirability of
reconsidering the entire program.

b. QObligations as office supervisor As head of the office, the
Manager is directly responsible to the Regional Representative for the
orderly and efficient conduct of the War Housing Center, War Housing
Centers, like other NHA activities, should be operated as economically
as possible in terms of both menpower and money. There should be no
ground for criticism of the caliber of service rendered. The Manager
and the field representative will work out the plan for equipping the
office. ILetterheads, franked envelopes and standard forms will be
furnished by NHA but, because the Center is a temporary local operation,
office space and equipment will be furnished only if their loan camnot ,
be obtained locally. The Manager may be requested to arrange for a continued
local financial contribution at the beginning of each new fiscal year,

¢, QObligations regarding reports The Regional Representative
as well as the Homes Use Service in Washington must be continuously and
accurately advised of all phases of War Housing Center operation.
Consequently, the Manager is responsible for submitting a number of
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reports to the Regional Representative, who in turn will advise the
Washington office. These reports will serve many useful purposes, In
particular, they will (1) provide data on the extent to which the Homes
Use program is being realized, (2) constitute a basis for policy and
for procedural recommendations, (3) provide valusble information for
periodic budget reviews, (4) serve to indicate pertinent trends, and
(5) suggest how the staffs of the lomes Use Service in Washington and
the regional cffices may better serve the War Housing Centers. The
reports to be submitted by each Center Mansger include the following:

(1) Report of Operations of War Housing Center (Form

NHA 14-3, Revised 9-1-43) At least four copies of this report are to

be prepared on the 2lst of each month and three copies are to be
transmitted to the regional office no later than the second work day
after the close of the reporting period. The report will cover
operations from the 2lst of the preceding month through the close of
business on the 20th of the current month., These dates are chosen
primerily so as not to be affected by varying practices for the listing
of vacencies occurring at the end of the calendar month., In preparing
this report the only forms requiring daily tabulation are new listings,
and in this case tally sheets (suggested in Section 16.06 of NHA
Regulation 30-1A) can be used by the counter or telephone clerks, All
other forms can be tabulated easily into weekly subtotala or menthly
totals if the routing and filing procedures outlined in NHA Regulations
30-1A and 30-1B are followed, It should be noted that the tabulations
called for by Form 14-3 represent the principal items of impertance in
the majority of Centers. Other data may be of equal impertance to
individual Centers. Like any business man studying the implieatiens

of his firm's books and his inventory, the wide-awake Manager will

need additional data. In many cases these data can be obtained by

other retabulations of the cards. For example, supplementary tables

can be prepared on such matters as a comparison of listinga and
applications for furnished or unfurnished quarters, the pumber of twe=
person families applying for rooms, listings by number ef bedvecma

and applications by rental range desired. Consideration of pessible
supplementary tables should not be limited to those prepared frem the
registry forms, since reports on occupancy (Forms NHA 30-34, 30-40, 0=ki,
60-8, and 60—95 will often throw further light on special preblems. Where
the dat.a in these tables are found to explain the data shewn elsewhere en
Form 14-3 this information should be recorded in Section E o the frent
and back of that form. Where they supplement the report, the manager may
find it desirable to discuss them in the narrative report deseribed belew.

(2) _Monthly Narrative Report Most regions have pequired that
a periodic narrative report be submitted by each War Hcmaiag Q@tw.
NHA Regulation No. 30-5: Standards for Narrative Reports by War g
Center Msnagers, supplements the regional requirements and
framework against which the coverage of any report may be mumd
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The number of reports required each month is established by the region
but the period covered by each should be such that they can be correlated
with the period covered by the Form 14-3 discussed above. At least one
carbon of each report is to be sent to the Homes Use Service by the
regional office.

(3) Financial and Personnel Report of Directly Opeiated
War Housing Centers (Form NHA 25-30) This report, in three parts,
covers (1) receipt and disbursement of community contributions on a
monthly basis, and on a cumulative basis for the fiscal year, (2) a
schedule of accounts payable, and (2) a personnel report. It is to be
prepared in quadruplicate and three copies are to be forwarded, not later
than the tenth of the following month, to the Regional Representative
(see Section 2,01 of NHA Reguletion No. 25-5).

(4) Special Reports may be requested of all War Housing
Centers by the Homes Use Service as a means of analyzing trends, local
effect of policy, and caliber of operaticns. The Centers are helping
more and more to frame policy by compiling the statistical and other
information from an analysis of which policy is determined. Previous
requests for special reports include that on eligibility (NHA Regulation
No. 30-3) and on the progress of the "Share Your Home" campaign (NHA
Memorandum No. 30-32),

(5) Special Reports Originating with_the Manager are
necessary to assist in keeping the Regional Representative informed of
any unusual techniques developed in the Center or of any special problems
affecting the program.

.C5 Manager's Responsibility to the Community The Manager's
responsibilities to the community, like his responsibilities to the
Regional Representative, stem from the necessity of carrying through the
community war housing program and the desirability of assisting in all
community matters concerning housing. They may be discussed under four
headings - carrying out the program, cooperation, reporting, and working
with the War Housing Committee.

a. QCarrying out the progrem The manager was nominated to the
National Housing Agency as a leader with the ability and initiative to
carry out the community war housing program. In the interests of the
community as well as the national war effort, it is his responsibility to
see that the goals of the Homes Use Program are successfully reached. In
obtaining the required shelter the Manager may encourage steps which will
help the community as well as the war industry and its employees. For
example, by securing as many units as possible in existing shelter the
Manager is alleviating the problems created by unnecessarily expanding
community services,(schools, utilities, fire and police protection, etc.)
during the war, and by the necessity of absorbing meagerly built construc-
. tion after the war. In promoting conversions, the greatest stress can be
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localized in those areas where the city's "master plan" has already
forseen a transition to multiple use. In regard to new construction
the builders should, if not inconsistent with the war program, be
encouraged to consider building in previously undeveloped areas already
in line for housing of this quality, and in areas most easily served
(e.g. by transportztion) during the war. In this connection, the
Manager should work very closely with the local planning commission,
housing authority, and other officials.

b. Cooperation and service The Manager should do all in
his power to facilitate any operations affecting housing. The Manager
is, in many instances, the only employee of any part of the NHA
permanently stationed in the locality. As such he must be in a
position to furnish every assistance to home owners and tenants. Where
other agencies in the housing field have local representatives, the
Manager may give out any information the dissemination of which is
authorized by them, but clients should be referrad to the appropriate
agencies for details. It is a cardinal principle of the Homes Use
Service to render effective assistance in all possible matters but to
work with established agencies rather than to cross jurisdictional lines.

c. Renorting A commmnity which is well informed concerning
the war housing problem and the locality program is less likely to
dissent or to refuse cooperation. It is therefore the responsibility
of the Manager to be sure that all interested groups are kept
currently advised of the policies and procedures necessary if the
commmity's war housing problems are to be worked out. Conversely,
too, it is the responsibility of the Manager to bring local opinion
and local problems to the attention of the Regional Representative.
Proper consideration should be given to local opinion, but the war
effort must not be delayed by fruitless haggling over matters of little
consequence. Because the National Housing Agency is responsible for
the housing of war workers, it must proceed according to its analysis
of the local situation. The Manager will be in a much stronger
position, however, if he has given the community prior knowledge of
his plans than if it first hears of them after the plans have been put
into effect,

d. Relations with the War Housing Committee The Manager
will discover that the expression of commnity needs and the exercise
of his own responsibility to the community will be focused in relations
with the War Housing Committee. This Committee will be the Manager's
most important contact with the community. For perhaps the first time
in local housing history, representatives of generally opposing
interests have joined hands in a single integrated housing program. If
the Committee is truly representative, its expression may be considered
the expression of the commmnity. In all ways not inconsistent with the
war effort, NHA policy or the local program, this expression should
guide the Manager. The Committee should be consulted in all pertinent
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matters. It should meet regularly and follow a carefully worked out
agenda. This should be easy if, as is usually the case, the Menager
serves as secretary to the Committee. Finally, the potential resources
of and influence of Committee members can and should be utilized to
the utmost in carrying out the community program.
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CHAPTZR 3. ESTABLISHMENT OF A WAR HOUSIKNG CENTER
SECTION 3l. RELATIONS WITH COMMUNITY

.01 General When the Regional Representative ascertsined the
need for a War Housing Center to accomplish the homes utilization
phase of the locality war housing program, he sent a field represen-
tative into the commnity to initiate the establishment of a Center.
Since community understanding snd cooperation was essential to the
success of the undertaking, the field revresentative worked closely
with local government officials in each of the steps preparatory to
the creation of the Center. These includs clearance of the plan with
local housing agencies and govermment officlals, tentative commit-
ments with regard to contributions, creation of a War Housing Com-
mittee, and preparation of justification documents.

.02 Housinz Acenciesg In many localities there are establighed
public bodies such as housing authoritiss and planning commissions
which are charged by law with certain responsibilities in connection
with bousing, both permanent and temporary. Such agencies are always
contacted prior to the creation of the War Housing Center. They pro-
vide advice and guidance in working out the organization of the War
Housing Committee when the Center is estadlished. Section 4.02 of
NHA Regulation No, 30-2 provides suggestions on sources of advice
in communities where the above agencies do not exist.

.03 Local Government The mayor or city manager was approached
at the outset in order to secure the community's official support.
The nature and the purpose of the Center was explained, together with
ite value to the community and to the entire war production effort.
The community was asked to make specific contributions covering as
@ minimum, all costs of the Center except those for personnel and
necessary official travel.l/ Community contributions originate from
regular governmental revenues, special civilian defense funds or con~
tributions of various organizations, businssses and industries. The
mayor or city manager, or the chairman of the civilian defense organi-
zation were asked to appoint membere to the War Housing Committee and
to provide advice as needed.

SECTION 32. PREPARATION AND REVIEW OF BUDGET AND JUSTIFICATION
DOCUMENTATION

.01 Ereparation, and Types, of Documentation When the approval

of the plan and tentative commitments as to local contribution had

L/ No part of the salary of any employee of the Office of the Adminis-~
trator shall be paid from community funds. This rule, established in
accordance with the U. S. Code, is explained fully in NHA Regulation
No. 23-10.
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been obtained from official representatives of the community, the field
reprasentative from the reglonal office undertook the steps necessary

to obtaining federsl approval of the plans, and authorization for the
use of federal funds. These included the wrepsration, and the approval
by the Hegional Representative, of the War Housing Center Plan, the pro-
posed War Housing Center Budget, and a summsry Form NHA 25-31. Mve

copies of these documents are submitted %o W&shington.

a. Plan The War Housing.Center Plsa is described in Section
10 of NHA Regulation No. 30-2, and in Section 3 of NHA Memorandum No.
25-2. This plan states the nature of the problems which the War Housing
Center will undertake to solve, the size of ths in-migration, the extent
to which war workers are to be housed in existing houses and rooms, the
nweber of private and public conversions %o be produced, and the time when
the housing will be needed. It also outlines the sctivities which are to
be carried out through the War Housing CJenter and the various Homes Use
techniques which are to be applied. Finslly, it containe statements on
the extent of commnity interest and suppert. and the stens which have
beer taken and which are to be taker ip sopusctlon with {the actual es-
tablishment of a War Housing Center. Since the War Housing Center Plan
is a means for carrying out the locality war housing program, it is
usually prepared at about the same time uz $hs program, and there is
therefore no need for a detailed Justification o¢f the in-migratinn esti-
mate. Where, for any reason, the Plan is prepared at a subsequeut date,
when conditions might be presumed to hsvs ~hanged, full presentation of
the facts is required.

yoaaed ousin pher B 4 The actiual budged is
wreparvad on Fmrms XHA 25~29 and zsmzqa, P w45 the instrocticns
ccn%ains& in NHA Mesmorands Nos. 25-2 srd 2

c. ¥orm NEA 25-31 (Juspifica - fast 1) A single
vage gummary of the need snd plan of
praparatlien during the review of budg
found so serviceable that its use hes
ticn of all new Centers. Besides its uze¢ by & 28 lae Service snd
the Division of the Budget during review, ¥ 5&& 2831 is valuable in
establishing in the Washington and regicu 8 & refsrencse Fils
needed during periodic examinations of operations and services to be
rendared

.02 Review snd Approvel After the dscuments described above were
completed, the Heglonal Hepresentative submitted them to the Assistant
Administrator {Homes Use). He and the Assistant Administrator (Program)
reviewed the proposal eimmltaneously. fThe lstier conslidered it from the
standpoint ol noed and 1ts relationship to the locslity war housing pro-
grom, zad made recommendations to the Assisbtant Administrator (Homes Use).

The Assistant Administrator {Hewmes Uze) considered the proposal
from the standpoint of the practicability of wsking available the smount

of housing contemplated, the scope of the propssed operations, and the
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organization of the Center. If both of these exeminations resulted
in approval, the Budget was sent to the Assistant Administrator
(Administration) who reviewed the budgetary items and made an allot-
ment of funds., Following final approval of the budget the Regional
Representative was notified, so that he could proceed with the ss-
tablishment of the Center.

SECTION 33, ESTABLISEING THE WAR HOUSING COMMITTEE

01 Appointment The War Housing Committee may have been
appointed either before or after formal approvel of the Plan and
Budget by the Washington office. One advantage of prior appoint-
ment 1s that the Committee can frequently give advice and assistance
in organizing the work program and in obtaining local contributions.
VWhichever method was used, the principles given below were followed
in establishing the Committee, or should be followed in expanding
an existing Committes.

The War Housing Committee should always be appointed by
the normal appointing power for loeal citizens'® groups working on
wer problems. As indicated in a preceding paragraph, this is usually
the mayor, the city mansger, or the chairman of the local Defense
Council. The NHA field representative should, however, work closely
with the appointing power in order to be sure thdt the Committee
1s well balanced in 1ts representation of all points of view. Wherever
possible, each local organization whose interest is to be represented on
the Committee should be asked to suggest two or three people, any of
vhom would be acceptable as their representative. This procedure
will usually result in getting recognized leaders in the community
who are accustomed to working with groups.

.02 Persopnel of Committee The War Housing Committee should

include representation of the housing authority, the planning com-
migsion, and any other eppropriate agency of the local government.

In obtaining a Committee which is balanced in its representation

of all points of view concerned with housing there should be members
from organizations representing real estate, labor (both C.I.0. and
A.F. of L.), welfare, finsnce, commerce, war industries, and war
workers as well as representatives from the housing committees of
clubs and clvic agencies, housing councils and minority group leader-
ship (such as the Urban League and the National Association for the
Advancement of Colored People).

Although the Committee should be completely representative
and not overbalanced by any one interest--either that of the producer
or of the comsumer of housing-~-it should be as small as practicable.
In many small communities it may be found that some of the groups sug-
gested above are not represented locally. In others it may be found
that one person can, and should, represent two or more groups. It is
essentlal, however, that every group interested in, or affected by,
war housing should have effective representation.
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Vhen it bYecomes necessary to fill vacancies in Committee menm~
bership or add a housing interest not previously included, some localie
ties may prefer that new members be sppointed by the original eppointing
official. In other localities it may be desirable for the War Housing
Committee to elect its new members.

Suggested qualifications for Comnittee officers and remarks
concerning thelr election will be found in Section 7 of NHA Memorandum
No. 30-7.

.03 Bxistins Committees In many cases there will be a nucleus
group of some sort with which the Regional Representative or his deputy
has been working. Usually thie will be the Homes Registration Committee.
The field representative should see that this group is made balanced in
its representation as quickly as possidle if- this is to be the basis
of the new Committee. IFrequently this can be accomplished by adding
‘to its present membership. However, it may sometimes be necessary to
use other devices. In this connection see Section § of NHA Memorandum
Fo. 30-7.

.04 Ares Committeeg In areas where housing presents an intercity
problem, arrangements should be made for representation on the War Hous-
ing Committee of suburban areas or adjacent localities. In some cases
it may be desirable to have an Area Committee either to be organized
Jointly by the several communities concerned and composed of members
from each of the various local committees, or to be made up ot persons
directly representing the communities., The necessity foer an Area Com-
mittee ot either type will to a large degree be governed by the locality
war housing program. A locality, in the NHA sense of the term, is an
economic unit determined by the commuting distance of the housing supply
from the war industries rather thaa by political boundaries.

SECTION 34 SELECTION OF THE MARAGSR

.01 Procedure The initisl step in the final establishment of a
War Housing Center was the selection of the manager. If normal prac-
tice was followed, the Committee and the mayor presented a list of
qualified candidates to the Regional Representative who made a selec-
tion from this list. As was pointed out in that part of the foregoing
chapter which relates to the %General qualifications of Manager" (Sec-
tion 24.03b), the manager occupies a very strategic position in the
Homes Use program. The general qualifications and experience of each
candidate were carefully weighed before the final selection was made.
The administrative details for the actual employment of the Manager
and other personnel of the War Housing Center are found in NHA Memo-
randum 23=-5, ’

[ It may be well to point out that the various steps so
far descrided had already been taken prior to the employment of War
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Housing Center staffs. A description of all the steps involved has
nevertheless been presented in this manusl %o provide employees
with a general understanding of ali problems, and thus to assure
better operation. While in a number of instances the selection
and, to some extent, the equipping of the office deseribed in the
balance of the chapier, preceded the selection of the Mamager for
budget-estimating reasons, the work hereafier discussed is that

in which the Manager usually participates,/

SECTION 35. SELECTION AXD EQUIPPING OF THE OFFICE

.01 Importemce of Central logation The selection of office
space is a very important part of the establishment of the War Housing
Center. Unless the office is so located that it is readily accessidle
to the in-migrant war workers, is conspicuously and clearly marked,
and is convenlent to the street, the War Housing Center may not be
able to carry out all of its functions. Since housing applicants
will seek out the Center whereas home owners will have to be reminded
of its existence, a location near the center of the city is more %o
be desired than one adjacent to the war industries.

.02 Spage Requirements The amount of space required for opera-
tions should be taillored to fit the local need. Although it is im-
possible to establish definite specifications, experience in other
types of operations has demonstrated that from 65 to 100 square
feet of floor space should be allowed for each clerical employee.
Thie provides room for a desk and chair, limited aisle space, and
limited allowance for a filing cabinet and a coat rack. However, it
1s likely that these minimum requirements will not meet all War
Housing Center needs. Space will be needed for interviewing eppli-
cants, for conferences, and for sesting applicants who are walting
to be interviewed, etc. Space ranging between 80 and 100 square
feet per employee will probably more nearly mset the requirements
of War Housing Center operation.

In some localities the HOLC and/or the FHA may assign
representatives to the War Housing Center to handle applications
for public and private conversions. In others, FPHA or local hous-
ing authority tenant selection personnsl will be stationed in the
Center. In planning office space, consideration should therefore
be given to the possidility that desk space will also be needed fer
such representatives and, in some cases, for their secretaries.

.03 Office Arranzement Separate offices should be provided
for the manager and, if possible, for those employees handling inm-
coming and outgoing telephone calle. Where possible, the marager's
office should be large enough for committee meetings and conferences.

In providing counter facilities for interviewing applicants,
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1isting files should be so located as to be immediately available to
the staff, without being also accessible to clients.

The layout of a typical office is illustrated on the follow-
ing page.

.04 Arrancements for Lease and for Payment of Rent ZExcept in
unusual circumstances, office space is provided as a community contri-
bution. 1In a few instances, Federal funds may be required for this
purpose. In those cases, before any steps are taken to lease office
space, it should be determined, by communicating with the local Federal |
Business Agsociation, whether any Federal space is available. The Federal
Businees Associstion is an organization established under the Director
of Procurement, Department of the Treasury, to assist Pederal agencies
in handling real estate and other local matters. The president of the
local Federal Business Assoclation can be located through the local
postmaster.

The Lanham Act and Public hct 9 provide for the rental of
space without regard to Section 370% of the Revised Statutes. Accord-
ingly, where time is a factor, leases payable from Lanham Act funds
may be executed without advertising or competitive bidding. However,
Regional Representatives must obtain approval from the Division of
Administrative Services, in Washington, before renting space.

Requests for authorization to rent office space must be
supported by the following data:

a. The proposed amount of space to be leased;

b. Nemes and addresses of buildings in which space 1s
desired;

¢. HNemes and addresses of owners of bulldings;
d. Monthly or yesrly rental cost of space to be rented;

e. Services to be furnished by owners (where possible,
services should include: heat, light (electric enerGY)’ hot and
cold water, toilet facilities and tpilet eupplies, Janitor, and
elevator services, and maintenance of rented qparters):

f. Date on which the lease is to begin (leases should
always terminate June 30, with renewal privileges); and

g. Notice required to cancel.

The Economy Act of 1932 provides that the annual rental
shall not be in excess of 15% of the failr market value of the pre-
migses rented, if the annual rental excesds $2,000. It is therefore
necessary that evidence of fair market value be presented in all cases .
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where the rental exceeds $2,000 per annum. U. S. Treasury Form 2900
(Revised): Statement of Faipr Market Value, should be used for this
purpose. These forms will be furnished by the Office Services Section,
Division of Administrative Services, in Washington.

Proposed leases will be prepared by the central office on
the basis of the information submitted and will be mailed to Regional
Representatives who will submit them, for signature, to the lessor.
After being signed, all copies must be returned by the lessor for
acceptance by the Government. All leases should be completed prior
to the beginning of the term or period of the lease.

.06 Office Equipment Desks and chairs will be required for the
manager, secretary, receptionist, and other clerical personnel not
working at the counter. A table will be necessary for the use of the
file clerk or clerks handling the master file and counter files.

High stools should be provided for counter clerks,

Several filing cabinets or drawers are required depending
upon the volume of business in the office. Most of these filing
drawers or cabinets should be designed for 5 x 8 cards, one file
or drawer for 3 x § cards, a correspondence file, and a report
file. The detailed use of these files will be described later.

Adequate telephone facilities should be provided, and
arrangement s made for proper listing in the telephone book. In
busy Centers, where switchboards cannot be obtained, numbers can
be listed for the several services performed in the Center, that is,
a special number for Information, a special number for Listing, etc.
In estimating telephone needs, it should be borne in mind that the
majority of listings are made by telephone rather than by personal
call at the War Housing Center. A sufficient number of telephones
ghould be en the counter for use by referral clerks in checking the
availability of accommodations.
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CHAPTER 4. WAR HOUSING CENTEB OFFICE ADMINISTRATION
SECTION 41. IMPORTANCE OF ADMINISTRATIVE MACHINERY

.01 Value of Efficient Organization The effectiveness of the War
Housing Center is dependent in large measure upon the smooth operation
of its administrative machinery. The personnel problems, budgets, and
equipment and supply procurement may seem to be only incidental to the
real Job of the Manager, but careful attention to administrative details
will pay dividends in the long run. The program of the Center must never
be hindered by a breakdown in internal operations. The following sections
of this chapter attempt to provide the Manager with an adeguate explanation
of established administrative procedures and to give him suggestions that
will aid him in doing his part of the job.

SECTION 42. PERSONNEL

«01 Qeneral The staff of each War Housing Center should be tailor-
ed to 7at local needs. The number of administrative officers and special-
ists needed for its operation are determined by the Reglional Representative
at the time of establishment. Subsequent changes are determined upon after
consultation with the War Housing Center Manager.

In order to insure prompt service to the public, the operating
staff in a War Housing Center should include an adequate number of inter-
viewers, typists, file clerks, and other employees, but no Center should
ever be so overstaffed that there is not enough work to keep each employee
productively ocoupied during the working day. With the nationwide short-
age of labor, especially acute in the critical production areas where War
Housing Centers are functioning, it is NHA's public duty to be sure that
employees not required in the Centers are released for other essential
war work. The conscientious pursuit of this policy is essential both for
the morale of the office and to hold the respect of the community.

.02 Procurement The staffing of the office is the first step and
may be approached most advantageously by following the procedure set forth
in NHA Memorandum No. 23-5: Outline of Regional Personnel Procedure.

The specific procedure which is followed by the Regional Repre-
sentative in processing regional personnel actions for submission to the
Personnel Section of the Division of Administrative Services in Washington
is presented below.

a. Budget requests for the approval of War Housing Center posi-
tions are reviewed carefully in the light of the appropriate position
standards attached to NHA Memorandum No. 23-5.

b. If the position is over CAF-5 ($2000 plus overt.me), a rough,
but detailed description of the position is included with the budget re-
quest.
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c. A suggested check list of information desired concerning
new appointments at CAF-5 ($2000 plus overtime) and under, and which
is to be telegraphed to Washington by day letter, is given in Section 3
of NHA Memorandum No. 23~5. The information desired for new appoint-
ments over CAF-5 is listed in Section 4 of the same memorandum.

d. The new employee is entered on duty only after telegraphic
approval of the appointment is received from the Personnel Section.

e. Before the new employee can enter on duty or be paid,
written authorization of the appointment must be secured from the re-
gional office of the Civil Service Commission.

f. All requests for promotions or reclassifications are
accompanied by blue personnel requisition Form NHA 23-1 (old Form NHA
41) and a description of the position.

g. All pending separations or transfers are reported at
once on blue personnel requisition Form NHA 23-1. 1/

h. All notifications of military furlough are accompanied
by a copy of induction orders.

i. The Personnel Section is notified at the earliest possible
moment of pending (key) vacancies, transfers, resignations, etc.

.03 Qualifications Whenever possible, the staff should be select-
ed from the commnity in which the War Housing Center is located, because
familiarity with the city, its leading citizens, street addresses, trans-

portation facilities, etc., is desirable. The success of the War Hous-

ing Center operation depends largely upon the calibre of its personnel
and their ability to secure and maintain good public relations. There-
fore, the War Housing Center Msnager must exercise care in the selection
of candidates for whatever position is to be filkled. In addition to se-
curing persons who are academically or by experience well gqualified for
a particular job, it is also necessary to be satisfied that the applicant
will present a businesslike and friendly attitude toward the publiec.

.04 Volunteers It is often possible to find persons who, by reason
of other business or household responsibilities cannot undertake full
time jobs, but are willing to work part time in the Center as volunteers.
Where such persons are available the Center is enabled to expand its
activities within a limited budget. They may be used for a variety of
jobs, but require the same kind of training given the paid staff. The
subject is covered more fully in NHA Memorandum No. 30-28: Volunteer

Service in War Housing Centers.

1/ The Personnel Section provides the region with 8ll necessary sppoint~
ment forms
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.05 Functions The sample functional chart, attached, indicates
& typical pattern for the assignment of duties within a War Housing
Center. The titles used on this chart are descriptive of the duties
performed rather than the exact Civil Service titles for the positions.

The functions on the chart can be adjusted to fit the needs
of each War Housing Center. This chart was compiled in an attempt to
encompass all possible office administrative functions of a War Housing
Center in a clty of medium size and should not be regarded as a eri-
terion for all War Housing Centers. In the smaller offices it is ex-
pected that persons normally assigned to one function may actually
perform many of the duties outlined in other sections of the chart.
The War Housing Center Manager will therefore be expected to allocate
work according to the requirements of the office and not necessarily
according to the chart. By the same token, in larger offices it may
be necessary to break down even further the allocation of work.

SECTION 43. HOURS OF WORK, LEAVE AND PAYROLL DEDUCTIONS

+01 Hours of Work Another very important phase of operations
concerns payrclls and leave. Official hours of work are established
in Regulation 25-6 and there is some information respecting payrolls
in NHA Memorandum No. 26-2.

The current basic work week is 48 hours. Hours over 4O are
considered overtime and employees are compensated for this overtime,
up to 48 hours, by an increase approximating 20% of that part of their
base pay which does not exceed $2900 per amnum. Payment for hours work-

~ ed over 48 will not be made except when in conformity with NHA Regu-

lation 25-6: Qvertime Pay.

.02 Leave It is the policy of the Office of the Administrator
to allow employees the full benefit of all leave whenever they can be
spared from their official dutlies, but during the present emergency
two weeks each calendar year are recommended as & vacation period.

Applications for leave shall be transmitted on Form NHA
25-1: Application for Leave of Absence. Leave shown on this form
should be identical as to hours and dates with absences shown on the
semi-monthly report of attendance.

a. Annual lesve accrues to all employees, whether on in-
definite or permanent status, at the rate of 2 1/6 days for each
month of service, or a total of 26 days annually. This leave may be
taken during the first year of service only as it is earned. There-
after it may be taken in amounts up to the total accumulated plus the
amount still to be earned during the current year, at the discretion
of the officer in charge.

Under the terms of the Leave Accumulation Bill which
became law on December 17, 1942, the maximum total annual leave that
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WAR HOUSING CENTER
FUNCTIONAL CHART

WAR HOUSING CENTER
MARAGER

Seoretary

Aots a8 Secretary to Manager and
Office Supervisor.

Takes end transoribes dictation.

Propares statistical records and
regular reports.

Aots as telephone information olerk
and 18 responsible for giving
proper information on WHC and
constituent agencies,

¥akes appointments

§:§§§Wogrgﬁ%8§3mee and record fils.

4
Id
7/
Z
« o oo WDffice Supervisor
Aets in ebsence of Manager.
Under direction of Manager
soordiuttes and supervises
1isting, inspection, and
referrale
Davelops new and improved
office procedures.
Keeps budget records
Supervises personnsl
goeptionist » Information Clerk oo o JTo3gPhoms Lister | .. Refersal clerks  _
Fmoptsonhtx Refara callers to Lists family dwslling unite Interviews individusle having
proper person iu Canter %o care and rooms by telaphone. vacant rooms or family
for their needs. Sacures complete informatiom dwslling units for rant.
Izformation Clark: Answers inquie on listings by telephons. Obtaing all nscessary informee|
ries of callers regarding WHC Prepares standard sards show= tion on offered listings
and conetituent agencies. ing type, location, price, and sntors same on stan=
Interviews persons interested in sommuting cost, etee dard card.
conversion progrem. Purnishes Toelephonas real estate brokers Interviews applioants for
them with Applicetions to Lease to cheok prosent iistings housing. Determines if
und refers them to HOLC. mad to obtain sdditionsl they are gertified, when
Aesisis or acts for the Aseistant listingse necesasry, and deteraines
Clerk-Stanographer when necesw Cilascifies and mmintains files type of scocamodation
arys Por use of counter clesrke of nesdad
all housing listed and ap= Refors ajyi vant to housing
proved by inapeotor. for wh he is eligible
after tzlephoning to see
if unite are awailable.
Dirsots to addreas vie
publis transportation.
Requests applicant to ses that
reforral sard is redurned
to WHC with proper nota=
tions.
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may be accumulated has been raised from 60 to 90 days. When the un-
used accunulated leave of an employee equals or exceeds 60 days in the
aggregate, not more than 15 days of unused leave may be further accumu-
lated in any one calendar year.

b. Sick leave shall acecrue to the credit of the employee at
the rate of 1% days per month of service, or a total of 15 days annually
Sick leave shall not be granted for slight illnesses or indispositions
not preventing the employee from performing his regular duties. Sick
leave may be taken without a physician's certificate in amounts up to
three days; however, leave on a perscnal certificate may amount to only
12 days annually regardless of the amount of leave an employee may have
to his credit.

c. Leave without pay may be taken only after all other leave
is exhausted and at the diseretion of the officer in charge. Exceptions
to thls rule are the application of leave without pay for disciplinary
reasons, or enforced absence due to injury on duty.

.03 Withholding Tax Effective July 1, 1943 all agencies of the
Government were required to deduct and withhold a tax upon the wages of
their employees. This is a tax of 20% of the excess of each wage payment
over the withholding exemption allowable under the law. Instead of
making an exact final computation, however, the Government elects (as a
temporary expedient to be adjusted on the basis of a detailed income tax
return) to withhold specified amounts shown in tables established by the
Comptroller General. Victory Tax deductions were discontinued on the
date that withholding becume effective.

.04 Retirement Deduction Retirement deductions to the amount of
5% of the basic annual rate of payment (i.e. not including overtime) are
made from each semi-monthly salary check to provide an annuity for each
employee after a certain period of service and upon reaching a certain
age. Deductions are refundable if an employee leaves the service with
total service of less than five years. A supply of the synopsis of the
Retirement Act has been sent to the Regional Representative.

SECTION 44. WAR BOND PURCHASE

.0l General The War Bond Committee on Government Participation
has established a goal calling for a pledge of 10% of the payroll and
the participation of 90% of the persomnel. As of October 1, 1943 the
NHA was far short of this goal; therefore, every effort is being ex-
tended toward bringing each branch of the service up to its quota.

.02 Authorization for Purchases Employees make their bond
purchase authorizations on Treasury Department Form No. 225As Indi-
vidual Authorigzation Card and Record of Payroll Allotments. Om this
form, authorization of the semi-monthly allotment is made of an amount,
multiples of which conveniently fit the denominations of the bond
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desired. A table intended for this purpose may be obtained from Minute
Men. The determination of the bond to be purchased is also indicated.
In the space for "employee's signature" the name should be given exactly
as it appears on the employee's salary check '

A co-owner may cash the bonds with the same freedom as the owner,
whereas the beneficiary may cash the bonds only upon the death of the owner.
This should be borne in mind when checking one of the little boxes below
the address.

Unless the employee states specifically that the first allotment
is to be made during a particular future pay period, the first allotment
will be made during the next complete pay period following receipt of the
authorization card. It is therefore needless to indicate a date in the
space at the left side of the card unless it be one other than that mark-
ing the end of the next complete pay period. All persons in the field
service should check only "By Registered Mail" under delivery instructions.
Obviously delivery in person is impossible in the field service.

Regardless of any previous authorizations, you should re-author-
ize your allotment when you transfer from one agency to another.

SECTION 45. TRAVEL

.01 General Regulations All employees performing official travel
should study and observe the Standardized Government Travel Regulations,
as amended March 7, 1941. These regulations have been supplied to each
regional office and cover official travel in detail. A few highpoints
are given below: »

.02 Transportation Forms and Orders

a. Travel orders These are issued by the central office upon
receipt of &8 request for a travel order (Requisition for Travel Order -
Form NHA 26~1) prepared in a field office and signed by the Regional
Represent ative or his designated representative. All requests should
give the reason for the travel. "On Official Business" will not be ac-
cepted as a reason for the need of a travel order. A detailed statement
should be prepared showing the actual duties to be performed by the
employee while in a travel status.

b. Authorization to travel It is the responsibility of each
individual who contemplates traveling to ascertain that he has received
prior authorization to perform official travel. No supervisor shall
insist upon an employee entering travel status until the travel has been
approved by a properly designated official of the Centreal Office. The
formal authority need not Be in hand before beginning the travel, but
there should be on file evidence of telegraphic, telephonic, or written
approval of the travel to be performed, and with the Travel Order Number
and Code clearly indicated thereon.
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Although travel may be performed without prior authority
in cases of emergency or other unusual circumstances (see Travel
Regulations, paragraph 7), it will be the personal responsibility of
the traveler to justify the necessity therefor when submitting a voucher
for reimbursement of expenses incurred. The Central Office will also
require a statement of justification and recommendation from the Regional
Representative or other designated supervising administrative official.

¢, ITransportation requests All persons specifically authorized
to travel will request carriers and transportation agencies to furnish
accomnodations for official travel by rail, bus, or airplane by issuing
a Government Request for Transportation (Standard Form No. 1030) where
the amount involved is $1.00 or more.

.03 Completing Transportation Requests In issuing transportation
requests to carriers, the travelers must make certain that the request
is properly executed showing the following information: (a) place at
which request is issued, (b) name of the carrier or company, (c¢) points
of departure and destination, and complete route showing initials of
carriers and Junction points where necessary, {d) class of tickets,
whether first-class, limited, round-trip, or other special class, (e)
under "Authorization or Object," the applicable Travel Order Number,
and (f) under "Value," value of railroad ticket or pullman ticket
used (usually inserted by the ticket agent on the original and by the
traveler on the memorandum copy.) If issued for sleeping car (Pullman)
accommodations (whether standard or tourist,l/upper or lower berth),
the designations of type of accommodation must be made in the blocks
provided therefor.

It is the duty of the traveler to ascertain in all cases
whether or not through tickets, excursion tickets, or reduced round-
trip tickets can be purchased. The fact that the existence of such
tickets may not have been known to the traveler does not relieve him
of responsibility for not obtaining reduced rates and the difference
in cost will be chargeable to him. In case the return portion of the
round-trip ticket is not used, it should be attached to the travel
voucher when it is submitted for payment.

All transportation requests spoiled or canceled for any
reason, together with the memorandum copies thereof, shall be marked
"canceled" and submitted immediately to the Washington Office. Books
of transportation requests and "U.S. Government Travel Identification
Cards” (Standard Form No. 1033) are obtainable from the Washington
Office.

1/ Paragraph 13 of Standardized Government Travel Hegulations authorizes
the use of "Standard" accommodations. "Tourist” accommodations, available
West of the Mississippi, and at a lower rate, are occasionally the only
accomnodations available. In that case, this should be indieated on the
Travel Request,
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.0l Prepesration of Travel Vouchers Travel Vouchers (Voucher for
Per Diem and/or Reimbursement of Expenses Incident to Official Travel -
Standard Form 1012, Revised) should be prepared once each calendar month
and submitted promptly (not later than the 10th day of the following
salendar month) to the Central Office. Instructions concerning the
keeping of the expense accounts on which the travel vouchers are based,
are given in paragraphs 82 ff of the Trzvel Regulations.

SECTION 46. SUPPLIES AND EQUIPMENT

.01 General Those War Housing Centers having amnounts available in
their Federal budgets for the purchase of supplies and equipment are
required to route their requisitions through the Regional Offices for
approval. Detailed instructions regarding requisitioning will be fownd
in a forthcoming regulation.

Local purchases of supplies are not permitted except in the
event of emergencies. However, certain essential services may be procured
locally. The regulation referred to above will explain the circumstances
Justifying emergency purchases and establish the quantity and cost limita-
tions imposed against emergency purchase and local service procurement.

.02 Standard Forms The daily transactions of the War Housing Center
are facilitated by the use of a number of especially ‘designed officisal
forms., The procedure to be followed in ordering these forms is set forth
in NHA Regulation No. 26-6. Among other things, that regulation instruects
managers to maintain a 90-day suvply of standard forms, a practice, which
is essential if the Center is to be assured of having the forms on hand
when they are required.

The following forms are used frequently in most War Rousing Centers:
Form Number Title

4~3 . . . . . « . Report of Operations (revised 9/1/43)

25-30. . . ¢« « + . Financial and Personnel Report of Directly Opsrated
War Housing Centers

48 Semi-monthly Attendance Report for Field Personnel

30-1 . « « . « . . Application to Lease

30-3...... . Funished Room Master Card

30-10. . . + + . . Furnished Room for Rent

30-11. . « . . . . Dwelling Unit for Rent

30-13. . . . . . . Authorization for Reconditioning Service, Private

Conversion Planning
30-14. . . « . . . Application for Reconditioning Service, Private
Conversion Planning
30=15. . + + . . . WHC Review Sheet for Screening Reconditioning
Application

30-34e o o » s o « War Worker's Housing Referral
30-35. « o« ¢ « o o« Application for War Housing

30“}0' e o« » s« ¢ o Rooms List

30=hhe o o ¢« o o » Military Personnel Housing Referral
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The following forms are not used in regular War Housing
Center operation, but a small supply may be kept on hand to dis-
tribute to those who may want them:

Form Number Title

60-1 . . . . Notice of Sale of Private War Housing

60-2 . . . . Petition for Relaxation of Occupancy and Disposition
Standards for Private War Housing

60-3 . « . . Pétition to Rent Private War Housing Begun Prior
to February 10, 1943

60~4 « « « o Petition for Change in Stipulated Rental or Sales Price

60-5 . + . « Application for Exemption from Regulation W

60-8 . . . . Compliance Report on Occupancy of Private War
Housing Begun on or after February 10, 1943

60-9 . . . . Report on Occupancy of War Housing (Priority
Assistance Applied for Before February 10, 1943)

WPB-2896 . . Application for Approval of Residentisa}
Construction

WPB-2897.1 . Rill of Materials

.03 Clearance of Vouchers War Housing Centers are responsible
for a preliminary review of vendors' vouchers prior to submitting them
for payment. In those instances when vendors render certified invoices
in lieu of the standard voucher forms required, covering vouchers should
be prepared. For the particulars of voucher preparation, see the
regulation referred to above.

Each employee who handles vouchers will be responsible for
noting the terms under which accounts are rendered. Time-discounted
bills should be given preferred handling and the vouchers flagged with
"Rush-Discount" tickets on which have been entered the expiration
dates of the discount periods.

-O4 Telephone Service After office space has been rented, the
local telephone company should be contacted and instructed to install
the minimum telephone facilities necessary to the efficient operation
of the War Housing Center.

As a rule, the telephone company will supply the information
for the preparation of Standard Form No. 4O (Revised), Contract for
Telephone Service. This contract shall be drawn in quintuplicate. All
copies, after being signed by the telephone company's authorized repre-
sentative, should be mailed to the Washington office for approval and
acceptance on behalf of the Government. In like manner, supplemental
contracts will be prepared to cover any changes in connection with
existing service, such as additions, discontinuances, increases or
decreases in rates, etc.
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SECTION 47. EMPLOYEE TRAINING IN A WAR HOUSING CENTER

.01 The Need for and the Purpose of Training The personnel of the
War Housing Center is necessarily recruited from a limited labor market
and possesses verying degrees of skill. It will, therefore, be necessary
for the Manager to develop training patterns which will utilize the highest
potentialities of his steff. Through proper training and supervision, new
employees will be prepered repidly to undertake a full burden of responsi-
bility, end experienced employees will become more proficient, thus main-
taining an effective War Housing Center operation.

The suggestions in this section are applicable both to the
training of volunteers and paid staff. Additional velunble instructions
on the training of volunteers sre found in NHA Memorandum 30-28: Volun-

teer Service in Var Housing Centers.

.02 Planning and Training Program Since War Housing Centers vary
widely in size and organization, and in length of operations, a specific
training procedure would not be applicable to all. It is therefore the
purpose of this section merely to point out certain principles and to
suggest techniques that may be useful in a training program. The detail
given in this section is designed for use in the largest Centers. The
adaptation of part or all of these general instructions to the needs of
the smaller individusl Cemter must be done by the Manager with the
guldance and assistance of the regional Homes Use staff.

The following steps should be taken by the Manager- in plamning
and executing his training program:

a. Decide what training is needed The War Housing Center
Manager must analyze the totzl job of the Center under his supervision,
and for training purposes consider each specific job in its relaticn to the
whole. The use of job descriptions (the local adaptation of those appended
to NHA Memorandum No. 23-5) will implement this anamlysis. It should be
borne in mind that an adequate understanding of specific responsibility can
be had only when there is a general broad knowledge of the program as a
whole. Furthermore, where an employee has a working knowledge of the
entire operation, his services can be used in a variety of ways as war-
time emergencies occur.

b. Determine the content of the traini rogram The training
course will be both general and specific. It will vary with the Center and
with the employees within the Center, but should probably cover the follow-
ing points: the meaning and importance of War Housing Centers to the total
war effort; the relation of the local War Housing Center to the community;
to the National Housing Agency, and to other war agencies; the proper
manner and approach in dealing with the public; personal appearance; employee

| rules and privileges; and the details of office operations, including inter~

} viewing, procuring and recording information, the use of maps, filing equipment,
etc., techniques of room inspection and reporting. The content of this
manual should be used by the Manager as one aid in planning %is training program.
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c. Select methods of training The selection of methods for
applying the training program must be based on an analysis of the jobs
and the incumbents, for the methods must be adapted to the differences
in the background, experience, and ability of the employees, the length
of their employment in the War Housing Center, and the nature of the job
to be performed. Other determining factors include the time and facil-
ities available for training. The staff of the regional office will be
able to provide assistance, and facilities in the community also can be
employed to advantage. The Manager has the responsibility for exploring
the available resources of the community and utilizing them fully when
they will contribute to the training program.

d. Organize and plan the training program This revision of
the manual has been prepared in order to provide War Housing Centers with
a handbook to which employees might quickly refer. In addition to the
training prcgram which should be developed to indoctrinate personnel on
specific jobs, it will be desirsble for the War Housing Center Manager
to arrange a schedule of staff conferences for the purpose of reviewing
the revised manual. The manual is divided into ten sections and it is
suggested that staff meetings be so scheduled that one section may be
covered thoroughly at each meeting. Staff members should be given the
opportunity, prior to each discussiocn pericd, to read the section of
the manual involved.

e. Evaluate the training program During and after the train-
ing period, its effectiveness should be evaluated. This evaluation
should measure (1) the extent to which the objectives have been attained
in terms of employee skill, knowledge, and attitudes; (2) the quality of
the instruction; (3) the degree of interest and participation on the
part of the staff; and (4) the total improvement in the functioning of
the Center.

Methods of evaluation which may be used to advantage
include: analysis of comments concerning the program by the staff, by
clients, and by the regional personnel; personal observation; employee
interviews; efficiency ratings; production records; and possibly, where
justified by the size of the office, employee questionnaires; and per-

‘formance tests. Careful evaluation will aid in planning future training.

.03 Three Phases of Training The training job in a War Housing
Center involves three major phases: the intensive training of the
present staff, the indoctrination of new employees, and continuous on-
the-job training. These are not separate operations, either in terms
of content or time, for training is a continuous process, a fact that
should be borne in mind as the three aspects of the job are considered.

a. Training course for present employees Decisions concern-
ing the exact schedule and content of the training program are left to
the War Housing Center Manager and the Regional Representative. It is
suggested, however, that the training program be inaugurated immediately
upon the establishment of a Center.
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The broad aspects of the program should be reviewed in a
general meeting for all employees, but the details of specific jobs may
be discussed with only the employees directly concerned. In small Centers,
however, obvious adventages will result if training in specific jobs is
given to all empl¢yees. This will enable one employes to perform for
enother in the event of absence or necessary personnel changes.

b. Inducting new employees New employees recruited after the
Center has been in operation for some time should receive individually the
general background information suggested in the preceding section. Care
should be taken to put new employees at their ease by introducing them to
the other employees and familiarizing them with all the facilities of the

office. PBmployees who are new to the community should be made acquainted

with the many community religlous, recreational, educational and other
facilities which will be of assistance in adjusting them to the new
locality, for the conditions of the workers' lives outside of office hours
can have & vital effect upon their efficiency om the job. g

The details of the job must be thoroughly deseribed. For
example, after learning what the employee already knows about the job, the
discussion can be directed toward supplementing that knowledge. Instruc-
tion is most effective when it is related to previous knowledge and experience.
The following steps should be taken in teaching the job: R ,

(1) List each of the duties of the position .
(2; Explain the purpose and importance of each duty ‘

23 Explain how the duty is performed

L) Demonstrate how it is done

(5) Let the employee try to do it

(6) Correct his mistakes in a constructive manner

A 1limited amount of work should be assigned to the new employee
during the first few days. The assignment should then be increased gradual-
1y wntil he is handling his full load of work. His spesd of adjustment will
naturally very with the type of work performed and his previocus experience.

Through frequent and carsful observation of the employee during
the first weeks of employment the Manager can determine how well he is learn-
ing the Job and provide any necessary additional instruction. A follow-up
interview should be held about a week after the employee's induction. This
meeting will provide sa opportunity for observing the employee's progress
inii his adjustment to the Job, and for filling any gaps in the induction

raining.

. ¢. Continulne training The need for training does not stop with
& thorough industion or the completion of an intensive training course.
Only with a comprehensively plamned and diligently executed program of con-
tinuous on-the-job training can the War Housing Center staff achieve the high
standard of performence required for accomplishment of its important task.
The principles and methods described in this manual should help the manager

in providing this type of training.
November 1943




Section 47.  WAR HOUSING CENTER OFFICE ADMINISTRATION Page 63

The discussion of training methods which follows is
intended to suggest ways for the continuation of the training process.

.04 Training Methods

a. The staff meeting Regular staff meetings are an important
training tool. They are a means of establishing a free exchange of ideas
and information between the Manager and the members of the staff. The
original training course may actually be conducted as a series of staff
meetings, so that subsequent sessions are, in truth, continuations of
the training process. After the original training series, staff meetings
should be held at least once a week. Materials to be discussed in the
meeting should be distributed sufficiently in advance to permit review
by the staff.

The Manager or supervisor should prepare, in advance, a
careful plan (or agenda) for the meeting. He should know what subjects
he wishes to cover, decide upon the method of approach, prepare his
materials, and allow a proper amount of time for covering the assignment.

The staff meeting should be used as a medium both for the
instruction of workers and for securing the comments and suggestions of
employees concerning their particular jobs and concerning War Housing
Center operation as a whole.

Although in large Centers it may be desirable to assemble
only part of the staff at a time for general meetings, there should at
least be monthly meetings when all members are present together,

b. Demonstrations Demonstrations can be used advantageously
in either staff meetings or interviews. Each step should be performed
separately, and the reason for its use explained, followed by a demonstra-
tion of the complete operation. Demonstrations are useful in teaching
such jobs as:

(1) Interviewing an applicant
(2) Procuring a listing by telephone
(3) General telephone technique

(4) Approaching the landlord for the purpose of roam
inspection,

25) Filling out forms, and

6) Maintaining the filing system

When demonstrating proper work procedures, the actual materials and
equipment employed in the 4ob should be used.

c. Other devices In addition to staff meetings, individual
interviews, and demonstrations, other devides useful in rounding out
the training of employees include:

(1) Suggestion Slips The use of suggestion slips is
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helpful in stimulating employee interest in the operation of the War
Rousing Center. Recognition should always be given those who make

worthwhile suggestions.

{2) Staff Memoranda Information which should be dis-
seminated during the interval between staff meetings can be effectively
gotten into the hands of employees by the use of a memorandum addressed
to those staff members to whom it applies.

(3) Bulletin Board A bulletin board kept current by the
posting of announcements of general interest to the entire staff is a
visual aid to training that should not be overlooked. A useful technique
is to enlist the employees' participation in finding material which will
keep the bulletin board interesting and up-to-date.

.05 Materials

a. The manual and official releases apd forms In tralning
the War Housing Center staff, this manual together with the official
releases referred to herein and copies of all forms used in War Housing
Center operations should be made available to the staff. As it is not
poseible to provide sufficient copies of the manual to place one in the
hands of each employee, arrangements should be made whereby the entire
manual, or selected sections of it, may be made available to all employees
prior to the staff meetings at which certain sections are to be discussed.
For training purposes it will be desirable to maintain in the War Housing
Center and available to all employees, an active "kit" which contains
copies of all forms used in the Center, together with instructions for
their use.

The marual, the related official releases, and the latest
index thereto, should be kept accessible so that all employees of the War
Housing Center staff can refer to them conveniently when questions arise.
New employees should be instructed in the proper use of these materials.

~ b. Visusl aids Graphic illustrations are always effective in
clarifying material presented orally. The visual alds utilized need not
be formal or elaborate productions. Simple charts, dlagrams and posters -
aeven those sketched in a very rough fashion - will be valuabls. In con-
nection with discussions of procedures, various points may be illustrated
by reference to the actuasl forms and equipment used in carrying out these
procedures.

.06 Attitude and Behavior Technical training alone will not suffice
to develop a thoroughly adequate employee. The War Housing Center Manager
(and, in large Centers, other supervisory persomnel) must take the respon-
sibility for developing a spirit of helpfulness and willingness to serve.
The following suggestions are made in this connection?

Be willing - every employee should be willing to do any Job.
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Be cooperative with the administrative officers and with your fellow
workers.

Be cheerful ahd pleasant; people with a perpetual grouch, or who do
not enjoy working at the War Housing Center should find employment
elsewhere.

Be attentive ~ learn to get all necessary information from listers
and applicants without repeating questions; let each slient see that
he has your complete attention.

Do not excuse yourself from a client, to speak to others (except as
it concerns your client), or permit yourself to be interrupted by
others when a client is with you.

Be businesslike; do your work with dispatch and assurance.

Be certain of your facts. If you are uncertain, admit it, excuse
yourself, check the question at hand, and come back with the answer.

Be sympathetic, but DON'T encourage life histories.

Be accurate; examine all entries made on official forms; be sure
they are complete. Write legibly or print, the information requested
on official forms so that it can be read easily by others.

Be appreciative. This applies particularly to listing clerks.
Persons listing accommodations should be assured that they are per-
forming a real public service and that that service is appreciated.

When you are doing a desk, telephone or counter job, be sure you
have pencils and pen and ink and an adequate supply of the necessary
forms.

Be considerate; if you have to leave the office to keep another
appointment, or will shortly be relieved by another employee, etc. s
inform the receptionist so that she can report this information to
any persons who ask to see you.

Be courteous; you are an employee of the public and should reflect
this in all transactions with the publiec.
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CHAPTER 5. LISTING OF WAR HOUSING ACCOMMODATIONS
SECTION 51. THE IMPORTANCE OF THE LISTING FILEZ

0L Relation to Locality War Housm Program Upon the establish~
ment of the War Housing Center, the Manager should first devote his
attention to the development of an adequate file of room and dwelling
unit listings. The war housing program for the locality will have
established the slze of the estimated essential in-migration for war work.
To meet this in-migration, the program sets forth the estimated total
number of accommodations required, and the estimated number which must
be obtained from existing shelter, and allocatss the unfilled balance of
the need among private and public builders for conversion or for new
construction. Since occupancy can be sontrolled only in the housing
bullt with priorities assistance and since there ars several groune
besides in-migrant war workers competing for occupancy of exisiing
shelter, it follows that - if the plants are vo obtain their requirsd
number of workers - there must be some means of asswring in a tight
housing market that at least the estimated number of ellgible in-migrants
obtain accommodations in the uncontrolled housing. The War Housing
Center Plan establishes the War Housing Center as the agency through
whose efforts occupsncy of this volume of houzing is assured tc in-
migrants. The degree to which the War Housing Center fails to obtain
this occupancy, merks the degrese to which it has falled in 1ts purjpose.

.02 QCore of Operations The core of War Housing Center opera-
tions is a complete file of listings of available dwelling units and

- rooms. As will be shown hereafter, arrangements have been made al

national and regional levels for eithsr the direct listing, or the
transfer of infarmation prerequisite to the llsting, of all new or
converted units to become available for initial occupancy. It wilil
be the responsibility of the War Housing Center Manager and his staff
to exercise the initiative necessary to produce the listing of
available rooms and dwelling units in existing shelter. It is their
prime task. It is not an easy task. If normal processes were
sufficient to secure the amount of shelter in existing structures,
required by the program, there would be little justification for the
establishment of a War Houeing Center in most areas. It is not
sufficient for the Manager to sit back and wait for listings to come
in. He must get busy and develop them. Positive and ingenuous
methods are necessary if the prograw is to be met and the war effert
not impeded. Each eligible applicant not provided with suitable
shelter is a mark against the effectiveness of the Center.

SECTION 52. PRINCIPLES OF SELECTION AMONG MEANS OF OBTAINING LISTINGS

.01 General Since the prime responsibility of the War Housing
Center is to obtain all possible listings for eligible war workers, every
possible means of obtaining such listings should be explored. In many
instances, the methods necessary are not easy to apply and will not
always prove productive; however, those methods which seem ab all
feasible should be effectively developed sud ihoroughly carried “hrough.
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.01 Local Customs Affect Meauns Used While the following paragraphs
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take up a few of the most useful means of stimulating listings at the
War Housing Center, other methods will occur to the War Housing Center
-~ Manager. No ideal program suitable for autcmetic application to any
locality can be recommended, for those methods most productive of
listings in one locality may prove of little effect in another.

.02 Voluntewy Listing The publicity attendant to the opening of
the War Housing Center will, in itself, produce some listings. If the
Center gives effective service in referring applicants, the same land-
lords will probably list other units subsequently becoming aveilable,
or re-list rented properties for reoccupancy. If the offices of the
War Housing Center are suitably and centrally located, and their
existence at this location identified by signs, passers-by may be
stimulated to list their accommodations.

-03 Incorporating Qther Local Housing Registries A multiplicity
of housing registries usually gives rise to confusion and duplication
of effort. Prior to the opening of any War Housing Center, the Regional
Representative will usually have made tactful efforts to obtain the ‘
voluntary comsolidation of other local registry offices with the War
Housing Center. It should be understood by all parties to the consoli-
dation that the regulations of the National Housing Agency will be
followed. It is normally unnecessary to transcribe the data from the
cards of any earlier registries to those of the War Housing Center. The
two sets of cards can be inter-filed and, under ordinary 2§rcumstances,
the system will become unified merely by recording new listings on WHC
forms. Where separate registries are to be maintained by such agencies
as the USO-Traveller's Aid, arrangements should be made to avoid compe-
tition for listings. Where the room supply is adequate, the WHC mzy
supply this agency with lists of available rooms not needed by war workers.

.04 Publicity The means described above will not - at least in
the case of a newly opened office - alone produce an adequate supply
of listings. The Homes Use program must be "sold" to the community as
& part of the national war effort and - because the public memory is
short - resold over and over again by continuing publicity. As the
public becomes aware that there is, within the community, a special
agency which is operating a centralized home listing and referral
service for war workers, local response is apt to be generous. This
is especially true if the public understands that the service is free
to both lister and applicant. The most effective and easily available
publicity media are newspaper articles and advertisements, radio
announcements, movie trailers, and speeches or announcements to local
commnity groups. Plans for a general campaign employing these and
other publicity means will be found in Chapter S.

Publicity may be used not only as an instrument to acquaint
the public with the general advantages of using the War Housing Center
but also in campaigns to achieve special purposes or obtain a special
type of listing. In addition to the usuwal means, managers have, for
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example, encouraged department stores to set up sample rooms of in-
expensive furniture in their show windows with placards advertising

both the War Housing Center and a campaign to encourage small families
to share their large homes with the families of war workers. Stories

in war plant house organs, and posters prepared in high school art

class prize contests could form part of a campaign to persuade workers
traveling long distances daily to work in a specific plant to exchange
homes, through the War Housing Center, with similarly dislocated workers
in another plant. Talks before legal groups, publicity in trade
Journals, etc., have brought onto the market "out of the ordinary®
dwelling units, such as properties held by estates or for other reasons
held for a future market. Where the unheralded arrival of a special
group of workers created a crisis in one locality, the War Housing Center
Manager secured a sufficient number of room listings in homes near the
plant by the use of news items and broadcasts coupled with human interest
stories.

In general, publicity will be the lifeblood of any campaign ,
the media should be adapted to the specific problem, and only the
ingenuity of the staff will limit the methods which can be used.

.05 Real Estate Brokerage Facilities Among the largest potential
sources of listings are real estate brokers and managers. It should be
thoroughly understood by all parties that the War Housing Center is a
supplement Lo, rather than a competitor of, the real estate broker.
Applicants for any accommodations listed at the War Housing Center by
a broker will be referred to the broker personally or to his office, and
not directly to the property. The realtor, and not the War Housing
Center, determines the suitability of the prospective tenant, and
arranges for the completion of the lease on behalf of the owner. In a
tight housing market it is the responsibility of the War Housing Center
to see that as many as possible of the few available housing units are
occupied by essential in-migrant war workers. Listings are thus a means
to proper placement. By making available to the Center a copy of all
his current listings, the resltor not only carries out his obligation
to his client but also helps to house those civilians who are contribut-
ing most significantly to the war effort. Although an occasional land-
lord may prefer to list vacancies with the War Housing Center rather than
with a broker, the services of the two are different and the Center as
a rule receives directly only those properties which normally would ;
never be listed with a broker. It is in keeping with the policy of the
National Housing Agency that government should assist and not campete
with private enterprise.

To obtain the cooperation of real estate brokers and managers,
it is desirable to work first through their professional organizations
and then with the agents representing larger holdings. Usually a
representative of the real estate board will be on the War Housing Com~
mittee. He and the manager can present the local housing problem to
the Board, solicit their endorsement of the WHC operation, and obtain
from as many members as possible an agreement that units will be listed
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at the Center. Individual brokers, and the property menagers or
representativas of such large property ownsrs as banks, insurance
companies, cor buliding snd I-an assoclations should also be interviewed
(personslly in the first instance and by phone or letter periodically
thereafter). One War Housing Center Manager has preparsd a list of
such landlords; and each day during the slack period of office opera-
tions one twelfth of tlic names on this list are called and listings
taken over the phone. In this way each broker is called every two
weeks and the list is kept up to date by eliminating those who, over
a period of 6 weeks, fzil t¢ submit any listings. In other areas, a
simple list form showing the address, the type of structure and size
of unit, the rental and the preferences (if any are stated by the
owner) is mailed with ¢ franked return envelope %o cooperating brokers
and agents. A4 standard form for this purpose is under consideration
in the national cfflce. In all cases of quarters listed by brokers

it should be remembered thai:

a. An eligible applicant should be referred to the listed
accommodations as soon as possible, as they are not apt to remain
vacant long.

b. Employes=s of the Center should serupuiously live up to
the agreement to refer zpplicants to the agent rather than to the
property.

06 Listing Survers When the War Houslng Center is first estab-
lished, or when the supoly of listings is low in relation to the
expected number of applicants, it may be deszrem;m ts consider the
possibilities of a k¢ ~to-house canvass to secure additional listings.
Various means are avaiiable for making such & survey. NHA Regulation
30-4 transmitted a Manusli entitled Technigue for ?oﬂductlgg a War Housing
Listing Survey which gives detailed instructions for the conduct of
every phase of the work. Whils especially suites for use in connsction
with the block organizstion of the local Civilian Defense Council, it
is equally adaptable for use by other types of wvolunteer organizations.
After the Survey, trained and experienced voluntecrs msy sometimes be
counted upon to gserve as permanent listers reporting by phone all
prospective vacancies czcurring in their neighborhocds.

Simple surveys have been made by mail carriers and policemen
who note and report such vacancies as they observe in the course of their
work. Approval for ike use of mail carriers for this purpose must be
obtained locally, because the Postmaster General prefers to leave such
matters to the discretion of local postmasters.

SECTION 54, LISTING OF WAR HOUSING

01 Cooperstlon with Constituent Agencies Arrangements have been
made, at a mational level, with the constituent agencies of NHA for the
listing, o for the subnl gﬁiwn of data prerequisite to the listing, of
all types of war housing coming on the merket. While the occupancy
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managers of converted and new public housing are required to list the
units under their control at the War Housing Center, the listing of
private new or converted units is not specifically required, and the
proporticn of these listed at the Center will depend on the initiative
and ability of the Center Manager. Fven where listing at the Center
is required it should be fully understood that for no type of property
does the Center actually select the tenant. The Center merely refers
to the property manager eligible applicants from whom the tenant may
be selected. Only in the case of public conversions is it assumed

that the tenant must always be selected from the applicents thus refer-
red. The pertinent document numbers, and the nature of the arrangements
made with the several constituent agencies are described immediately
below.

a. NHA Memorandum 30-13 describes the agreement between NHA
and the Federal Housing Administration by which the field offices of the
latter agency are to notify War Housing Centers of the issuance of a
CUP-H-1 for any private new or converted units. The FHA's instructions
to its field offices are coubained i1 ifts lstter PR-173 dated April 8,
1943.1/ It is the duty of the Regional Representative of the Office of
the Administrator to advise the FHA field office of the establishment
of a new War Housing Center if there is a private conversion or new
construction quota in the locality. As CMP-H-1's are issued against this
?uota, the FHA field office sends the War Housing Center a form letter

see attachmeit No. 4 of FHA letter PR-173) giving for each approved
application the name and address of ihe appilcan®, the mumber and date
of the Preference Rating Order, P-55~b, the addresgs of the property,
and a schedule indicating the type of structure, the average floor area
per accommodabion; and the mumber of accommodations authorized for
construction. Working arrangements have occasionally beasn made with
the FHA in various regions and localities to supplement this information.
Tt is the duty of the War Housing Center Manager to contact each owner,
and to obbtain frow them ary additdonsl ind tion necessary for a
deseription of each wnlh, =s well as permission to llst the property.

b. A General Urder 308 covers the procedurs by which the
HOLC 1ists publicly converted units with the War Housing Center by
providing the Center with s completed copy of Form US-NHA 4776: ‘"ﬁ§nage—
ment Listing of WHA Propertiszs®. This noitlce covers race restriction,
and approximste completion dste of the conversion; the ownerfs name
and addrsss; and the address, number of rooms and bedrooms, facilities,
and monthly rental of each unit. Provision is also made in &eﬁar&l
Order 30-9 for the contract management broker to notify ths Center
when any wlts are aboubt to become avallable for occupancy or resccupancy.
The HOLC's instructions to its property mansgement representativss in
this latter conneciion will be found in paragraph 5 of a comsmunication
issued by HLD's regional office at New York, dated Junme 23, 1943 and
known as "AHM Bulletin A-102".,

1/ Processing of applications for controlled materials allolment and
prelerance rabing for comstruction and facilities, Form CMF-B-1
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¢. An FPHA circular dated April 20, 1943 entitled "Listing of

Public Housing Project Units in War Housing Centers", and forming part
of its Management Staff Manual, directs thg Regional’Director'o?Stgg

Federal Public Housing Authority (and local authorities) to provide the
War Housing Center with a description of the accommodations in each
public housing project completed, under construction, or programmed.
The information thus submitted will include a schedule of units by
number of rooms and by rent; conditions of eligibility for occupancy,
and (for projects under construction) the date when applications will
be acceptable. Similar reports will be submitted promptly on units

in public projects in which vacancies occur.

SECTION 55. MISCELLANEOUS SOURCES OF LISTINGS

.01 General In addition to the principal sources of listings
named above, other sources exist which, if utilized, may prove guite
effective. The value of the sources discussed below will depend to a
large degree upon the ability of the Manager and the Committee to
solicit and obtain effective cooperation from local agencies and firms.

a. Lists of drafted persons In a number of localities,
arrangements have been made on a local level to provide the War Housing
Center with a list of persons drafted under the Selective Service Act.
These lists may contain the names of all persons drafted, or they may,
for reasons of military security, contain only the names of married men.
In all cases, such lists are to be considered confidential. Where
addresses are also given, a tactful letter may be sent to the draftee
soliciting the listing of his home in the war effort in the event it will
no longer be occupied by his family. While it has not been possible to
obtain the systematic submission of these lists in all localities, the
potential volume of the listings which could thus be obtained is con-
siderable. Possibly 60% of the men drafted during the 1943 calendar
year are merried men. Pilot studies would indicate that, for the United
States as a whole, 25% or more of the married men drafted from war
production areas will either release their dwelling units entirely, or
will share their homes with other families during the 19.k4 fiscal year.
Because at least 50% of these accommodations should become svailable for
inmigrant war workers, the War Housing Center Manager would have a real
incentive for determining whether lists of local drafiees can be obtained
from the Selective Service Boards. Under any circumstances, it is
unlikely from these causes that & situation will exist in any War Housing
Center locality where there are no units in existing structures becoming

available.

b. Utility companies In some commnunities arrangements have

been made with utility companies by which the War Housing Center is
given early information on the name of the owner and the address of

the property in cases of meter closings and openings. This is helpful
in two ways: the "disconnects" often reveal the movement of persons out

of a dwelling unit and the "connects" reveal that a listed property is
no longer available, ,

c. Moving companies Moving companies are another important
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It must be frankly admitted that the free listing service offered by the
War Housing Center is unlikely to *ilmuw‘Z“ the use of newspaper c¢lzssi-
fied advertising space by property owners. %To reduce direct competition,
if any, between the War %aus;ng Center agi Local newspaners, and to insure
continued active support from n&wspdpwt‘" in varicous Wer Housing Center
campaigns, it is the policy of the Homes Use Service that War Housing
Centers are not to canvass persons advertising dwelling units for rent

or for sale in newspapers.

SECTION 56. DEVELCOPING EXISTING HOUSING RESOURCES

01l Expanding the &vallable Housing Supply The main function of
the War Housing Center is developing & file of avawldbi@ ilstings and
filling the listed accommodations with e}%g%alﬂ anﬁllcanvs. Hext in
importance is the intensive development of existing uabalﬂg resources
both in msking as much housing as possibles avsilsble by a variety of
means to be described hersafter;, and in endeavoring to persuade land-
lords vwhose accommodations are not listed at the Center to held it
voluntarily for in-migrant war workers only. TIf all housing becoming
available were volumtarily reserved for eligible war workers there would
be no need for the registry functions of the Janter. Cecupancy control
of homes is a subject which the American psople would nobt want to con-
templste, even though men are being drafted into ths armed forces and
have to give their lives in battle, and although other forme of property

are being taken over. It is up to the Center, therefore, to mske the
locality realize the importance of voluntarily } matrlotlcai_y making

¥ and
full use of the existing housing supply, part e culariy in msking it
available to those who make the tools of war. zn this program, all
owners or managers of available or latent housing space mAy Sexve,
whether or not they choose to list their aaﬁmamadaﬁicns at the Center.

.02 Voluntary Reservation for In~Migrant Civilian War Worksrs In
most localities, the largsst part of the housing becoming available from
various sources will not be reserved for in-migrsit war workers as
defined in General Order 60-1B. Not only is the cccupancy of pre-war
housing uncontrolled, but also the tensncy of units privately created
under priorities assistance applied for pricr to February 10, 1943 is
not limited to in-migrant civiliam war workers. Since the voluntary
reservetion program obviously should be directed more at the units
which will, from time to time, become vacant than at the much smaller
number now vacant, the program should take the form of a well olanned
long term campaign of public education. This campalign should seek two
broad goals., The first is a general public und@rﬁvxnding and acceptance
of the necessity for, and purpose of, the voluntary reservabion program.
Those for whom housing is not reserved have 2 r&gh; to know why they
are not eligible. The second is, an unders tending end aceeptance of
the program by those who control the bulk of the houeing to become
available,

a. General campaign The genersl campaign should naturally
take advantage of all publicity media available. IThe Fromotional Plan
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to Assist _in Solving War Housing Problem in Critical Communities not

only presents a plan for the use of these media but many of the texts
orovided are so worded &s to emphasize the importance of voluntary
reservation. Should a supplementary campaign covering the single purpose
of voluntary reservation be deemed desirszble, the Regional Representative
should approve the plans, and concur in their timing and scope. It is

of particular importance that the decision of the Regional Representative
be followed with regard to the voluntary reservation of accommodations
other than dwelling units because, as seen before, the supply of room
accommodations is normally adeguate. The War Housing Committee's advice
should be sought and used, and its endorsement of any campaigh made knouwn
to the community. Special importance should be given in the publicity to
the use of the War Worker's Housing Referral card (Form NHA 30-34) and to
the Certificate of Merit. Because the "V" card (the Referral Card) is
used to identify essential in-migrants in search of housing, the attention
of the community can be centered on that card in publicizing the voluntary
reservation program. The publicity should point out that, whether or not
an owner has listed his property at the War Housing Center, he may refer
any prospective tenant to the Center fur a determination of eligibility

in line with war time needs. The Certificate of Merit, illustrated in

the Promotional Plan, is a window display card which is given to families
sharing their homes with war workers. With proper publicity, the desire
to earn and display this certificate may provide additional inducement to
cooperate. Some War Housing Centers conducting voluntary reservation
campaigns have found that letters explaining the need and the proposed ’
solution, and either distributed to school children or printed on thin
paper and included with the bills sent by utility companies, have produced
valuable results. Essay and poster contests have also been useful. One
War Housing Center Manager persuaded newspapers to print, without charge,
the words "Only eligible in-migrant war workers need apply" in "“for rent
and for sale" classified ads where the advertiser's permission could be
obtaired.

b. Appeals to special groups Personal appeals to groups control-
ling large blocks of property will do much to further a campaign for the
voluntary reservation of housing accommodations. Builder-owners, property
managers, realtors, and institutions conducting large-scale housing
operations will often cooperate when they understand the importance of
the voluntary reservation program to the war effort, even though some
firms may use the War Housing Center for no other purpose than to detemine
the eligibility of applicants. For example, a builder having a priority
for which he applied prior to February 10, 1943, may be persuaded to take
advantage of the broader definition of an eligible (i.e., an indispensable
in-migrant civilian) war worker contained in NHA General Order 60-1B. By
the terms of General Orders 60-2A and 60-3B the builder is permitted to
sell to a tenant-occupant qualifying under this definition, after two
months occupancy by such tenant, provided the builder accepts the cor-
responding obligation of abiding by the other provisions of this series
of General Orders. Should any property owners fear the possibility that
their community will be overloaded with war housing in the post-war reriod,
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it may be possible to secure thelr personal intersst and cooperation in
the voluntary reservation plan by showing how it msy reduce the need for
new war housing construction. Because of conflicting interests in the
commnity concerning this point, however, an appeal to this type of
interest should be made only with considerable care.

.03 General Policy on In and Jub-migration Previous sections have
discussed the importance of obtaining listings of dwelling units for war
workers and of reserving these vacancies, sz far as possible, for eli-
gible applicants only. In addition, the possibility should not be over-
looked that much housing space can be conserved for war use if unessential
in-migration can be discouraged, and if residents whose presence in
eritical production areas is not essential toc the successful conduct of
the war, voluntarily ocut-migrate temporarily. The problems of in-
migration are diffigult and any plans for campaigns in either field
should be made only with the knowledge and apmrovel of the Regional
Representative.

.04 Discouraging In-migration In some aress a serious problem
has arisen from the absorption of dwellings by in-migrants who have come
into the community for purposes other than to sngage in war activities,
or to engage in activities which can be performed just as well in
another locality. Where a substantisl number of dwellings are being
absorbed by this group, there may be certain methods by which the War
Housing Centsr can reduce the loss of dwelling space for war housing
purposes. However, the most effective methods for discouraging un-
neceasary in-migration in the war eresas are nationsl in character, and
are polnted at checking this movement at the source. A number of
federal agencies, such as the Office of Defense Transportation and the
War Manpower Commission, are working toward this end. In addition,
arrangements are being made with national non-govsrnmental organizations
to carry articles in their magazines and otherwise to inform members of
the disadvantages of moving into the war areas for purposes other than
participation in war work. However, local War Housing Committees can be
helpful in judging the extent of in-migrancy of non~war workers and in
taking steps to reduce the movement. One device for accomplishing this
is to encourage property owners to sell or remt their dwellings only to
essential war workers. If the non-war worksrs find it diffiecult to
obtain housing, they will be less likely to move into the community.

a. Arrangements with the military In localities where the
housing problem is aggravated by an in-migration of families of uniformed
personnel, much has been done by agreements with the commanding officer
that all incoming psrsonnel will be ordered, in the interests of war
production, not to bring their families to the area. Even though such
families as do come in may now be referred to ceriain types of units,
these agreements have been the means of saving hundreds of units in
critical areas,

b. Curtailing volume of temporary visitors Members of the
War Housing Committee may be requested t¢ explain t¢ the organizations
with which they are separately affiliated ¢his: wouvantions or other
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gatherings which might attract visitors from cutside the city should not
be held during the war. Similarly, critical localities which were former
ly tourist or health centers should, during the war emergency, discourageé
the presence of vacationists, etc. who would take guarters needed for war

workers.

c. Avoiding adverse effect on essential labor Care should be
taken. however, that no program to discourage the in-migratiom of non-war
workers is carried so far that essentlial workers seeking war Jobs will not
come into the community.

From time to time the advice of the War Housing Center
Manager will undoubtedly be sought by the Regional Representative, by other
agencies of the government, by plant managers, etc., on the possibility
of housing a certain type of in-migrant, such as women welders, Negro
mechanics, relocated Japanese, etc. So far as possible, he should be
prepared to anticipate such demands, and to have the desired information
readily available.

.05 Encouraging Out-migration A voluntary out-migration campaign
may be defined as a campaign intended te induce individuals and, especial-
ly, families who are not now, and who probably will not be, essentially
employed in the war effort, to move temporarily to other areas which
have a surplus of housing. Except in one or two instances out-
migration campaigns have not been very successful snd it is believed
they should be undertaken only as a last resort.

a. Pre considerations As & genersl rule, an out-
migration campaign should bs considersd enly in those communities which
now contain a substantial number of persons who are not employed in war
activities and who are not likely to enter such work. The most likely
prospects for out-migration are the families of sbsent members of the armed
forces, retired persons, pensioners, and familiss receiving public as-
sistance. Before undertaking a campaign, carefvl estimates should be
made of the kind and amount of housing likely tc bs released, as opposed
to the cost of the out-migration effort and any communily antagonism
which might be aroused. Consideration should slsc be given to the
attractiveness of the proposed reception lecality to the out-migrants,
the availability there of an adequate supply of suitable housing, and
the cost of transportation betwssn the two points. Finally, a campaign
of this type should be undertaken only with the approval of the Regional
Representative and when there is every reason tc be sure that it will
receive community support both in the critiesl lceality and in the
reception community. Although the campaigr mesy be publicly endorsed by
the War Housing Committee, it should be sponscred originally by cune or
more local organizations, such as the Defsnse Council or the Chamber of
Commerce, in both communities.

b. Discovering reception localities While a large portion of
the labor composing the national migration to war production localities

has originated in rural areas, there are nevertheless a considerable
number of cities and towns where the absence of war industry and the
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effect of the draft has resulted in a large number of dwelling vacan-
cies. Besides the Census reports on areas of population decline, 1/
state-wide and local Chambers of Commerce, banks, and real estate
boards are useful sources of information on current vacancy rates in
non-critical areas. In at least two states such agencies issue
pericdic reports on vacancies in non-critical areas coupled with de-
scriptions of attractions in these areas as a means of stimulating
out-migration campaigns.

c. Promotion The out-migration campaign will not be a
success without adequate publicity. While for obvious reasons
publicity copy for the campaign should emanate from the reception
community in the forms of an invitation to settle there, endorsements
of the plan should nevertheless be made by community leaders and civiec
organizations in the critical locality from which out-migration is
desired. Newspaper editorials presenting the problem and the logical
nature of the solution should be supplemented by human interest news
items concerning the out~-migrants. The material presented should
include full information concerning the reception locality and the
cost of living there. A travel bureau sponsored by the reception
commmity should be set up in or near the War Housing Center in the
critical locality and all out-migrating persons urged to list their
housing at the Center. 1In the reception locality, a welcoming
comnittee should be established and all persons moving there as a

. result of the out~migration program should be weldomed and introduced
to the various facilities of the community.

d. Pitfalls An out-migration campaign is likely to succeed
only where it is strongly supported in both localities. It should not
be undertaken othrwise. The reception community should not be too
dissimilar to, nor too far away from, the locality to be quitted, but
rather, like Santa Cruz in relsation to the Bay Area of California,
within week-end commuting distance. The text of the publicity, even
though pointed toward special groups, should never refer to them by
name nor apply to them such terms as "unessentials". The campaign
will need to be tailor-made to fit each community, but in all cases
the voluntary aspect of out-migration should be strictly emphasized.

.06 Other Means of Developing Existing Resources Full use of all
housing in critical areas is necessary to the success of the war housing
program. Up to ths point where war production is in fact impeded, by
the resulting inefficiency of the workers, this may even mean crowding,

1/ Census release "Series P-3, No. 37", dated August 24, 1943, for
example, gives preliminary estimates of the Civilian Population of
Metropolitan Counties, March 1, 1943. These figures (based on regis-
trations for War Ration Book Two) are compared with the U. S. Census
estimates of the civilian population of April 1, 1940, and the percent-
age of population growth or decline is then given for each county.
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doubling up, and other efforts of lowered housing standards which would
not be tolerated in time of peace. Some vacant units which might ordina-
rily be unmsrketable will be listed and rented, although the War Housing
Center should, if possible, persuade the owner to avail himself of the
opportunities to repair such structures and meke them more liveable. The
publie and private conversion programs (discussed in Chapter 7 of this
manual) provide methods for producing additional housing without an ap-
preciable expenditure of critical materials. The War Housing Center
Manager should be on the lookout also for vacant hotels, dormitories, clubs,
and lodges which can be made into housing units after little or no remodel-
ing. The police, fire departments, or local insurance brokers may be in

& position to provide the addresses of houses which are owned by out-of-
town residents, or which are boarded up and are unused. Other ways by
which the existing supply of listings may be increased, include "Share~the-
home" campaigns, and the extension of commting areas.

a. !"Share-the-Home!" campaigns A large par£ of the text of the
Promotional Plan to Assist in Solving War Housing Problem in Critical

Communities is devoted to the "Share-the-Home" cempaign. Small families

occupying spacious quarters are encoursged to share their homes with war
workers' families. In such cases, the families of the host and the guest
arrange for mutually suitable hours for using the kitchen, the laundry,
and sometimes the common (or living) rooms. A "Share-the-Home" campaign
may be conducted in suitable areas and where harmonious adjustments
betwaen families may be expected. The campaign should educate both the
householders and the in-migrants concerning the advantages of this ty

of housekeeping. Perhaps the most effective publicity will be "human
interest" stories concerning families who are sharing homes in this manner.
Sometimes the home economics departments of the newspapers will publish a
series of articles or conduct a series of classes on solving the special
problems inherent in this type of living. The OPA has cooperated by
making exemptions to some of the eviction processes of the rent regulation
in favor of families sharing their homes with both single persons and
families. In this connection, see NHA Memoranda 30-6 and 30-26.

b. Extension of commuting areas Ordinarily, the war housing
program for any locality has contemplated the use of all housing within
present or potential commuting distance. The Manager may be able however,
by working through the War Housing Committee, to secure the further
extension of these areas. While ordinarily the plans should be worked
out with local transportation companies, the possibility of organizing
car pools to nearby towns should not be overlocked if such towns have
available housing.

SECTION 57. HANDLING OF LISTINGS

.01 Courtesy Essentisl Appreciation should be expressed immediately
for 81l listings received. This is true whether the owner calls in person
or by rhone, or provides informstion on a simple listing form. In the latter
case, a brief postal card acknowledgement will suffice. Real estate brokers .
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should be assured that the applicants will be referred directly to them
and not to the property. Many residents in critical areas who have

never previously opened their homes to paying guests may respond to
patriotic appeals by listing rooms for war workers. Employees of the

War Housing Center should express appreciation of these patriotic gestures,
and should bear in mind that these people have a different attitude toward
the listings than do operators of commercial rooming houses. In all cases
during the listing process, the description of the property should be
recorded as rapidly as possible, and in an orderly fashion. Listers
should be informed honestly about how soon, in the light of existing
applications and present workload, it is likely that an applicant will

be sent out to see the accommodations. If an inspection by the War
Housing Center is required before referral, the lister should be so
advised, and the fact that such inspection is for his benefit as well as
that of the applicant should be explained. .

<02 Routing of The Cards Sections 2 through 5 of NHA Regulation
30-1A describe in detail the procedure for recording the listing on
cards, and for routing the cards through a number of steps to the Counter
file. These steps are illustrated in the flow chart on the following
pege. Section 14 of the same Regulation describes the purpose of each
file maintained by the War Housing Registry and the filing order of the
cards in each file. This Regulation seeks to describe the ideal orgeni-
zation of operations in a medium~to-large size Center. While operations
in the largest cities will naturally be more complex, Managers in the
smaller Centers will probably find it possible, at first, to eliminate
some operations. Because the operations described are logical, however,
it is believed that most of these smaller Centers will eventually
parallel the detailed procedure described, even if the separate steps
are not formally titled. If operations are conducted efficiently, the
files will be immediately available for the use for which they were
designed.

SECTION 58. INSPECTION OF LISTINGS

.01 Purpose One item in the handling of 1istings requires special
treatment here. This is the inspection process. While the exigencies
of wartime living have reduced housing standards considerably, the
inspection of listed accommodations is necessary under certain conditions

~ to assure a reasonable minimum of safety to health and morale. It

protects the war worker, the War Housing Center, and the property owner.
An inspection manual for use in War Housing Centers is now being prepared.
It will describe the laying out of areas in which inspections should or
should not be made, the training of inspectors, the handling of inspection
report cards, and the minimum standards to be applied. It will be neces-
sary for each Manager and War Housing Committee to review these standards
in the light of local health zonditions, zoning, end police ordinances
with a view to possible revision of the standards. One problem is the
difficulty of obtaining a suitable inspection staff. In this comectlion,
NHA Memorandum 30-28, on Volunteer Service in War Housing Centers, should
be consulted for suggestions for obtaining local participation. It is not
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Section 57.02.

FLOW CHART ROOM LISTING FORM NHA 30-10

rvl..ISTINﬁ GLERK

PREPARE FORM 3010

YYY ¢

STATISTIGAL | UNIT

TABULATE| DATA

I
f
¥ Yiy

MASTER FILE
CHECK ) FOR IWHEN PREVIOUS LISTING lsl

-no.--o‘-.-'o.---‘ ‘tzi
. PREVIOUS { LISTING =
M PREPARE FORM 30-3 @
.

i g
L 3

HOLDING FILE

HOLD , 30~3
DURING  IN'SPEGTION
A

MANAGER

DETERMINE
NEED FOR
NEW INSPEGTION

S P 2 S P 3 VS GV EBS OTLE ST (B ANED PSSO I..-_.-._.._..‘.___._._...__....._____

A0V 39 e NOLLO34SNIL ON N3HM

i

AR EEEEEREINNIEIE I I IECE B A SR I I I

| ? & WHEN INSPECTION IS COMPLETED

$ P4 B e B @ HEDY TS OIIE S

1
el

!
INSPECTION | UNIT

ASSIGN TO

i
|
|
|
y
i
|
]
]
i
!

AWHEN INSPECTION WILL BE MADE |

g o e m  m m ame e e &

f
e 3

WHEN INSPEGTION IS UNSATISFACTORY{

FIELD
INSPECTION

LEGEND
NEW FORM NHA 30-10
— — - OLD FORM NHA 3040
e e ee FORM NHA 30-3

P L ]

WHEN I{NSPECTION !S COMPLEYED—>

T

COUNTER FILE

REFER APPLICANTS

CIECIE N,




Section 57.02. LISTING OF WAR HOUSING ACCOMMODATIONS Page 83
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expected that the inspection staff will be paid with federal funds. '
‘Should the need exist, however, a reguest may be made describing the:.

volume of required work and a detailed account of the steps taken in

an attempt to secure volunteer assistance.

.02 Dwelling Units As a matter of policy, it is recognized that
not all dwelling units can be inspected. However, it is suggested that
listings located in sections of the city which are generally considered
undesirable (or where the rent asked, or the description of the property,
indicates unsatisfactory conditions) should be inspected before referral
is made. Vhen applicants report back to the Center that they have been
referred to undesirable dwellings, the accommodations in question should
be inspected before further referrals are made. To prevent repetitious
inspection, the cards representing undesirsble units should be kept in a
file and complaints checked against this file before inspections are
ordered. Owners of property not meeting minimum standards should be in-
formed quite frankly but tactfully why no referrzls can be made unless
and until the unsatisfactory conditions are corrected. At the same
time, the promise should be given that the premises will be reinspected
later, and listed immediately if conditions warrant. Staffs for dwel-
ling inspection may sometimes be drawn from the local building, fire,
or health departments or might be obtained on a volunteer basis through
some professional group or through the local Defense Council.

.03 Rooms The only accommodations, the inspection of which is re-
quired, are rooms, not already favorasbly known to the War Housing Center
staff, which are listed for women occupants. Even this inspection,
however, will be limited to that number of rooms required to meet the
estimated immediate demand, and these will generally be selected from
listings located nearest the war plants. With the single exception
noted, women will nct be referred to rooms which have not been inspected.
Rooms for men may be inspected when the neighborhood in which they are
located is believed to be unsatisfactory or when the description given
of the accommodations indicates that an inspection would be desirable.
To avoid waste of effort and any possibility of «mfavorable reaction on
the part of the owner, additional inspections shwuld not be made if the
supply of rooms slready availeble is adequate to meet known needs. On
the other hand, in localities where the demand is great and the inspec-
tion of all units is impossible, it is desirable to concentrate first on
rooms in those districts and in those structures which are not required
to abide by any local commercial rooming house laws. The results of all
inspections, whether of rooms or dwelling units should be recorded in
the field on the appropriate listing form (Forms NHA 30-10 and 30-11).
It will not ordinarily be possible to have room inspections made by the
professional staffs mentioned in the preceding paragraphs. The Council
of Social Agencies, the County Welfare Department, or womens'groups are
generally called upon for this type of work.
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CHAPTER 6. APPLICATIONS AND REFERRALS
SECTION 61. HROUSING APPLICATIONS AND REFERRALS

.01 General The War Housing Center is established to locate
housing for those civilian war workers whose in-migration is essential
to the war effort. Its availebility for this service should be made
known to such people. All applicants at the War Housing Center should
be treated courteously and their problems handled efficiently. Only
eligible applicants should be referred to available accommodations.
The properties to which they are referred should be suitable and in
keeping with the principle of full use of available facilities. These
general statements are elaborated below.

02 Publicizing the War Housing Center if the War Housing Center
is to serve those for whom it was established, its service should be

advertised in those places where the im-migrant workers,as strangers,
will see the amnouncement. Posters can be printed (not at federal
expense, however) or prepared in art classes, and displayed in the war
plants on the locality list, in appropriate labor union offices, rail-
road and bus stations, at the Travellers Aid booth, and at the local
office of the USES or the War Manpower Commission. Signs should be
erected on the principael highways entering the locality. Policemen,
counter clerks in newspaper offices, Chamber of Commerce information
officers, and others to whom strangers address requests for housing
information should be fully advised of the services offered by the
Center. Eaploymeni officers at war plants should advise essential in-
migrants to seek the assistance of the Center in obtaining mccommndations.
Finally, the Center itself, if properly identified by signs and sit-
uated in a central location, will attract applicants. Under present
conditions, however, the selection of a location for the Center should
be governed by a consideration of the ease with which listings may be
obtained, rather than by a regard for the ease with which the Center
can be found by eligible applicants. The resson for this is that
while unhoused workers mast find the Center, landlords are under no
gbligatiun to provide the Center with listings unless they choose to

O 80

<03 ‘gsggégag_gg_gpgégggggg While the value of the War Housing

-fenter to war workers will be messursd primarily in terms of its re—

sults in obtaining living accommodations for them, the courtecus and
efficient treatment which they receive at the Center will weigh heavily
in determining their opinion of the service received. The following
suggestions, if followed, will contribute to good service:

a. Reception space There should be adequate reception space
in the office, and chairs in which applicants mey await their twrn for
interviews.

b. Priority Oare should be taken to interview applicsnta
in the order in which they first appesr st the counter.
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c. Courtesy Applicants should be given courteous and con~
siderate treatment at all times. Because of the urgent nature of their
needs, they will be quick to notice, and be discouraged by, failure or
inefficiency on the part of the staff. For the same reasom, however,
they will be apt to respond quickly to, and to remember, any understand-
ing treatment received, even though the Center may not be able to refer
them to the exact type of accommodations sought.

d. Maps A map of the city, posted either on the wall or om
the counter, and which shows transportation lines, schools, churches,
and shopping centers, will be most helpful. Military authorities have
requested that such maps do not show the location of war plants. How-
" ever, the area adjacent to any particular plant may be polnted out to
the applicant in suggesting where suitable accommodations might he
obtained.

e. Hours The War Housing Center should be open for certain
hours in the evening or on Sunday so that it will be unnecessary for
war workers to take time off from their jobas. Such arrangements may be
made by staggering the hours of employees in large Centers, or by open-
ing later on all (or alternate) days in smaller offices. Similarly, it
may be possible for an employee of the Center to appear at larger war
plants on specified days for the purpose of receiving applications.

f. Pamphlets Special pamphlets and bulletins can be
distributed at the Center., For example, two bulletins issued in
January 1943 by the Women's Bureau of the U. S. Department of Labor:
Boarding Homes for Women War Workers, and Wartime Reminders to Women
Who Work - The Paying Guest ~ The Paid Hostess are available through
reglonal offices of the 0ffice of the Administrator.

.04 Preparation of Application for Wer Hous Form NHA 30-
Information concerning all applicants for housing will be recorded om
Form NHA 30~35. This records the application, permits determination of
eligibility where required, and facilitates referral of the applicant
to accommodations suited to his needs. Less information is required
concerning applicants for rooms than of spplicants for dwelling unitis,
especlally since the eligibility requirements apply only to the latter.
The procedures for the preparation of Form NHA 30-35 are found in Section
6 of NHA Regulation 30-1A, in the one-page, unnumbered correcting
memorandum effective May 19, 1943, l/ and (for military applicants) in
Section 4 of Regulation 30-1C. While it was originally contemplated
that the War Housing Center interviewer would prepare Form 30-35 from
data furnished by the applicant, many centers have found it necessary
to have the applicant fill in all information except that having to do
with the determination of eligibility. The section ¢n eligibility
is then completed by the interviewer on the basis of the applicant's
statements. In order that the monthly Report of Operations

1/ Correction of Typographical Errors in NHA Regulation 30-1A and
in Form NHA 30-35.
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(Form NHA 14-3), will represent the actual type of demand, it will be
necessary for the interviewer to see that entries in the section
having to do with type of housing desired (number of bedrooms) are in
line with local conditions and with the principle of full utilization.
In this connection, see also Section 63 of this manual.

SECTION 62. DETERMINATION OF ELIGIBILITY

.01 General The dwelling unit listings at the War Housing Center
may Justifiably be regarded as part of the nation's war resources. This
is a "total war" and the same materials which go into houses are needed
for the tools of war. To build all the houses that a community might
like to have would mean having to curtail war production by a similar
amount. New construction must therefore be limited to that which cannot
otherwise be avoided after all existing shelter is fully utilized in
the war effort. Therefore, regardless of whether a listed dwelling
was built before or during the war, it is the patriotic duty of the
War Housing Center to refer to it first, war workers whose migration
to the locality is essential to the successful prosecution of the war.
Since the volume of migration of single persons is usually smaller than
the available supply of rooms, there are only a few areas in which it
is necessary to extend eligibility requirements to room applicants.

The goal is to assure shelter for the required number of civilian war
workers in any housing becoming available. The War Housing Center will
therefore willingly determine the eligibility of any applicant referred
to it by individuals, companies, or government agencies regardless of
whether the units to be occupied are listed at the Center. For this
reason it is necessary that War Housing Center personnel understand

what General Orders cover eligibility, and how eligibility is determined.

+02 Orders Applying Fligibility The statement of policy issued
Jointly by the War Production Board and the National Housing Agency on
April 15, 1942, l/ established that the National Housing Agency would
provide new housing only for war workers whose in-migration from beyond
the distance of feasible transportation into localities of intensive
war production activity is indispensable to augment the loczl labor
supply to the extent necessary for securing maximum practicable war
production. NHA General Order No. 60-1 and its amendments define an
indispensable in-migrant civilian war worker and thus provide the basis
for the application of these occupancy standards, or controls, to all
types of war housing. NHA General Orders 60-2 and 60-3 and their amend-
ments extend the provisions of 60-1 (and thus the standards of occupancy
and reoccupancy) to private war housing for which application for nyiori-
ties assistance was made on or after February 10, 1943. General Order No.
60-5 and its amendments similarly limit the occupancy and reoccupancy

;/ War Production Board and National Housing Agency Policy for War
Housing (4/42 - 12/42) reproduced in Administrator's Order No. 9.
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of most public war housing to indispenssble in-migrant civilian war
workers, NHA General Order No. 3C-9 applies the same eligibility
requirements to public conversions and alsoc provides that tenants shall
be selected from persons referred by the War Housing Center. NHA
General No. 6C-8 gives a private builder applying for priorities
assistance on or after February 10, 1943 the alternatives of accepting
tenants from among applicants referred by the local War Housing Center,
of sending prospective tenants to the Center for eligibility determina-
tion or, finally, of himself determining eligibility (by the standards
contained in the text) and then reporting compliance. An FPHA Circular
titled War Housing Center Registration and Referral Procedures, dated
May 14, 1943) provides that the FPHA and local authorities will accept
the War Vorker's Housing Referral Cards as conclusive evidence of
eligibility insofar as the requirements of é0-1 are concerned. Appli-
cants going directly to the public housing projects are not now
required to first obtain a determination of eligibility at the Center
although this may be arranged otherwise on a local or regional basis.

.02 Applying Fligibility Standards Except where the Regional
Representative finds otherwise, eligibility procedures apply only to
applicants for dwelling units. Sections 8-10 of NHA Regulation 30-1A
and Section 8 of Rrgulation 30~1B establish the procedure whereby the
Center will determine and record the eligibility of any civilian
applicant either for the occupancy of war housing (in cases where
prospective tenants are referred by builders) or for referral by the
Center to any type of dwelling unit. Sections 3-4 of Regulation 30-1C
cover the determination of the limited eligibility of military applicants.
The entire process may be simplified if viewed as two tests applied
to the data recorded on Form 20-35, These are:

a. Status as a "War Worker" A civilian applicant is a war
worker if the firm by which he is employed appears on the locality list
or is listed in Priority Classes 1-4 of Bureau of the Budget Circular
#L00 (amended as shown in NHA Memorandum 41-2), For purposes of housing
assistance a military applicant is a war worker if either stationed or
convalescent in the locality.

b. Status as an "In-migrant" Military applicants do not have
to be "in-migrants" but & civilian applicant, to be eligible for
assistance, must cualify both as a "war worker" and as an "in-migrant".
In-migrancy most frequently arises from the fact that the worker's
former residence, or that of his family, is beyond reasonable commuting
distance. Unless the Regional Representative establishes other criteria,
commiting distance is assumed to be reasonable if the round-trip cost
is not greater than 50 cents or the normal round-trip travel time is not
longer than 3 hours. As described in paragraphs (d) and (e) of
Section 9.04 of Memorandum 30-14, there are two classes of war worker

November 1943




————

‘ Section 62 APPLICATIONS AWD REFERRALS Page 89

applicants who, while not physically in-migrating to the area, sre
to be given equal consideration with in-migrants because they are
without housing. The first of thesz two classes is comprised of
essential war workers who are required to vacate present housing
th.rough condemnation or conversion or under OPA regulations. The
second class is composed of essentiel war workers who have come

to the locality on or subsequent to July 1, 1941 (or any subsequent
date fixed by the Regional Representative), but who are currently
living under substandard housing conditions.

.04 Verification and Inspection Practice varies greatly
among War Housing Centers with regard to verification of an appli-
cant's claims to eligibility. This variation results from varying
local experience. As pointed out in Section 7 of Regulation No.
30-18, positive verification of employment, occupation, and in-
migrancy is not normally necessary. Written proof should be
required of all persons claiming they have been evicted, and an
inspection should be made of the living quarters of otherwise
eligible applicants who claim to be inadequately housed. In areas
where verification of eligibility is necessary, the photographic
identification badges of the employing firm may be used or arrange-
ments may be made with the employment departments of the war plants

. to provide their employees with identifying certificates.

+05 Delegation of Authority for Determination of Eligibility
and for Referral Because of the size of the workload at the War
Housing Center or the distance applicants would have to travel to
apply there in person, Regional Representatives have in certain
cases approved agreements delegating partial authority for the
preparation of Applications for War Housing (Forms NHA 30-35), for
the determination of eligibility and, in a few instances, for the
issuance of formal referrals. Such delegation has been made to
employment offices of war plants and, in the District of Columbia,
to certain federal agencies, The practice is not suitable for
general use either from the point of view of standardizing
eligibility review or from the viewpoint of the applicant himself
(it being false economy to save him one trip to the Center only to
require that he spend more time inspecting unsuitable qnarters{.
Delegation of authority to determine eligibility and to make
referrals is effective only where the interviewers can be trained,
where there is formal agreement to abide by NHA standards and where
copies of the appllcations are turned over to the War Housing
Center for post-review, and where copies of the returned occupancy
reports (Forms 30-34, 30-40, and others) are also sent to the Center.
A model agreement of this type 1/ was sent to all Regional Representa-
tives on July 1, 1943.

. 1/ Relationships between War Housing Centers and Designated Repre-
sentatives of Government Agencies in D. C. Locality. (Typed).
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«06 Questions on Eligibility If there is any case on eligi-
bility which cannot be solved by reference to the various direc-
tives cited above, the question should be taken up with the regional
office, enclosing a copy of the pertinent applicatiocn.

SECTION 63. REFFRRAL

.01l General It is important not only to determine who is
eligible for referral to the limited supply of housing, but alseo
to refer eligible persons to housing in such a manner &s to consgerve
the supply, schieve full utilization, and best serve the applicants’
needs, ‘

.02 Referrsl of Civilians by "War Worker's Housing Heferral® snd
"Rooms List'" In accordance with Secticns 8 and § of Regula-

tion 30-1A only indispensable in-migrant civilian war workers bringing
their families to the commmity may be referred to any type of dwelling
unit by the War Worker's Housing Referral card (NHA Form 30~34). In
localities where the Regional Representative has determined that a
shortage of rooms exists the same form may alsc be used for equally
eligible applicants for single person accommodations. In ell other
localities, applicants for single accommodations (and otherwise in-
eligible small families) may be referred to rooms by the use of the
Rooms List card (Form NHA 30-40)., The procedure for the nompletion
both of this card and of Form 30-34 will be found in Ssctions 11 and
12 respectively of NHA Regulation No. 20-1A. Civiiian applicants for
dwellings who do not qualify as indispensable in-migrant war werkers
under the terms of NHA Gensral Order No, 60-1B, but who ave eligible
for housing "built" prior to February 10, 1943 may bs so advised but
under the terms of HHA Msworandum No, 30-25 may not @ 1
War Worker's Housing Heferral to any guarters. Aclually,
housing of this type now becoming available was progrémmed
assumption that it would be oo : Larand .
seeupled by others, this would be apt to leave =msss :
unhoused. If, with the &«id of the Reglonal Represw ve and the
FHA, an agreement has been made with the builders to house only
presently eligible persona, this problem will be minindzed. Similarly,
ineligible applicsnis should not be referred to listed units in existing
structures, save in sxceptional csses. The war housing progran was
prepared with the assumption that a certain number of units in existing
structures would become vacant during the programming period, and that
the operation of the War Housing Canter would malerially increase the
proportion of these units which would go to eligible in-migrsnts., Any
deviation from this rule would therefore be apt to vitliate ths program.
Finally, any unanthorized use of the relerral card destroys its value
as & symhol identifying the eligible applicant, prepares the way to
gradually expanding the list of szceptions, and lays the War Housing
Center open tc criticism as a competitor with private enterprise.

. most of the
under the
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& 3

Section H3.

forees by "Military Personnel
Housing Referral' NHA Gm@rail 3 %3-28 recognizes the facts that
members of the armed forces ap iecsesarily voluntary residents
of the locality in which they are stationed or convalescent and that
the families of these persons have 20 ***mpmied them there and will
probably continue to <do so. Rever parlier po'l:s.cy. NHA Hegulation
30-1C therefore authcrizes ‘é‘ ; venters to refer military

toe locatity to dwelliing units
- #nd in privately tinanced war

+03 Referral of Member: of .

in privately financed @&mt‘,ﬁ.;% ;
housing bullt with prioritiss szssi
In keeping with the agreement sigmac Jaly 16, 1942 by the Assistant
Secretaries of War and Navy and the Asmmistmtor of the KHA {which
arose from the fact thst the prrvw%‘m of weapons and war vlants
would be jeopardized i1 addit sing were to te built for
all the thousands of migrant .81}, members
of the armed forces are notb ; ne referred
by the War Housing Center ic pu Mam@g" 1L or’ cmww’ced war
housing or privately financed ;
priorities asasistance sowpht oo
standards may be relaxed gener
gsentative in sceord with -
General Ordsr 60-30 and Seothion
Regulatior =l cowsn nut ek iBnge

%

Ty b;»;" uhe ’ie’ag&f
“*iirae:i in Ssetl

3 Jr*er’ é{bmi

]

local a?rangeﬁnm% with ;m 3
accordingly but members of &
encouragsd to bring in b
remains acute, Besides tabin

Lerelse be
iw tﬁe haumug whlon
he burden off the {enter,
;at;ages -~ first, procurement

s

the changed policy has two post s B
will be facilitated im that mbiic =
for military personnel as well se wor
the military, Centers mey bhe bett
conserve) the housing they cbiai

s; and second, by serving
- abls to control (and, therefore,

To protect the signifivarcs of the so-called ¥ Card®,

Form 30-34, eligible members of ths am&*sd forces will be referred
on Form 30-L4: Military Persconsl Hoveing Referral. Since these
applicants have mly ilmited ol . cars must be erorcised in
selecting dwelling unite (t.hmﬁg& the Psource” coded on Form 30-11 -
in accordance with instructions in Regvlations 30-18 and 30-1C) which
they may legally ocecupy.

: be interpreted io prevent

Nothing in this reviaizon s wiis
the referral of military applicants, =o ming as single indim,duals or
as members of two-person familizs. i+ coms by use of Fery H-40:
Rooms List.

+04 Limited Referrale Just as it § splicants
interested in listings submittw;%‘. hy 2 v sfmrred

directly to the agent, and not
that prospective tenants refa
or manager for a detemiziam@h :

> A% *—“ﬁi‘!ti&l
igible)

1943

oo sought before February 10, 1943.
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only to that builder®s property. This may be done by listing that
property only on the back of the referral card issued to indicate eligl-
bility. Other types of limited civilian referrals, for example, those
arising from the desire to obtain full use of the property (ses Section
63.07 below) or from partial eligibility (as in the case, of otherwise
eligible federal employees of agencies in classes 1~4, as described in
Section 2.03, above, who are ineligible for public new and converted
units, projects built with Title I, Lanham Act funds) may be made by
writing appropriate limiting clanses after the first paragraph of the
War Worker's Housing Referral card (Form NHA 30-34).

Nothing in this section should, however, Le understood to
authorize the issuance of Form 30-34 to other than indispensable in-
migrant civilian war workers.

.05 Sequence of Referral - Types of Applicants Where the housing
market is sc tight that not all eligible applicants can be referred to
s {hat thofe persons whose presence
is relatively most essential to the war effort will be given first
preference. In localities having only one war plant or where all war
plants are performing similar work, a classification of the degree of
essentiality can usually be made, or revised, with the assistance of the
appropriate employment divisions. In localities having several plants
operating in different fields, it may be possible to establlsh two or

i Fome (s = peracn, preferably

the manager of tiz local USES, review the employers' classifisation of
various occupations. Thsse clasaifications should bs re-examined from
time to time sy lsbor needs change, Essentiel civilian war workers
should be given preference over families of military personnel,

v de

Fithin sach cluss of essential % iz believed that those
whose housing vh gt example,
the family i the worker

Hefore war

whose family -
WOCHETS Y cse who find

LR 1‘3
their present lnu to send for thelr

families.

In cases of equel housing need within the same level of
importance to the - effort 14 would seem desirable to refer first
the person with the ol

st

dest sctive asppllcation.

06 Secusuce of Geferrsl - Yypes of Housing The prsvious para-
graphs have discussed problems of referra

in an extremely ceitical
housing market. ¥ 21w, 4t may occasionally be possible for the
War Housing r » sn appllcant to various types ol prewar
and war housing. & opbion exichs, the Center should, if all
other fzetors ars eyanl, scleet nousing in the following order: pre-
onversions, private new construction, public

z new construction.

5 & e &
srg pabl

This order 32 not only in accord with the NHA principle that
privete housing be given preference over public housing, but, because
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the occupancy control increases in the same order, it is desirable
that eligible workers be referred first to the uncontrolled housing.

.07 Fall Use of Housing It would be poor policy for War Housing
Centers to urge, publicly, the complete utilization of housing and
then to adopt the practice of referring small families to large units.
Section 11.01 of NHA Regulation No. 20-1A sets forth the standards of
referral which govern the relationship of family size and composition
to the size of units. In view of the increasing average size of
families making up the migration, special emphasis should be placed
upon the rules that:

a. groups of single persons should never be referred to
dwelling units as long as rooms are available;

b. a two person family should not be referred to a two
bedroom wnit; and

c. the average number of persons per room should be about
.75 persons per room (with, however, the limitation that older children
will not have to share a bedroom with their parents or with other per-
sons of opposite sex).

Every effort should be made to discourage landlords from
precluding occupancy of their listed units by families with children.
The larger of these units should always be ear-marked for families
with proportionately larger numbers of children.

.08 Other Factors in Referral Dwelling units selected for
referral should be appropriate in rent and location to the applicant's
needs. It is undesirable to refer an applicant either to a dwelling
the rental of which is beyond his income, or to one which is priced
mich below his ability to pay. Ordinarily, the total cost for hous-
ing should vary between 1/5 and 1/4 of the tenant's income. Ordinarily,
it will be found wisest to use as "income" the figure which represents
the base salaries paid to the principal wage earmer. This would not
include, therefore, any overtime pay or any pay received by secondary
wage earners in the family who do not ordinerily form part of the labor
market. The referred dwellings shonld be located as conveniently as
poseible to the applicant's place of work, but if the applicant owns
a car, more latitude in location will be possible. If the War Housing
Center is to continue to have the cooperation of the community in
meeting the war housing problem, it is wise to refer applicants strictly
in accordance with the preferences, if any, stated by the landlord.

SECTION 64. HANDLING REPORTS ON OCCUPANCY

+01 General There are two aspects to handling reports on occu-
pancy - first, the maintenance of the counter file of listings, and
second, the review of eligibility of tenants accepted by bullders and
reported by them on Form NHA 60-8.
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«02 Maintaining the Counter File If the in-migrant war worker
ls to be adequaiely and efficiently gerved in the War Housing Center
and if the housing inventory as reporied by the Center is to give a
true picture of housing conditions, it is essential that the cards in
the counter file reflect only presently available units. Section 13
of NHA Regulation 30-1A describes the principal methods of maintain-
ing the comnter file by processing ths varicus reports om occupancy.

In addition Lo telephons reporits {occupancy reports obtained over the
phone whén the Center is about to refer a new applicant to a listsed
unit), the day-to-day correction of the files is accomplished by the
use of returned forms NHA 30-34, 30-40, and 30-44, and by the use of the
compliance and occupancy reports (Forms NHA 60-8 and 60-9) submitted by
builders in accordance with NHA Generszl Order 60-8., Some War Housing
Center Mancgers have also found it useful to obtain deily reports from
the managers of local public houcing projects and to maks periodic checks
with the cooperating property managers handiing the largest numbers of
listed units. Maintaining good working relationships with landiords

and conducting the office in a manner which will creats general re-
spect for the War Housing Center will be likely to asaure the regular
receipt of reports on ocoupancy. The ccunter file should not, of
course, contain any units which are unsuitable for referral. Units

of this type are not only useless to in-migrants but the very presence
of the listing card in the counter file will inflate the inventory im
the monthly Report of Operations (Form WHA 14-~3 - Revised).

.03 Review of Eligibility of Qcecupancy Beports As was prev-
iously indicated, NHA General Order 50-8 requirss builders of private
war housing on which priorities sgsistance was sought on or after
February 10, 1943 to submit a compliance report if they do mot choose
to accept any of the applicants referred by the War Housing Center.
The same General Order requests builders of housing on which priori-
ties assistance was sought prior to February 10, 1943, to voluatarily
submit an occupancy report on Form NHA 60-9. Thess reports are first
used to remove from the counter file the listings of wnits which are
no longer available., However, NHA Regulation 60-2 provides for a check
of Form NHA 60-8 to determine compliance with the coocupancy conditions
of priorities assistanc or other govermmental suthorization to build.
Where reports are received on buildings erected in localities serwsd
by War Housing Centers, thia check will be made by ths Center itself.
Forms 60-8 are distributed by the FHA at the same time the CMP-H-1
is issued. When returned by the builder, they will be checked im
the War Housing Center to determine, from the information contained
thereon, or from other material available to the War Housing Center,
whether the tenant is eligible. Where a check of Form 60-8 indicates
non-compliance, a detailed report of the violation should be made %o
the Regional Representative for his review and possible action.
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CHAPTER 7, THE CONVERSION PROGRAM
SECTION 71. OBJECTIVES OF THE PROGRAM

.01 Relation to the War Housing Program As set forth in section
14 of Chapter 1, the programming processes of the National Housing
Agency contemplate meeting the war housing need first through the use
of all possible existing housing without alteration. The operations
under the Homes Use program for securing and tenanting this shelter
are described in Chapters 5 and 6. Where the complete need cannot
be met by this use of existing shelter, a certain number of units are
then programmed to be produced with a minimum of critical materials,
by private or public conversion., The present chapter describes the
means by which these conversions are obtained.

SECTION 72, ADVANTAGES OF CONVERSIONS

.0l Savings in Materials, Labor, Time, Transportation and Money
Conversions possess a variety of advantages in that additional
accommodations can be produced with definite savings in critical
materials, labor, time, transportation, and money. The use of
existing underground utilities ls especially effective in saving
critical materials where present structures are converted. Another
important item, since the shortage of rubber has reduced the use of
automobiles, is the saving in transportation by housing workers
closer to their place of employment.

+02 Comparative Cost and Material Data It has been calculated
that the total amount of critical metals required by an ordinary

conversion is approximately 700 pounds compared to 1,989 pounds for
new temporary housing or 2,750 for new permanent housing as now
constructed. There is an average total saving in cost of both labor
and materials of all kinds approximating $3,000 per unit. Such a
saving is sufficient to purchase the following munitions:

3 Jjeeps, or
5 machine guns, or

16 depth botibs, or

20 parachutes, or

35 Garand rifles, or

500 antitank shells, or

150,000 cartridges, or
Enough fuel oil to run a destroyer 6,000 miles.

«03 Savings through Operation by Existing Organizations It is
important to note also that the conversion program is a decentral-
ized program. No new operating organization has been created for
its promotion, but the work is being carried forward by utilizing
existing facilities. For instance, the publicly financed program
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delegated to the HOLC is being handled by that organization's
Reconditioning and Property Management Divisions, both of which engage
local architects, brokers, and attorneys on a fee basis wherever
possible.,

SECTION 73, BASIC ORGANIZATION FOR CONVERSIONS

.01 Responsibility for Program By the provisions of Section 2.0l
etc., of NHA General Order No. 21-7A, the Assistant Administrator :
(Homes Use Service) is responsible for the execution of the conversion
program. He may assign the execution of portions of the program to
the constituent units of the NHA but he ret iins responsibility for
coordinating the various elements of the program and for such review
of operations as may be necessary to secure the successful execution
of the program,

+02 Three Parts of Program The total conversion program is
divided into three parts, viz:

a. Privately financed conversions te produce additional
rooms or family dwelling units, promoted by the Homes Use Service
with the assistance of the FHA, and the War Housing Center at the
local level,

b, Publicly financed conversicns to produce dormitory
units for individual workers, handled directly by the FPHA.

¢. Publicly financed conversions to produce family
dwelling units, handled by the HOLC.

These three parts of the general program are described in
the following pages.

SECTION 74. PRIVATELY FINANCED CONVERSIONS

«01 Nature of Responsibilities The nature of responsibilities
in the private conversion program may be summarized from NHA General
Order No. 30-10 as follows:

a. Assistant Administrator (Homes Use) The Assistant
Administrator (Homes Use) has been agsigned responsibility for the
development and execution of the private conversion program.

b. Regional Representative of the Office of the Administrator
The determination of the need for, and the size of, the private con-

version program in any locality is the responsibility of the Regiocnal
Representative who also, as a part of his responsibilities for field
operations, is charged with effectuating the program.
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c. The Federal Housing Administration The FHA has a
definite responsibility, interest and concern with private conver-
sions arising from the facts that it is the processing agent for all
applications for priorities assistance and that under various titles
of the National Housing Act, it is authorized to insure mortgages,
the proceeds of which are used in private conversion. It is given
the assignment of enlisting, through its long established contacts,
the support of lending institutions and msterial and supply interests.
The FHA's valuable fund of experience in private conversion activities
is to be utilized in connection with the facilities of the War Housing
Center in a common effort to promote private conversions where
programmed.,

-

de The War Housing Center As part of its responsibilities
with regard to the local Homes Use program the Center is charged with

the promotion of private conversions where a quota has been established
for the locality.

+02 Promotion of Private Conversions When a private conversion
quota has been established for any locality, the Regional Representa-
tive and the local Director of the FHA shall determine whether or not
a promotional campeign is required or desirable. Where a campaign is
to be undertaken, plans for joint operations shall be laid. Usually
the War Housing Center will be charged with general promotional
activity and the FHA with contacts in the building industry., Where
necessary, FHA personnel will train War Housing Center employees in
the determination of suitability of properties for conversion, methods
of applying for financial and priorities assistance, and the require-
ments for Title I, II, and VI insurance, as well as the preparation of
applications for exemption from Regulation W J_-/ and the requirements
of rent control. Arrangements may be made for the FHA to put the
Center in contact with qualified lenders and materials dealers, to
provide the Center with necessary forms and descriptive literature,
and, sometimes, to station an employee at the Center during the high
point of the campaign.

.03 Participation of War Housing Centers Not only is the Center
charged with the responsibility of coordinating promotional activities
but it shall also record service and follow-up inquiries with respect
to conversions. War Housing Centers should advise owners of the
general advantages of conversion. They should either themselves
screen the proposed conversion for economic practicability or should

_L/ Board of Governors of the Federal Reserve System, Consumer Credit
Regulation W, as Revised Effective May 6, 1942, plus all subsequent
amendments,
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refer the owner to his cholce among the list of financial institutions
or materials dealers which are cooperating by giving such screening
services. War Housing Centers shall assist property ownhers in pre-
paring Forms WPB-2896 and in obtaining prior approval of the rent
schedule from the OPA. They are also charged with initiating requests
for free technical service as described in the paragraph below,

«04 Free Technical Service On August 18, 1941, a msthod was
announced which provided free technical service by the fee and
salaried technical personnel of the Home Owners' Loan Corporation to
property owners interested in converting their properties. The
President made $100,000 available from his Presidential Emergency Fund
to defray the cost of such free services.

This is not a program for supplying cash or mortgage loans
for remodeling but is a device for promoting cooversions by furnishing
the owner with ready information as to wiether or not his building is
a proper subject for conversion.

Examples of the forms and of the instructions used by War
Housing Centers may be obtained from the Regional Reconditioning
Supervisor in the HOLC regional office., Supplies of forms should be
ordered by the usual method of requ151tlonlng War Housing Center
forms. Clearance for the initiaticon of the service in any Center will
be arranged by the Regional Representative with the Regional Manager
of the HOLC.

a, HOLC fumishes technicsl advive Briefly, any War

Housing Center or Homes Registration Offise can, by contacting the
nearest HOLC office or representative, srvange to have an architect
inspect properties and advise omners regay ?he fearibility and
cost of conversion. This preliminary Le . servics is furnished
ah ne charge to the owner. However, iif the owner decldes fo proceed
with the work, the exscution of the plaass and {he sctual cost of
construction are to be pald by hiw, The War Housing Center or Homes
Registration Office will advise the owner on methods and sources of
financing.

b. Method for processing applications Applicants for this
service will fiil out Form NHA 30-1lL (formeriy HA-10j: Application
for feconditioning Service and file it with the War Housing Uenter or

Homes Registration Office. The forn will be sereened by the office
with the use of Form NHA 30-15 (formeriy #R-10a), "Heview Sheet for
Screening Reconditioning Applicatiocns", If sn exasination of these
forms Indicates that the subject property is properly located and
struocturally suitable for conversicn, the case is then assigned to
the nearest HOLC Regional Office for investigation, using Form NHA
30-13, (formerlv DHR~20), "Authorization for Reconditioning Service".
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c. Action on reports Upon receipt of the report of the
HOLC investigation, on Form UHE-~2i: Scope of Reconditioning and
Estimated Cost, the War Housing Center will discuss the matter with
the applicant. If the report is favorable, the office will outline
the further steps to be taken, such as methods and sources of
financing, FHA assistsnce, and the need for further technical help
in preparation of plans, letting of contracts, etc.

It is considered important that the War Housing Center
maintain an appropriate follow-up to encourage definite action by the
applicant and to record the final disposition of the case.

«05 Financing Private Conversions The problems in private
conversion most fregquently brought to War Housing Centers concern
financing. For the information of those who are interested in this
subject, the following facts may be noted.

a. Accomplished by private funds or FHA Title I Privately
financed conversions may be undertaken by individuals with their own
funas or with borrowed funds, and in either case with or without the
ald of FHA insurance under Title I cf the National Housing Act.

b. Loans insursbie up to $5,000 Most banks and lending
institutions will ake FHA Title I loans for conversions. These may
be in any amount not to exceed $5,000, inclusive of financing
charges, and may have a maturity not in excess of 7 years and 32 days.

¢. Exempted from Regulation W Conversion loans are
excepted from Regulation W of the Federal Reserve Board which limits
the term for which loans msay be made. The method by which an
exception is obtained provides for the borrower to complete NHA
Form 60-5 as set forth in Section 7 of NHA General Order No. 60-4A,

.06 Priorities and Rent Requirements The next most frequent
group of questions concerns priorities and rent requirements. Here
the following facts may also be noted:

a. WPB and OPA limitstions apply The general limitations
on the use of critical materials and on rents, which have been issued
by the WPB and the QOPA, apply to the privately financed conversion
program. These are set out in detail hereinafter under Section 79,
Provisions Common to_all Conversions. ‘

b. Qccupangy limited to war workers uccupancy of housing
built with priorities assistance is limited to the types of persons
stipulated in the application for such assistance. In housing "built"
on or after February 10, 1943 this means indispensable in-migrant
civilian war workers as defined in NHA General Orders 60-1B and 60-8
and applied in General Order No. 60-8.
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.07 Relation to Publicly Financed Conversion Program If both a
private and a public conversion program have been approved for any
locality and if, where the }ocality is small, there is any danger that
the promotion of public conversions is likely to interfere with the

production of privately financed conversions, the Regional Representa- -

tive may delay temporarily the start of the public conversion promotion
campaign. Where carried on simultaneously, all promotional material
and activities will clesrly indicate the precedence of private con-
versions in the order of desirability. This same emphasis shall be
carried out in all contacts with property owners in order that as

" large a proportion as possible of potential conversions may be

accomplished under the private program,

SECTION 75. PUBLICLY FINANCED CONVERSIONS - FPHA

o0l Field of FPHA Activity

a. Dormitory conversions In general, tue FPHA will con-
fine its conversion activities to the provision of non-housekeeping
wnits for single workers and couples in accordance with formal
programs issued by the Office of the Administrator of the NHA.

b, Family dwelling units The conversion of dwellings to
provide additional family units is generally the province of the
HOLC; but cases may arise where the Homes Use Service or the Regional
Representative of the Administrator®s Office desires FPHA to
participate in the conversion of a large building for use as family
dwellings or in the management of larger converted projects involving
family dwellings. Such cases will be determined jointly by the
Regional Representative of the Administrator's Office and the Regional
Director of FPHA.

02 Acquisitiosn of Properties

&, Suitzble types Among structures suitable for conversicas
by FPHA may be mentioned school buildings, office buildings, hotels,
inns, and storage and loft bulldings.

b. Acquisition by lease FPHA conversion projects will
usually be leased, not purchased, and the term will be seven years.
Lease Form FPHA 1172, which is the prescribed form for the conversion

~of FPHA pmjects; states whether the owner will take the building at

the end of the term either (&) with all the improvements as made by the
Government, or {b) with such improvements removed. At the time of the
signing of the lesse, the owner will indicate his election betwsen
these altematives and the lease will provide accordingly. IV 1s
expected that this election will be made largely on the basis of
anticipated foture use of the building. Thus, if a warehouse is being
converted to dormitories and it is anticipated that it will revert to
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warehouse use, the owner will undoubtedly wish the improvements
removed. On the other hand, if a hotel is being remodeled for
dormitory use, the owner will very likely desire to retain the
improvements, as they enhance the value of his property.

In determining the rental to be paid to the owners,
consideration should be given to this decision as to whether the
improvements are to remain as an enhancement to the value of the
property. In such a case, it is expected that the rental, to the
omer vwhose property value will be enhanced by such improvements,
may be less than in other cases (e,g., a warehouse) where improve-

ments are to be removed because the owner does not desire to retain
them,

¢, Amortization of improvement costs not mandatory
Although an attempt is usually made to amortize the cost of improve-
ments during the seven-year period of the lease, 3 conversion project
for dormitories is not necessarily unacceptable because full amorti-
zation would not be possible within this period. In such a case,
the Government must weigh the relative cost of non-housekeeping
units produced through eonversion with corresponding units provided
through new construction.

d. Condemation of desirable property If necessary, in
order to obtain occupancy of a desirable building, a leasehold may
be condemned by the filing of a Declaration of Taking or by pro-
ceeding under the Second War Powers Act, but such procedure is not
resorted to unless conditions justify, as in the case of a vacant
building where a pressing need can be met more quickly through
conversion than through new construction.

e. Acquisition by purchase If the improvenents to be
made are extensive and relatively high in cost, as compared to
purchase price of land and present improvements or if, for any
reason, it would seem in the Government's interest to acquire title,
the property may be purchased outright rather than leased; but such
procedure must be thoroughly justified.

«03 Management of Properties

&. Standard procedures followed An FPHA conversion pro-
Ject should be large enough to justify a resident manager, and
usually have 200 occupants, at least either in one building or in a
few closely related buildings. All conversion projects will be
managed in accordance #ith existing FPHA procedures.

SECTION 76, PUBLICLY FINANCED CONVERSIONS - HOLC

«01 Qutline of Plan
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a. Acquisition of property by lease The Homes Use
Service public conversion plan contemplates Government acquisition
of the property by lease, with return to the owner-lessor after a
period of time determined by the lease. During the term of the lease
the Government will rent the property to certified in-migrant war
workers.

b. Funds from Lanham Act The funds for this conversion
program come from the Lanham Act, which does not provide for
subsidized housing. The conversion plan contemplates that the
Government will get a full principal return on its investment. The
plan does not contemplate subsidies to property owners in the form
of Government-financed alterations and improvements not recovered
from rent revenues during the period of operation and control by
the Government. Nor does the plan contemplate that the owner will
subsidize war workers by absorbing or risking an ultimate loss
through the conversion plan.

c. Net income paid to owner Where the estimated remt
revenues to be collected from tenants exceed all estimated costs,
the balance will go to the owner of the property as his fair com-
pensation, based upon the value of the converted structure for war
housing purposes. The owner, not the Government, will benefit to
the extent that the undertaking produces the "net income" contem-
plated at the time of the lease, If ™et income" during actual
operation exceeds the amount contemplated, the Government benefits .
thereby,.

d. Contingencies sbsorbed by the Government If the
unforeseen contingencies and unavoidable risks of war cause some
losses in the operation of converted housing, these losses, in all
fairness and practicality, will be borne by the Government, which
is enjoying the use of the property for the prosecution of the war,
But even assuming some such losses, the ultimate total cost to the
Government on feasible conversion projects will be less in terms of
time, material, or money than the ultimate cost of an equivalent
number of newly constructed temporary accommodations.

02 Legal and Financial Requirements

a. Five main steps in formula The conversion plan is
set forth in detail in the following outline of the normal steps in
passing upon and setting up & conversion job:

(1) Determine the number of additional dwelling units
of various sizes (for families and couples) that the proposed
conversion of the structure will yield for the use of in-migrant war
workers, and also the number of dwelling units in the structure that
will be occupied by others. ‘
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(2) Estimate the total anmual rentals (shelter rent
plus all utilities) that will be charged all occupants (war workers
and others) during operation and control by the Government.

, (3) Estimate the annual operating costs under
operation and control by the Government. These, 21l of which will
be assumed by the Government and paid out of the annual rentals
charged occupants, include: operation and maintenance, upkeep and
repairs, etc. No allowances will be made for vacancies, menagement
costs, or uncollectible rents., These preliminary estimates will be
based upon established and uniform cost standards for various classes
of projects in various sections of the country.

(4) Determine the margin between estimated total
annual rentals and estimated annual operating costs, by subtracting

(3) from (2).

(5) Determine the annual rent to be paid by the
Government to the owner. This will be inserted in the lease and
will be calculated by subtracting from (4) the following annual
items, all of which are to be paid by the Government: taxes and
assessments, water rates, etc,; principal and interest payments on
mortgages, liens, etc.; insurance; and one-seventh of the estimated
cost of the conversion job, i.e., alterations, improvements, and such
back taxes and debts as are assumed by the Government.

If taxes and/or insurance are to be paid by the
mortgagee or other lienor, amounts to cover such items may be in-
cluded in the amount to be paid to the mortgagee or the lienor and
need not be set up separately in the formula. Amounts to cover
taxes, water rates, and insurance will only be included in the
formula as separate items when the Government is to pay these items
direct for the owner.

b. The controlling test If item (4) above is not large
enough to permit deduction_of the annual items to be paid by the
Government [item (5) above/ and to leave an annual rent [item (5)
abov_e7 satisfactory to the owner, then the conversion of the
structure is not feasible unless the owner is willing to share the
cost of converting the property to the extent that the formula will
produce a net rental. This test provides the control factor for
the permissible size of Government expenditures for alterations,
improvements, and other items in the conversion cost.

On the basis of these estimates, the annual rent to
be paid by the Government to the owner is determined, and the lease
may be entered into if the terms of the plan are satisfied.

c. Formmula loses significance after signing of lease
After the lease has been signed, the formula ceases to have any value,
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except as a record of the calculations by which the amount of the
lease was determined.

If, subsequent to actual conversion of the project,
annual rentals [.’:tem 2) abov§7 prove less than estimated, or operating
costs fitem (3) abovg} or annual deductible items /item (5) abovg]
other than new assessments prove greater than estimated, the Government
will not burden the owner with these unforeseen contingencies, and

the annual rent to be paid by the Government to the owner will remain
unchanged, Correspondingly, the annual rent will not be affected if
annual rentals /item (2) above/ prove more than estimated, or if the
other items just enumerated prove less than estimated.

.03 Period of the Lease

a, Seven year term The lease runs for a normal term of
seven years. ‘

No renewal nor extension is now provided for, although
an early form of lease permitted an extension for an additional term
of three years.

b. Government may cancel on month's notice The Govern-
ment reserves the right to cancel the lease after 30 days' notice,
The question is often asked why such right is not given to the owner
also. Manifestly, if the owner could also cancel after 30 days!?
notice, the Government'!s sole purpose of providing dwelling wnits
for war workers could be defeated and a considerable loss sustained
in addition.

¢. Conversion costs also cancelled In case the lease is
cancelled prior to the expiration of the seven-year term, the un-
amortized portion of the conversion cost is likewise cancelled. For
instance, if the conversion cost amounts to $2100 and the lease were
cancelled after the expiration of three years, the owner would be
released from any ovligation to pay the remaining four-sevenths or
$1200. This provision of the lease constitutes a highly attractive
inducement to prospective lessors.

Ol Limitations on Cost and Size

a. Maxdimum cost $2,500 per unit for war workers In the
case of conversion by lease, there is no need to evolve cost limita-
tions on an arbitrary basis, since the legal and financial plan for
conversion makes such limitations a natural derivative of the war
housing value of the job to be done, Expenditure for conversion is
Justified in such amounts as the job will carry. However, it is
deemed advisable to set a maximum cost limitation of $2,500 per
dwelling unit to cover those exceptional cases where the operation
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of the financlal formula does not effect the limitations contemplated.
Such maximum cost limitation, even with net rent paid by the Government
added, is well below the cost limits of the Lanham Act.

b. Units occupied by non-war workers not counted In
computing the maximum cost limitation for any conversion job the
$2,500 per unit limit will apply only to those additional habitable
units in the premises leased to the Government which the conversion
will make available for rent to im-migrant war workers and shall
not include any units to be provided in the converted property
which will be rented to the owner or to present tenants of the owner.
In other words, where the structure contains one habitable unit prior
to the conversion and three units after conversion, the total allow-
able expenditure will be $5,000 if the two additional units are
made available to war worker tenants.

c. Fees included in conversion costs The $2,500 limit
per unit must include architectural, brokerage, and legal fees
that will be incurred by the Government in completing the conversion
and, if the conversion is to be temporary, also the cost of
reconverting the property. If past-due debts or delinquent taxes
are to be paid in connection with the conversion,, then the amount
of such items must be included in the conversion cost.

d. Average cost limited to $1,600 While the maxinmum
cost has been set at §2,500, attention is directed to the fact
that present policy limits the average cost of $1,600 per unit.
This figure cannot be exceeded as an average as conversion funds
are appropriated on this bases.

e. Excess construction cost borne by Government It is
understood that leases are negotiated upon the estimated cost of
conversion. If the actual costs of the conversion job (including
the actual fees incurred) are in excess of those estimated, the
additional cost will be borne by the Government and will not in any
way alter the lease between the Government and the owner. It is
acknowledged that unforeseen contingencies and the wnavoidable risks
of war will cause increases in the actual cost of conversion Jjobs
over the estimated costs. Those in charge of the conversion opera-
tion are expected to exercise care in preparing all estimates, but
will not be held responsible for inability to secure the performance
of the work at the estimated cost.

f. Size limited to six rooms per unit In order that the

conversion of any structure shall be as productive as possible of
additional family accommodations, the maximum size of any single

dwelling unit in a converted structure has been limited to six rooms,
It is anticipated that approximately 50% of all units will be 3
rooms in size., One-room efficiency units are permissible but are
not looked upon with favor.
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+05 Rentals

a, WPB and OPA limitations apply The general limitations
on rents promulgated by the WPB and the OPA apply to the publicly
finenced conversion program. These are set out in detail hereinafter
under Section 79:'"Provisions Common to All Conversions.™

b. Rents set up in formula are charged The rents charged
by the Government to the tenants of publicly financed converted
dwelling units will be the rent estimated for such uwnits at the tinme
the property was leased by the Government (NHA General Order No. 30-6A,
Section 2).

c. Higher rents chargeable to non-war workers Non-war
workers remaining as tenants after conversion are not affected by
these limitations but may be charged rents up to the prevailing rent
for comparable accommodations, (NHA General Order No. 30-6A,

Section 3,01-d). Generally speaking, it is not considered sound
policy to take advantage of such a differential in computing the
formula, as any replacement of a non-war worker by a war worker
tenant would mean an automatic decrease in the rent and the Government
would be the loser thereby, as it would still be obligated to pay the
owner on the higher basis,

d. Owner not penalized by vacancies A particular advan-
tage to the owner is the fact that the Government guarantees full
occupancy of the property; in other words, his return under the
lease continues undiminished even though the Government may be unable
to rent any or all of the dwelling units.

«06 Continuing Occupancy by Owner

a, Owner may continue as tenanv The lease provides that,
vwherever any owner desires, he may continue as a tenant after the con-
version has been completed, Every effort will be made not to dis-
commode him during the progress of construction.

b. Full control rests in government Upon leasing and
converting a structure, the Government is solely responsible for-
its operation and control, collects all rents, and pays all bills.
Divided responsibility in these matters betweer: the Government and
the owner would result in seven years of continuous negotiations,
and would confront the tenant war worker with two landlords, There~
1ore, although policy permits the owner and his family to continue
to live in the converted structure if he so desires, he does so as
a tenant rather than as owner or manager. He leases space from the
Government just as other tenants, and he surrenders responsibility
for the property when he signs the lease. The rent he pays to the
Government is treated like all other annual rentals and affects the
annual rent to be paid by the Government to him.
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¢, Government furnishes heat, etc, For the same reason the
Government, and not the owner, is responsible for furnishing heat and
other utilities, and for keeping the place in good condition and
repair. The furnishing of heat and other utilities may not be
required when portions of buildings are leased and the owner agrees
to furnish heat and other services, or in cases where it is the
custom for the tenant to furnish such items and where the rent to be
charged the tenant is established accordingly.

d. Owner mav be emploved for services An owner may be
employed to perform any services for one house or for several houses
in a neighborhoed, just as the Government might employ any other
qualified person to perform such services, Such employment, however,
will be on a uniforna {ee basis and will not reinvest in the owner any
rights or duties as an owner.

e, Owner's rent governed by OPA ceilings It should be
noted here that, where the owner remains as a tenant, his rent is
governed by OPA ceilings for comparable accommodations and not by
Lanham Act or WPB regulations for war workers. In this connection,
see comment under Section 76,06, immediately above.

07 Continuing Occupancy by Other Prior Occupants

a. Prior tenants may continue in occupancy Prior occu-
pants who are not war workers, other than the owner and his family,
mey be permitted tc retain space subsequent to conversion, although
this should not be sncouraged., Conversions wherein prior occupants

- will remain as tenanits will not be undertaken unless the number of

new units created for in-migrant war workers will justify the ex-
penditure and operation of the property by the Government. Such
occupants may be leassd space by the Government and the rent they
pay shall be treated the same as other annual revenues.

«08 Additional Financing by Preperty Owner

a. Owner may mske contribution If the estimated annual
income after conversion of a property is not sufficient to permit
the deduction of the estimated annual operating charges and esti-
mated annual carrying charges and leave an annual rent satisfactory
to the owner, the cwner may be requested to pay any past due debts
or delinquent taxes which have been included in the cost of conver-
sion, or may make an irrevocable contribution to the cost of conver=-
sion sufficient in size to permit the payment of a satisfactory rental.
Such irrevocable contribution should be made at, or prior to,
execution of a lease.

«09 Temporary Conversion by Lease

a. Temporary conversion defined A temporary conversion
is one wherein the ovmer agrees, at the time of executing the lease
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with the Government, that the property be reconverted in whole or in
part by the Government prior to the expiration of the lease.

b. Advantages listed In the conversion by lease program
it is expected that permanent improvements in the lease structures
will be the rule, In many cases, however, resort to temporary
improvements will be cheaper in materials, money, and effort; will
be quicker; will gain easier assent under local building codes; and
for all these reasons will enlarge the volume of war housing.

c. Applicable in areas adversely zoned This type of con-
version is especially applicable where zoning regulations have been

relaxed for the period of the emergency.

d. General plan applicable The general plan for conversion
by lease is applicable to temporary conversion with the following
modifications:

(1) Reconversion after Termination of Lease In
computing the fornmla to determine the annual rent to be paid the
owner, the estimated cost of the conversion job will include not
only the estimated cost of making the improvements but also the
estimated cost of restoring the premises to their original condition
prior to returning the premises to the owner. The Government will
undertake both jobs. It is anticipated that the cost of temporary
conversion and reconversion still will be less than the cost of
permanent conversion and that, where other factors are equal, the
annual rent to be paid by the Government to the owner will be
correspondingly greater.

»10 Partial Conversions

2. Leasing of portions of buildings permitted In many
cases the leasing of portions of buildings such as a vacant second
floor over a store, will prove to be a spsedier method of obtaining
additional units in critical areas than the leasing of entire build-
ings. A special lease in a considerably abbreviated form (Form NHA
No. 30-33) has, therefore, been provided for such cases, as set forth
in Section 2 of NHA General Order No. 20-5,

b, Modification in standard plan required Where such
partisl leasing is desirable, the general plan for conversion by
lease, both permanent and temporary, is applicable with the following
modifications:

(1) Negotiation on Case Basis Necessary The leasing
of a portion of a building must be negotiated on a case basis. It is

acknowledged that certain risks must be accepted where the Government
is not in complete control of the property. Since the acceptance of ‘
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the risk in most cases is preferable to undertaking the control of the
entire premises, the person negotiating the lease for the Government is
authorized to proceed without regard to the control of the entire
premises.

(2) Services Must be Determined In estimating the annual
operating cost under operation and control by the Government, only
such portions of operation and maintenance and such upkeep and repairs
are included as are to be assumed by the Government and which will be
paid out of the annual rent charged occupants. 2 determination of
the services to be furnished by the owmer to the Government, or by
the Government to the owner, is necessary in order to decide the
terms and conditions of the lease.

(3) Conversion Costs Limited to Reconditioning In
determining the annual rent te be paid by the Government to the
owner, it is necessary only to compute one-ceventh of the estimated
cost of the conversion job (i.e., alterations and improvements, and
reconversion in the case of temporary conversions) as the estimated
carrying charges. The lease does not contemplate that the Government
assume the payment of taxes, insurance, water charges, or payments

to lieners.

1l Accuisition of Vacant Property

a. Contrary to present policy The purpose of the publicly
financed conversion program is to help develop war housing for the
use of in-migrants only when such housing cannot be provided in suffi-
cient quantity by the existing supply or through privately financed
conversions. The Govermment, therefore, will not at present lease
dwelling units, which are already suitable for occupancy, for the
purpose of renting them to in-migrants., (NHA Memorandum No. 20-8).

b, Possible use with out-migratien program If a definite
program of out-migration should be adopted at scme time in the future,
it may then become desirable to lease properties "as is" in order
to assure the reservation of vacated properties for war workers,

If such a program develops satisfactorily, all pertinent details
will be submitted to Regional Representatives.

«12 Furniture and Fquipment
Not_generally supplied by the government In-migrant

war workers renting accommodations frequently will desire to remnt
furnished units, It is assumed that, if the property leased
through the conversion program is now occupied, the owner or
occupant, if he remains, will continue to use his own furniture.

He may have other furniture, however, which he can make available
for the additicnal units provided after conversion. In renting
converted units produced through Government lease, it is the poliey
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of the Government not to supply or rent furniture.

b. May be provided under exceptional circumstances Furni-
ture may be provided under exceptional circumstances under the terms
of the Lanham Act, where there is a prior finding by the Assistant
Administrator (Homes Use Service) that such installation is in the
public interest. In this connection, see NHA General Order No. 21-7B.

c¢. Qwner or tenant to contract independently Wherever
the omner of the property or any others having furniture desire to
rent it to tenants of the Government, they may be permitted to do so,
subject to their own arrangements and responsibility. A&ny such pay-
ments therefore are to be entirely separate and apart from the rental
payment for the dwelling unit,

SECTION 77. HOLC PROCEDURES

.0l General Procedure

a. Standard recondltioniggg_and management procedures used
In general, HOLC procedure in handling conversion cases follows its
customary methods in the reconditioning and management of its own
properties,

b. Operations decentralized The HOLC Regional Manager,
or his duly appointed area representative, is authorized to handle
all conversion matters on a decentralized basis., Wherever possible,
such operations will be conducted from the War Housing Center.

c. Specific functions detailed Applications will be
reviewed locally, properties will be inspected and leases drawn.
Plans and specificatlions will be prepared and construction under-
taken., Tenants will then be selected, rents collected, maintenance
taken care of, and a general accounting made of all receipts and
expenditures,

N2 Use of Fee Architects

: a. Work performed like any private operation The prepara-
tion of plans and specifications and the various construction opera-
tions will usually be handled by private architects operating under
a standard fee contract.

b. Plans subject to owner's approval Note that the lease
provides that plans and specifications are subject to approval by
the owner.

c. Standard bidding practice followed Competitive bids
will be taken, contracts awarded, and construction supervised as in
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any private operation. Usually three bids will be called for on each
project. Where it is impossible to obtain proper competition or
where the utmost speed is desired, contracts may be awarded on a
negotiated basis provided the negotiated amount is within the estimate
used in the formula. It is also permissible to group several projects
in one contract in order to make the work more attractive to bidders.
Completion bonds will be called for only when considered necessary to
protect the interest of the Government.

.03 Use of Fee Negotiators

a. Appointment by HOLC Upon agreement with the Assistant
Administrator (Homes Use Service), the HOLC may be authorized to
assume active responsibility for canvassing a locality for applica-
tions through fee negotiators to be appointed by the HOLC. As of

October 13, 1943, this system has been

localities where public conversions hax
of such fee negotiators to be appointec

the extent of the area and the size of

may be assisted by any number of cooper

b,

installed in 126 of the 219

re been programmed. The number
1 in any locality depends upon
the program. Fee negotiators
rating brokers selected by them.

Fees paid only for completed leases TFee negotiators

are reguired to sign an agreement with

operations and setting out the schedule

ment.

C.

Ovner permitted to submit

the HOLC covering their
of fees for their reimburse-

Fees will be paid only for completed leases.

applications to War Housing

Center In localities where fee negotiators are operating, the right
is reserved to any owner to submit an application to lease direct to

the War Housing Center.

A1l such applications will be referred to

the local HOLC representative for handling, preferably by salaried

HOLC personnel, Fee negotiators shall

receipt of all such applications during

is under way.

bte notified, however, of the
the time their canvassing

Should any such application be referred to a fee

negotiator for further handling, he will not receive that part of
the fee allowable for obtaining applications.

.04 Relocation of Tenants

a. War Housi Center to be

consulted In processing

applications, questions will arise frequently as to the home owner's

ability to deliver possession of his pr
or families must either vacate or be evicted,
War Housing Center will be consulted to

available space in which these roomers
- relocated. If suitable and sufficient

house the present occupants of properti

the case will not be processed further.

operty in cases where roomers
In these cases, the
determine whether there is
or tenant families may be

ace is not available to
s offered for conversion,
Where the War Housing Center
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advises that sufficient quarters are available elsewhere, the case may
be processed and a lease may be consummated on the assumption that
the ower can deliver possession.

,,,,, , : In a number of
gages, owners will be unable to induce their tenants to move veluntarily
and it will be necessary to institute eviction proceedings. The Office
of Price Administration has issued to its field offices Regional Rent
Memorandum #48, dated December 18, 1942, directing that in those cases
where owners have executed leases or agreements to lease their properties
to the National Housing Agency, and where representatives of the National
Housing Agency assure the local rent director that eviction is required
under the conversion program, certificates will be issued under Section 6
(B) (1) of the OPA Maximum Rent Regulations, authorizing such owners to
pursue their remedies in accordance with the requirements of local.law.
For measures of assistance to evicted tenants see the preceding

paragraph and also Section 62,03 of this guide.

a, Permitted under special OPA

«06 Lease for Future Possession

a. Payments to owner withheld pending possession Leases
may be executed prior to the date of actual delivery of possession of
the premises by the lessor to the Government, provided that a clear
understanding is reached between the Government and the lessor that
the Government will not make any payments provided for in such lease
wntil the Government has full possession of such premises, and pro-

- vided that the Government will not assume to pay any such items if

the lessor breaches his covenant to deliver possession in accordance
with the temms of such lease.

{07 Lease of HOLG Properties

which are suitable for conversion may e lea.aed ta the Gove '
A1l such cases must be submitted to the NHA Reglonal nepmamtmim
for review. He will transmit the lease with his recommendatien te

the Assistent Administrator (Homes Use Service) for signature en
behalf of the United States, See NHA General Order No. 30-5A,

The alleaation of respmsibilitiea and the establishment of operating
relationships between the Office of the Am,iniatmw? md thg mw

for the publicly financed conversion program are set out in NHA .
General Orders Number 30-4 and 30-7. These orders should be interpreted
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in company with NHA General Order 21-7A concerning the Homes Use
Service,

Under these orders the Home Owners'! Loan Corporation
is immediately responsible for the execution of the publicly financed
conversion program in harmony with the general policies established
by the Adninistrator of the National Housing Agency. No changes can
be made in policy without the prior approval of the Assistant Adminis-
trator in charge of Homes Use Service.

b, All leases made in name of United States All leases of
property made by the HOLC under this program are acquired for the NHA
in the name of the United States. All leases of dwelling units are
made in the name of the United States by the National Housing Agency.

«02 Relations of Regional Representatives to HOLC

a, General relations outlined The relations of the NHA
Regional Representative to the HOLC arise principally through his
responsibility for the preparation of locality programs and their
adjustment to keep them tuned to changing local conditions. These
relations are aiso extended through the direction which he exercises
over the various activities of the War Housing Cénters as set forth
in Section 78.05, below.

b, HRotices to HOLC regarding new War Housing Center The
NHA Regional Representative is charged with notifying the HOLC
Regional Manager whenever a new War Housing Center has been established
in an area where a conversion program has been authorized. (NHA
General Order 30-9, Section 5).

<03 Adjustment in Locality Programs

a. HOLC may suggest revisions HOLC Regional Managers
are instructed to make every effort to confom to the locality war
housing program outlined by the Administrator under the provisions
of NHA Regulation No, 11-11 and NHA General Order No. 1l-4. It is
agreed, however, that where strict adherence to the program (as it
affects the number, size, and rental of the converted units) may
create operating difficulties which will retard the program,
readjustments may be made as provided hereinafter.

Regional Managers will bring to the attention of the
NHA Regiocnal Hepresentatives any necessary readjustments between
family and rental categories within the total number of units pro-
grammed for a specific locality and will suggest such revisions in
the approved programs as may appear desirable, based on experience
in the execution of the program. (NHA General Order No. 30-6A,
Section 3.0l-c).
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When it becomes apparent either than an assignment
carinot be met within a reasonable tlme, or that it is nquwble to
obtain more dwelling units than had bean anticipated, the Regional
Manager will so advise the NHA Regional Pepresantnﬁlveg

b. Adjustments made by Regional Representatives Re-
adjustments between family and rental categories within the total
number of units programmed for a specific lccality wmay be made by
the NHA Regional Representative after consultation with the HOLC
Regional Manager. The Regional Representative shalil be responsible
for reporting and clearing such changes as may take place after he
has modified the program and informed the Regional Manager of the
HOLC, who will immediately advise the General Manager of the
Corporation. Any such revisions will be reflected in a revised pPro=-
gram assignment to be submitted ia due course by the Office of the
Administrator to the HOLC on Forw NHA 11-5. See alsc NHA Regulation |
NO L3 11"’50

‘c. Five per cent over-run in programs permitted When the
number of units under lease apprcaches the total programmed, it
frequently becomes very difficult to cut off the nsgotiation of
leases at the exact number required. For this reason, an over-run
of the program not to exceed five percent, or five units whichever

is the larger, is permissible when brought about %g the sipning of
an individual 1easg, This pewmlesion is ust o b : <& red as

m fore

general authority to exceed suy trogram. See ﬁﬁa al Order No. 11-7.
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05 Unusual Cases

a. Submission to home office required The HOLC Regional
Manager is not authorized to agree to the insertion of any special
clauses or conditions in the lease that would change, alter, or
modify the policies under which the conversion program is being
accomplished. The Regional Manager will refer questions involving
the closing of leases which present complex or unusual conditions
or circumstances to the Home Office for reference to the Assistant
Administrator (Homes Use). This procedure likewise will apply to
any exceptional case for which there is no precedent or to any case
wherein established policies are not applicable.

For the responsibility of the Regional Representative
in connection with the lease of property owned by the HOLC, see
Section 77.07 of this chapter.

«06 Functions of War Housing Centers

a. Various functions listed The functions of War Housing
Centers in relation to the HOLC are concerned primarily with the
handling of applications, the certification of eligible war workers
and the handling of local publicity. These matters are set out
immediately hereafter. For responsibilities in connection with the
relocation of tenants refer to Section 77.04; for eviction of tenants,
to Section 77.05; and for free technical services in connection with
privately financed conversions, to Section 74.04 of this chapter.

.07 Receipt of Applications

a. Two methods in effect The function of the War Housing
Center as it relates to the HOLC conversion program will vary, of
course, with the procedure adopted for the handling of applications
in the various areas. Two methods are in effect.

b. Review of applications by WHC First, where these
offices receive applications from property owners willing to lease

their properties to the Government, they will review all such
applications to determine their eligibility for conversion in the
following respects:

(1) The location of the property and its relatioa
to transportation and commmnity services as set out in Section III:
"General Programming Principles in Light of Inadequacy of Supply of
New Housing" of Administrator's Order No. 9, dated August 10, 1942.

(2) The existence of any restrictions in the zoning
ordinances which would prevent use of the property by more than one
family for residence purposes.
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¢. Transmittal to HOLC After the review described above,
acceptable applications will be recorded and turned over to the HOLC
for further processing.

d. Handling under Fee Negotiator Plan Second, where fee
negotiators have been appointed to solicit applications, the War
Housing Center may still accept voluntary tenders of applications,
but these will be turned over to the HOLC without any review.

e. War Housing Centers to furnish maps Where the HOLC
is charged with the responsibility of procuring eligible applica-
tions through fee negotiators, the War Housing Centers (or the
Regional Representative, where a War Housing Center has not been
establisheds’ may be called upon to furnish the HOLC with maps and
other material descriptive of the areas in which applications are
to be accepted.

If the HOLC is unable to determine the eligibility of
any application from the viewpoint of location, it may be referred
to the War Housing Center for determination.

+02 Rejection of Applications

a. War Housing Center notified of rejections It is in the
interest of both the War Housing Center and the HOLC to avoid the

acceptance of applications which obviously are ineligible.

If it becomes necessary for the HOLC to reject any
applications, the HOLC will assign the reason for rejection and will
so inform the applicant, setting forth the reason for rejection. A
copy of this letter will be forwarded to the War Housing Center.

b. Disposition of rejected apgg._i_gations Ordinarily, where
an application has been rejected, the application form will be

retained by the HOLC in its rejected file. However, the form will be
returned to the War Housing Center in those cases where the assistance
of the War Housing Center is desired in arranging to remove the cause
for rejection,

¢. War Housing Comnittee handles zoning problems Wherever
it is necessary for the HOLC to reject an application because of
zoning restrictions, the case shall be transmitted to the War Housing
Center. If it appears essential and justifiable to endeavor to ob-
tain a modification of the zoning restrictions, the War Housing Center,
acting through its War Housing Committee, will undertake to do so.
The HOLC representative and fee negotiator will assist and cooperate
with the War Housing Center in this work when requested.

d, Disposition of plans Where there is a private conversion
quota, the War Housing Center Manager may arrange for the plans on a
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rejected application to be turned over to the applicant for his use if
he wishes to proceed with the work unf’er orivate financing. (See
NHA General Order 30-11).

.09 Certification of Tenants

a. Occupancy of converted units limited to essential
in-migrant war workers Only essential in-migrant war workers as
defined in NHA General Order 6C-1B are eligible to occupy units
produced under this program. Eligibility will be determined in
accordance with the procedure outlined in NHA General Order 30-9,
"Procedures Relating to the Tenanting of Family Accommodations
Produced under the Publicly Financed Conversion Program'.

b. War Housing Center notified of available units The
HOLC will furnish to the War Housing Center a copy of Form US-NHA
476, "Management Listing of NHA Properties", which it sends to the
management broker st the time possessn.on of a leased property has
been obtained,

In those localities where there is no War Housing
Center, this form will be sent to the NHA Regiopal Representative.

Shortly before the converted property becomes available
for occupancy or re-occupancy, the Management Broker will send a
notice to both the HOLC and the War Housing Center setting forth the
approximate date of availability.

c. War Housing Center refers eligible applicants to
management broker Upon receipt of notice of availability, the War
Housing Center will provide each eligible applicant with Form NHA 30-3L4,
"War Worker's Housing Referral" card and direct him to the appropriate
management broker, exercising care in selection so as to achieve the
maximum utilization of available space., Usually, a sufficient number
of referrals will be made so that the management broker may have a
reasonable choice in the selection of tenants. Upon acceptance of &
tenant, the broker will fill out and mail the return portion of the
ref‘erral form.

«10 Office Space

a. HOLC field operations conducted from War Housing Center
Pherever possible, in areas where a War Housing Center has been
established, the HOLC field operations will be conducted from the War
Housing Center. When a Regional Manager's Representative has been
assigned to the area, he will make his headquarters in the War Housing
Center, if space can be provided therein. The maintenance of the pro-
gress records of the HOLC in the War Housing Center has the advantage
of eliminating duplication of records and will permit the answering of
applicantst! inquiries in the War Housing Center,
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b. War Housing Center to provide space and equipment The
War Housing Center will provide any office space, equipment, and
supplies which may be available. However, where the space and equip-
ment needed cammot be supplied by the War Housing Center, the HOLC will
arrange for the necessary facilities to carry on the program. In such
cases, HOLC field employees will call at the War Housing Center
frecuently to pick up applications which have been received there.

«11 Information Activities

a. NHA Director of Information responsible The Director of
Information of the National Housing Agency is responsible for all
informational activities essential to the advancement of the conversion
program., He will assign to the Home Owners! Loan Corporation sufficient
personnel to furnish such public relations services as he may deem
necessary.

Necessary written materials of an informational nature
dealing with the conversion program will be released by the Director of
Information of the National Housing Agency at his discretion.

b. Regional Representative and War Housing Cepter to service
local campaigns The various Regional Representatives of the Office of
the Administrator and the personnel of War Housing Centers are avail-
able to service local promotion campaigns, subject to detailed arrange~
ments to be made between the Director of Information of the National
Housing Agency, the Assistant Administrator (Homes Use Service), and
the Home Owners' Loan Corporation.

Within the scope of this understanding, the War Housing
Centers or the NHA regional offices will be responsible for supplying,
to newspapers and the general public, information as to the character
and scope of the conversion program.

SECTION 79, PROVISIONS COMMON TO ALL CONVERSIONS

.01 Technical Standards for Conversions

a, Conformity with WPB regulations and local ordinances
required All items of design, materials, and equipment must of

necessity follow the regulations prescribed by the latest NHA and War
Production Board documents covering War Housing Construction Standards,
Housing Utility Standards, and War Housing Critical Lists. Unless other-
wise provided in these documents, it is also intended that conversions
will comply with local building, sanitary, and zoning ordinances.

b, General standards outlined It is not expected
that accommodations in converted structures will always be as
well-planned or as attractive as those in entirely new projects,
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but they should be comfortable, safe, and sanltary, with adequate
toilet facilities and proper privacy. It is expected that the in-
genuity of designers and constructors will be exercised to the limit
in utilizing available materials and equipment because of the urgent
wer demands, Non-essentisls will be omitted and second~hand equip-
ment may be used where it is available and appropriate.

ec. Reguirements for permenent conversions In general,

permanent conversions should be carried out so as to conform to
local planning and design. ZEfforts should be made to improve areas
and the conversion should be planned so that the property may be
utilized to the fullest extent after the epergency and so that the
blighting of neighborhoods by 1ll-conceived or improper conversion
of existing structures will be neither encouraged nor aggravated.

d. Reguirements for temporary copversions With respect

to terporary conversions, structural changes should be limited to
those of minor character, such as installation of removable par-
titions, rearrangement of existing doors, ete. Additional kitchen
equipment of a minimum type should be used and plumbing left ex~
posed. Bathrooms should be added only where existing facilities
cannot be used by more than one family because of location, number
of families involved, or restriction in local ordinances.  In every
instance an attempt should be made to avoid changes which would be
difficult to undo after the emergency.

.02 Materis)l Allotments apd Priorities
a. Necessity for allotment sysiem Owing to the large de-

mand for critical material in the manufacture of munitions and for
other war purposes, it has become necessary to restrict the use of
such materials in housing. Under the Controlled Materials Plan,
requirements are balanced against the availeble supply and commit-
ments are issued only to the extent of the supply, in much the same
manner as checks are drawn against funds in a bank account.

b. cted to war housi The use
of eriticsl materials in housing is restricted to the production
of accommodations for in-migrant war workers in those localities
which have been programmed for war housing. It is therefore neces-
sary for any builder, who wishes to proceed with a private conver-
sion project, to obligate himself to remt only to eligible in-migrant
war workers,

c. AA~3 preference ratins authorized The available supply

of materials is distributed to users by an allotment and a prefer-
ence rating whereby the most urgent use receives the first call.
Generally, the Army, Navy and Maritime Commission receive the hig chest
rating. The preference rating assigned to war housing, including
both public and private conversions, is AA-3. Thig is usually suf-
ficient to obtain the necessary materials, although in some special
situations a higher rating has been granted.
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d. Approval of WPB required It is necessary to secure the
approval of the WPB in order to start any remodeling or conversion re-

quiring the use of critical materials. This approval will ordinarily
be handled by the nearest WPB District Office.

e. Approval unnecessary under $200 cost If no critical

materials are required, remodeling or conversion may be performed
without WPB approval, provided that the total estimated cost for such
work during any 12 months is less than $200,

f. Forms used for comstruction applications Authorization
to obtain controlled materials and to start construction may be ob-
tained by filing an application on Form WPB-28% (formerly PD-lOS),;/
accompained by a list of all eritical materials is made out on Form
WPB-2897.1 (Short Form)2/ if the quantity of controlled materials is
less than 2000 pounds of steel and 100 pounds of copper, and on
Form WPB~2897 (formerly PD-1054)2/ if the quantity of controlled
materials is greater.

g. Processing applications for private conversions Appli-
cations for privately financed conversions (on the forms just described)
are filled out by the builder or owner and then filed with the nearest
FHA office. The FHA will review the application and submit it to the
appropriate local WPB office, which will issue a P-55-b certificate 4/
authorizing the project. The FHA thereupon issues a WPB Form CMP-H-1
making an allotment of materials to the builder and assigning a pre-
ference rating for the job.i7 In this connection, see Section 54.01
(a), above.

h. Process a cations for public conversions The
same forms are used in processing applications for publicly financed
conversion, except that the HOLC prepares the application and the bill
of materials and issues the Form CMP-H-1 to its contractors. The FPHA
operates under a blanket allotment procedure, whereby it is only neces-
sary for it to issue the Form CMP-H-1.

1/ Application for Approval of Residential Construction (Pursuant to
Limitation Order No. 1~41, as Amended.

2/ Bill of Materials to be Installed in Residential Remodeling, Re—
habilitation or Additions; and New Housing Under $10,000 Total Cost.

3/ Bill of Materials to be Installed in Residential Construction.
4/ Preference Rating Qrder P-55-b; Authorization of Housing Con-

struction.

<
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.03 Rental Regulations

a. Regulations listed The policies governing the fixing
of rents for converted propertles are covered by the regulations of

the War Production Board for the authorization of priority assistance
(Form WPB~2896, formerly PD-105), and by NHA General Crder 30-6B.
60-24, 60-3A and 60-9.

b. Shelter rent limited to $5C Under these orders, the
shelter rent for any dwelling unit rented to wsr workers cennol ex-
ceed $50 per month per unfurnished unit.

¢. Charges for service permitted Peasonable cherges for
services and utilities may be added to the shelter rent, as follows:
(from Sections 2.04 and 2.05 of NHA Genersl Crder Heo. 60-9).

1. For temant services, such a8 space heating; hot
water heating; janitor service; lighting of common helle; elevaltor
sexvice; water; garbage and refuse removal; iasect extermination;
cooking ranges; refrigerators or ice boxes; and carpets, matis,
draperies and furniture for common hallg: nobt to exeesd $3.00 per
month per room.

2. For garage spuce whers not suppiled aps an essential
part of the dwelling unit: a reasgonabie charge.

3. Tenant gas and electricity: actual cost on a
pro rata basis.

d. Charges for furniture get by OPA Additional charges
may be made for household furniture and furnishings suppiied to
tenante in dwelling units. Such charges will be determinad by the
OPA.

e. Total rent not to exceed OFA ceiling The estimated
shelter rent, plus additional charges for services, ubtilities and
appliances, cennot exceed the generally prevalling rent in the OPA
Defense~Rental Area for comparable housing ascommodations on the
date stated in the Qffice of Price Administrablon regulaiion appli-
sable to such Area. (NHA Gemeral Order 30-b64, Ssotioca 3.00-8).

f. Prior advisory opinion obtalnabis from QP4 4 prier
advisory opinion on prospective rents will bs rendered by the QPA,
thus permitting the HOLC as well as progspective owmers or promoters
to plan their construction program with some degree of uscialaby.
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CHAPTER 8. COMMUNITY PARTICIPATION
SECTION 81. IMPORTANCE OF COMMUNITY PARTICIPATION

.01 General The success of the Homes Use program depends upon
individusls in critical housing communities voluntarily opening their
homes to war guests, voluntarily offering their property for conversion,
even voluntarily moving away from the community for the duration of the
war if their services are not essential to the war effort, or voluntarily
taking any other steps that will put more existing housing at the dis-
posal of war workers.

Any attempt to conduct such a program without local partici-
pation would be an expensive futility. If the job is to be done well,
every resident in every war production area must be made to realize his
personal responsibility for seeing that essential war workers are housed.
Essential to this individual action is community understanding and accept-
ance of the necessity of making full use of existing housing during the
present emergency.

SECTION 82, FORMS OF COMMUNITY PARTICIPATION

.01 Work With Local Official Agencies The support of public of-
ficials is a prime requisite for winning general public backing of any
campaign of this type, for the reason that the people are accustomed to
look to them for guidance in civie affairs. A close working relation-
ship should therefore be established at the outset, and maintained with
housing authorities, planning commissions, building and zoning com-
missions, and with police, fire, sanitation and health departments.
These agencies have staff facilities and data that can save many man-
hours of work in the War Housing Cemter. They are responsible for the
local ordinances under which the War Housing Center must operate, and
usually have extensive local experience. Since they bear a large share
of the responsibility for solving the community housing problem, the
Center should work closely with them, and at no time should they be by-
passed. ‘

.02 Local Staff for War Housing Center If possible, wherever
qualified people are available, the Manager and all other staff members
selected should be residents of the locality. Such persons will have
the great advantage of being identified with the locality in the public
mind. Cooperative relations between the War Housing Center Manager and
the War Housing Committee will be facilitated by having the War Housing
Conmittee approve the proposed Manager before he is appointed by the
Regional Office.

.03 Qrgesnizations Non-governmental organizations of citizens are
a rich source of assistance. Over 50% of our population belongs to organ-
izations which represent a large majority of the nation's interests, ac-
tivities, and skills. NHA Memoranda in the "30" series have from time to
time deseribed the suggestions made by a number of national organizations
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to their local chapters on the types of assistance which the latter
might offer to the War Housing Centers. Some of these groups may be
used only as channels through which to inform their membership of the
War Housing program and to appeal for cooperation. Other groups may,
in addition, furnish volunteers.

.04 Use of Volunteers to Supplement Paid Staff The use of volun-
teers has the advantage of bringing the public into the program, ana of
enabling the Manager to cover more adsquately the many activities of the
War Housing Center. One of the most effective ways of obltaining support
for a program is to induce people to work for it. workers should be re-
eruited to fill specific jobs, and no one should be accepted, hovever
well qualified, unless he can filil a job that needs to be done. From
the outset, provision should be made for training and for providing
adequate supervision. Public ackaowledgment of the value of the work
of volunteers should be given wherever possible. A4s a part of general
community relations it 1s important that care be taken to preserve good
relations with these workers. A comprehensive gulde to the use of volun~
teers will be found in NHA Memorandum No. 30-28.

SECTION 83. THE ROLE OF THE WAR HOUSING COMMITTEZ

.01 General It is the policy of the Homes Use Service of the
National Housing Agency to work in ccoperation with.War Housing Com~
mittees, affiliated wherever possible with local Defense Councils. War ’ ‘
Housing Committees should mirror the whole community by including in their
membership individusls representing the various points of view of both the
consumers and the producers of housing. This is the only basis on which
the community can participate intelligently in all aspects of the Homes
Use program. The principal functions of War Housing Committees are:

a. Advising the Manager To advise the field representatives
and Wer Housing Center Managers on policies governing local application
of the war housing program. This sids in adjusting the operation of the
Center to fit each locality.

b. Liaison between NHA and the community To serve as a two-
way channel o: information between the commnity and the Homes Use
program, interpreting to NHA the community's resources, needs and prerer-
ences, and, in turn, interpreting NHA's policies and programs to the com-

munity. ,

¢. Applying the program To cooperate with and to assist the
War Housing Center staff in applying the program. The exact nature of
the duties to be performed will very with local conditions, with the
background of the Committee, and with the experience of the Center
staff in working with groups.

.02 Relationships Between Committee and Center The Committee
should fully understand that its functions of advice and interpretation
will be of definite value to the NHA; that wherever possible it will be .
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consulted on important policies affecting the community before these
policies have crystallized; and that its suggestions will be given
careful consideration in the conduct of the local Homes Use program.
Where it is not possible to follow the Committee's advice, an expla-
nation of the reasons for the decision should be made.

It is desirable to have it clearly understood that the Com~
mittee does not act as an administrative body nor as a board of di-
rectors, The Reglonal Representative cannot delegate the responsi-
bility for making decisions and cannot be bound by the recommendations
of the Committee. To avoid possible pitfalls later, it is important
that this advisory and cooperative relationship be made c¢lear at the
outset.

Mzanagers and field representatives should be constantly on
the alert to aid the Committee in developing ways of assisting with
the Homes Use program. Without stimulation and encouragement from
these officials, most Committees will become passive and inactive.

For a comprehensive gulde on War Housing Committees, see
NHA Memorandum No. 30-7.

SECTION 84. SUB-COMMITTEES

.01 General To facilitate the Committee's work, representative
sub-Committees to work on the various Homes Use procedures should
be appointed by the chairman in consultation with the NHA field
representative and War Housing Center Manager. According to local
conditions, there may be sub-Committees on registration, private
and public conversion, information on community facilities, emergency
housing, volunteers, publicity, etc. They may undertake work on
special problems such as the procurement of furaished homes,
interpretation of priority procedures, in-migratior and out-migration,
zoning regulations, building codes, and safety laws. It is deairable
that only such sub-Committees be appointed as are needed to aid the
locality in meeting its war housing needs. Sub-Committees uay be
made up solely from the membership of the War Housing Committee or,
in order to get special technical skills or to keep a few people on
the Committee from being overworked, it may include non-members
g;eferably with a member of the War Housing Committee serving as

airman.

.02 Executive Committee It should be emphasized that, if an
Executive Committee is appointed, great care should be taken to see
that this sub-Committee is balanced in its represaentation and that
policy questions requiring discussion from ali points of view are not
referred to it instead of to the full Committesz.

SECTION 85. MEETINGS

.01 General Provision should be made to have the Uommitice meet
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at least once a month, with sub-Committees meeting in the interim. Members
should be notified a week in advance of the meeting and should be reminded
by telephone on the morning of the day the meeting is held. An agenda
should be prepared and, if possible, circulated in advance. Minutes should
be kept of each meeting and either circulated before, or read at, the next
meeting. The War Housing Center Manager or field representative should see
that there is always at least one item of real importance to be acted upon
and that the agenda covers matters of interest to the consumer representa-~
tives as well as to the producers of housing. Discussion of inconsequential
items should be kept to a minimum. For other methods of increasing consumer
activity on the committee, see NHA Memorandum No. 30-27.

The War Housing Center Manager should attend all meetings of the
Committee. The NHA field representative should attend the organization
meeting of the Committee and as many subsequent meetings as practicable.

SECTION 86. SPECIFIC COMMITTEE ACTIVITIES

.01 Housing Needs In view of the knowledge of the commmity's
existing resources and needs possessed by the Committee members, they
may be consulted by the field representative before any locality war
housing program is prepared. This knowledge will also be helpful to
the Manager in developing full use of existing housing resources and
in promoting a public or private conversion program.

.02 lLiaison with Cooperating Local Organizations As the partici-

pation of local organizations increases, the Committee may assist the
Manager in masking plans for the proper utilization of each type of
assistance volunteered by the various groups. The offers will differ
according to the program and type of membership of tbe organization.
Thought should be given to the best way of integrating these services
appropriately into the War Housing Center program.

Among the activities that may be suggested to local organ-
izations are: Participation in War Housing Listing Surveys (see NHA
Regulation No. 30-4); hospitality or welcoming committees to make new-
comers feel at home; setting up temporary dormitories and reception
centers; and conducting demonstrations in low-cost home furnishing,
discussion grours on the overating problems of war hostessss, etc.

.03 Publicity and Public Education The Committee can assist in

preparations for special events such as the "Share The Home Campaign®;
get statements from organizations and prominent individuals in support
of the campaign; and arrange public meetings to provide a "news handle*
for necessary Homes Use publicity. A sub-Committee of two or three
members may sponsor occasional off-the-record meetings, preferably at
luncheon, to which managing, city and real estate editors of local news-
papers would be invited. The Regional Representative, assisted by the
Manager, might be present to describe the program and lead the dis-
cussion. Similar meetings vould, when desirable, be held for executives
of local broadcasting stations. Committee memb:rs can organize speakers!
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bureaus, mske speeches themselves. arrangs for annowncements and talks
over the radic, at meetings and ai woving plcture theaters. They may,
in addition, supervise the voluntzry distribution of pamphlets and post-
ers, and sponsor poster, essay and photcgraphic eontests.

04 Information on Communitr Fasilities A sub-Committee of the
War Housing Committee might take the responsibilis iy for maintaining a
desk in the Center to which in-migrani war workers can come for infor-
mation on commmnity facilitles {see Chapter 10: "Special Services of
the War Housing Center"),

05 Landlord-Tenant Relations OCommittee members may initiate and
conduct a program of public education on landlord-tenant relations. In
many cases, noither landlord nor tenant knows definitely what is expect-
ed of him or of the other. Normel difficulties of this relationship are
increased by the faet that both mey be living under wnusually crowded
and inconvenient conditions. Redustion in the amount of moving would
mean a saving in workers' energy and in man~-hours of movers and other
persommnel. Twe leaflets of the Women's Bureau, U. S. Department of
Labor, could be used in this connection: Boarding Homes for Women War
Yorkers and Yertime Reminders tc Women Who Work.

in some arcas it may be desirable for the Committee, in
cooperation with such other organizationz as the YWCA and Travelers!

Aid Associaticr, to arrange for couferences of war hostesses. At

these conferences plans could be worked out for meeting such com-
mmity problems as recreation facilities for war workers, care of
tenants in case of illness or convalescence, etc,
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CHAPTER ¢, PUBLICITY
SECTION 91. THE FUNCTION OF PUBLICITY

.01 Importance of Community Support The Homes Use program is
clearly a community operation the success of whioh depends upon
widespread public support. For this reason the methods for securing
public support must be employed constantly and effectively in ac-

complishing the program.

The importance of gaining the wholehearted cooperation of
the public can be seen in true perspective by glancing at the total
war housing program for the coming year. Over seventy per cent of
all inmigrant war workers during "fiscal 1944" must be housed in
existing accommodations obtained through the Homes Use program. This
housing can be secured only through the voluntary action of hundreds
of thousands of individual citizens. In this respect the progranm
differs markedly from that of new construction where relatively few
public contacts are required for the construction of thousands of
units.

Publicity is an important method for winning this coopera-
tion. Through the various media of public information the public can
and must be informed of the nature of the program and of the responsi-
bility of individuals and groups for the accomplishment of the program.
One purpose of publicity is the stimmlation of cooperation on the part
of the organized community. The cooperating groups and individuals
will provide channels through which information ean be disseminated to
the community.

Although inducing citizens to make their homes available to
war workers and informing in-migrant war workers of the services of the
War Housing Center are the first jobs of the publicity program, it must
go further than that. It must create an environment of favorable public
opinion by informing the public of the organization and functions of
the entire National Housing Agency and by explaining the reasons why
normal peacetime construction must be curtailed during the war.

SECTION 92. PUBLICITY SOURCES AND METHODS

.01 General A successful publicity program is founded upon sound
organization. This organization involves the careful preparation of a
promotional plan and the development of preliminary contacts and arrange-
ments. Active cooperation must be secured from many sources if the plan
is to be accomplished.

The plan of promotion should be discussed with the War Housing
Committee and the assistance of qualified members of that Committee should
be sought in order that their experience and persomal contacts in this
field will be fully utilized.
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The following discussion snould serve as a guide to the Maneger
in obtaining full use of all the variocus means of telling his story to
the public.

.02 Newspapers The newspaper is without doubt the most commonly
used and the most important medium for the wide dissemination of all types
of information about the Homes Use program. For this reason the program
should be discussed with the local newspaper publishers and their support
requested. Ideal arrangements with these publishers should produce the
following types of cooperation on the part of each newspaper:

a. Regular and prominently placed news stories To accomplish
this, the War Housing Center should be made part of the regular news
"beet" of one of the paper's reporters, and the Manager should be granted
permission to call the city editor whenever he has a story with photo-
graphic possibilities so that a reporter and a photographer can get the
story immediately.

b. Periodic editorials Editorials urging the community to
support the Homes Use program should deal with the program in general
as well as with its special phases.

¢. Cartoons A series of cartoons dealing with the program
and based upon the editorials or on discussions with the Manager.

d. Reporting speeches Thorough reporting of speeches concern-
ine Homes Use made before community organizations.

e. Feature stories Backing for the program im the columms of
popular local feature writers.

f. Contributed advertising space Contributions of advertising
space either from the newspaper itself or, through the advertising depart-
ment's cooperation, from the paper‘s regular advertisers. The members of
the advertising staff should be made thoroughly conversant with the purpose
of the program so that they may cooperaste intelligently with local firms
wishing to insert Homes Use copy in their ads.

g. Special edition A special war housing supplement to the
paper should local conditions warrant, and sufficient advertising be

obtained.

.03 Radio The managers of local radio stations should be brogght
into active sponsorship of Homes Use promotion and should be asked, in
a manner approved by OWI, to provide the following types of publicity:

a. Spot announcements Spot announcements, which should be
arranged through OWI, to advertise the services of the War Housing Center
and to promote the home sharing and conversion programs.

b, Skits, etc. Occasional radio skits, interviews with the
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. Manager and with Committee members, and broadcasts direct from the War
Housing Center concerning home-sharing citizens, or interviews with
in-migrants, applicants for conversions, and the employees of the
Center. These scripts should be seen by OWI if possible.

¢c. Mention by commentators Favorable comment concerning the
program by popular local radio commentators and "columnists of the air%.

d. Contributed radio time Contributions of time on the air
by sponsors of regular programs.

.04 Government Radic Time In connection with radio publicity,
all requests for spot announcements and, in fact, all appeals for
"government time" must be handled through the OWI regional rzdio offices.
Unless the Manager has been instructed to make contact with OWI directly,
Ueopy" must be submitted to that agency through the NHA Regional
Representative. Because OWL offices now prepare radic schedules con-
siderably in advance, any materials intended for broadecast should be in
OWI hands early if they are to be given an adequate play. The policies
governing the release of information by War Housing Centers are set
forth in NHA Memorandum No. 50-1, and in NHA General Order 50-1.

.05 Speskers Bureau A speakers committee should be appointed,

or where there already exists in the community an organization of

. speakers who promote wer programs, its services should be used. A
regular schedule should be arranged for speeches before such groups
as the Chamber of Commerce, Junior Chamber of Commerce, Rotary, Kiwanis
and Lions Clubs, Board of Trade, Council of Socizl Agencies, YMCA and
YWCA, housing associations, Real Estate Board, apartment owners and
managers associations, and labor organization.

In fact, efforts should be made to keep all civic, social
and religious groups aware of the Homes Use program, either through re-
presentations by their own members or by members of a specially trained
speakers bureau.

.06 War Industries The cooperation of the managers of all war
plants in the vicinity should be enlisted. This cooperation might involve:

a. Statements by leading industrialists to be given to the
press urging community support of the Homes Use Program.

b. News stories and advertising in the war industries
house organs.

c. Prominent display of posters in the plants.
d. Distribution of literature in pay envelopes.

' 9. Broadecasts of promotional announcements over public
address systems in the plants.
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f. Sponsorsiip of advertising in the local newspaper.
.07 Business chants and utility companies can

contribute to ths

Zﬁ?*“‘lﬂ?“
a. Spounsor
in institutional ady
for straight Homes Us
or ads such as those of
the promotion of the Hom
company's product.

This can take the form of inserts
" newspaper space or radio time

¢ sing with only a credit line for the sponsor,
ﬂ*?@“a and building materials companies where

: progran can be tied to the sale of the

b. ¥indow cards, etc, Foster displays in store windows and on
busses and strest cars and outdoor advertising displays.

of literaiure through enclosures

in monthly statements,

.08 Locel Goverament The mayo. or city manager and the eity council
should be solicited for assi vtance in the promotional phases of the
campaign. Their assisztancs may y

a. Prociamations Proclamations calling attention to the vital
nzed for citlizens %o support the Howes Use program.

b. Dis
on the strests a

Matribution of literature at

c. Dislr
3 through othsr avenues through which

public neetings, i
the government com

1se Couneil which
in most commund for thes promotion
of the war eifc

SECTION 93, THE :

.01 General : Centera have besen sent instructions
and materials for an : LA - promotional czmpaign. Most
: : { sampalgn and the sxperience gained

=Y ie
gir continving prometionsl work.

Managers have &
through it will

The idens ard - or the campalign are sst forth in the
Promotional Pl sr Hewsine Problem in Orditical
Communities. 2 by some of the nablon's fore-
most | publiczty PELIEGT to the Maneger, both in con-
nection with daily iy spesial campeigns, should
continue long 2 sapaign for which it was specially
developed. Any received a copy of the'plan book™
should request ons !
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. SECTION 94, NEWS PRESENTATION

.01 Responsibility to Cooperative Groups The Manager who has
the benefit of community cooperation in his promotional work also
has the very serious responsibility for seeing thet the avenues of
public information now open to him are kept supplied with interesting
and significant news. If he fails in this he has not kept his part
in the bargain with those who offered him aid and he will soon find
it difficult to secure an adequate public hearing for his vital war
program. '

The news which he can make available is of great importance
to the community and it is filled with human interest. He must see
that it is properly presented.

.02 Sources of Homes Use News There are many sources of Homes
Use news. The manager must explore them all and make the best pos-
sible use of them. '

The Information Division sends a series of useful press releas-
es to each Center. These should be supplemented by timely stories based
upon the activities of the Center. Current operations will also produce
a variety of interesting information concerning which the community should
be informed periodically. This information can include:

. a. Applications Analysis of applications showing total volume
since the opening of the Center and for shorter camparative periods to
show trends in demand, and to show the type of applicants in terms of
eligibility and family size, and the types of accommodations desired, in-
cluding rooms or dwelling units, and the size, rental and location of
accommodations.

b. Listings Analysis of room and dwelling unit listings
to show the status of the housing supply in relation to applications,
and the type of accommodations available at a given time including
size, rentals and locations.

¢. Placements Reports of placements to show the accomplish-
ments of the Center.

d. New housing Progress on the construction and occupancy
of new war housing.

e. Conversions Volume of applications for lease of properties
for publie conversion and applications for priorities for private con-
version, the volume of leases signed, priorities granted and construction
completion as well as occupancy of conversions.

While this information (like that in item "d" above) is
not produced through the daily operations of the War Housing Center,
it can be obtained from the local offices of HOLC, FPHA, and FHA, It
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is wise to check news stories with these agencies when their operations
are involved.

.03 Value of "Humen-Interest" Stories These reports of activities
should always be of interest to the public if they are well presented;
however, the Manager's main jJob is to see that publicity stories are
built around human beings rather than statistics. To do this, he must
get the real details concerning the plight of war workers in the local
community from the war plants, and from the workers themselves. The
story must be told colorfully and constantly.
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CHAPTER 10. SPECIAL SERVICES OF THE WAR HOUSING CENTER
_ SECTION 101l. INTRODUCTION

.0l Genersl Because the War Housing Center is, in most
communities, the only direct local representative of the Office of
the Administrator (or, for that matter, of any part of the Natiomal
Housing Agency), it is apt to be called upon to perform various
additional services, some of them not directly releted to its
immediete job of procurement, congervation and distribution of hous-
ing. The nature and relstive importance of these special services
will unquestionably differ from one locality to amother. They will
also differ from time to time in keeping with the changing pattern
of the Homes Use program. Consequently, Center services that sre
not covered in this manual will no doubt be developed in the future,
and the services now considered basic may be supplanted by other
services now clessed as auxiliary or special.

SECTION 102. SPECIAL SERVICES TO THE REGIONAL REPRESENTATIVE

«01 Compiling Speecial Reportg As the local representative of
NHA, the managers and personnel of the War Housing Centersare in a
position to render valuable special assistance to the Regional and
Waghington offices. Outstanding among these services is the mssembly
of data from the housing "firing line" and serving as a central point
for the local distribution of information om war housing.

In addition to their regular reports, War Housing Center
Managers may, for example, be asked to collect and analyze informa-
tion on special aspects of in-migration and bousing need in their
localities. Or the Managers may ba asked to assess public attitudes
toward various features of the war housing program, or the poste
war disposition of war housing.

.C2 Hendling Special Problems ~Pecullar housing problems such

as accommodating eligible groups that are not readily accepted by
local householders (e.g., Mexicans, Japanese-Americans, Chinese),
effecting readjustments in occupancy, or conducting studies of
occupancy eligibility mey also be presented to the Manager for
handling.

SECTION 103. DISSEMINATING INFORMATION ON WAR HOUSING

-0l Equipping the Staff With the increasing tendency in most
communities to use the War Housing Center as a clearing house of
all housing information and especially information on war housing,
it is vitally importent that the steff be equipped to handle this
function. Through local representatives (or, with the help of the

- Regional Representative, through the regional office) plamns may be
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pede to have literature and forme provided for distribution by the
Center. In some instances, it may be possible to arrange with these
agenclea to have members of their staffs train War Housing Center
personnel in subjects which the latter may safely discuss. Emphasis

- should always be placed on the unofficial status of eny informstion
given outside of the immediute jurisdictional scope of the War Hous-
ing Center.

.02 Informetion Concerning Constituent Agencies The War Hous~
ing Center should be prepared to provide adequate information on the
orgenization and functions of the National Housing Agency's threc con-
stituent sgencies., Chapter 1 of this manual contains a general descrip~
tion of the sphere, operation, and organization of these constituent
agencies, and those fields of activity within each which have a direct
bearing upon the Homes Use program are described throughout the manual.
All employees should have an opportunity to become familier with this
material.

To answer questions outside the immediate field of opera-
tions of the Centers, clients may be referred to the agency or office
heving jurisdiction (some Centers having mimeographed lists for this
purpose) or special training may be given Center personnel in matters
of which the following are typical:

a. Federsl Home Loan Bank Administration Employees of the
‘Center should know which local lending institutions belong to the
Bank system. However, most of the locel contacts with this agency
will be with the Home Owners' Loan Corporation, one of its member
organizations, in connection with the public conversion program.

b. Federal Housing Administration Since the Federal Hous-
ing Administration supplies moritgage insurence and processes &appli-
cations for priorities for privately financed war housing, the Center
will usually refer inquiries on these subjects to the local FHA
office if there is one in the commmnity. Otherwise arrangements
can be made to have WHC personnel trained in basic FHA operations.
In some places FHA representatives have been stationed in War Hous-
ing Centers to receive applications from builders and to answer their
questions. .

. ¢. Federal Public Housing Authority Most of the Center's
contacts with.the Federal Public Housing Authority and with local
housing authorities will be in connection with the regular listing and
referral process. Many questions in connection with the eligibility
recuirenents for public housing will be addressed to the Center.

Wherever there are several local housing authorities in
the locelity or wherever the public projects are located at some
distance from the central business district it may be possible to
have a representative of the tenant selection steff of FPHA stetion-
ed in the Center, as described in earlier chapters. Under these
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circumstences general questions &s well e eligible applicants can
be referred to this representative. The Center should at least

be able to distribute information concerning public housing projects
and the names and addresses of the project mansgers.

+03 Information Concerning Qther Federal Agencieg There are
at least three federal agencies outgide of the National Housing
Agency whose operations may affect the operations of the War Housing
Center and whose regulations should, therefore, be of vital interest
both to the Center and to its clients. These agencles are the OPA,
the WMC, and the WPB.

a. QOffice of Price Administration The Area Rent Office
under the Office of Price Administration controls rents and evictions
from properties. The employees of the Center should therefore be
prepared to answer certain simple questions concerning rent regula-
tions, but should never attempt to pass judgment on problems that
come under the jurisdiction of the Area Rent Office. Rent regula-
tions having a definite beering on the Homes Use program are announc—
ed in the "30" series of memoranda which are issued to War Housing
Centers. (See, for example, NHA Memoranda 30-5, 30-6, and 30-26).

b. War Manpower Commigsion The United States Employment
Service under thé War Manpower Commission is id charge of the
recruitment and placement of war workers for local war industries.
Special arrangements can be made for the mutual exchange of informa-
tion and the referral of clients. The Employment Service has the
power to issue certificates of separation, enabling war workers to
leave war industries if they are unable to find adequate housing.
These cases may be referred to the Center for verification of the
lack of available housing.

c. War Production Board Although the War Production
Board i1s responsible for controlling the use of scarce materials,
most of the questions on this subject that will be addressed to the
Center will be in comnection with materials for house construction
and may be referred to the FHA. The following section of this
chapter which deals with priorities and the Controlled Materials
Plan was included to assist the Center in answering basic questions
on the subject.

SECTION 104. PRIORITIES AND THE CONTROLLED MATERIALS PLAN

01 Reasons for Establishment of the Controlled Materials Plan

The War Production Board provides the machinery which, by balanc-
ing competing demands, insures adequate supplies of critical

materials for their many essential uses. Its new Controlled Materials

Plan was created to make a long range determination of material
requirements and to assure the regulsr fulfillment of these re-
quirements at the proper time and place. The Controlled Msterials
Plan was developed ag a result of certain difficulties encountered
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in distributing materials through the priorities system which has
been in effect in the comstruction field since the fall of 1941.

<02 Qperations of the Plan The Controlled Materiasls Plan is
based on advance knowledge of materials requirements at every step
in production from the prime contractors to the subcontractors, and
on the measured control of the flow of these materials down to the
basic processes im the fabrication of war products. Under the Con-
trolled Materisls Plan, prime coniractors assemble bills of materials
specifying not only what materials are required, but when they must
be received in order to meet approved production schedules. The
bille of materials include not only those materials needed by the
prime contractors, but also those needed by the subcontractors and
their suppliers. Each prime contractor submite hig total bills of
materials to his particular Federal claimant agency, in this case
the National Housing Agency.

Each claimsnt agency submits its estimated requirements for
controlled materials and items of eguipment to the WPB Requirements
Committee and to one of the controlled materials divisions of that
agency. The requiremente thus presented by the claimant agencies
mst be brought into balance with the known available supply of
materials before they can be approved. When the sum of these variocus
requirements has been adjusted to the supply, the WPB Program Vice
Cheirman, who is also chairmen of the Requivements Committee, with the’ ()
advice of his Committee, allocates quantities of controlled materials
to each claiment asgency.

The claiment agenciee, in turn, distribute these broad
allotments among thelr prime contractors by means of allotment numbers,
and prime contractors thern pass on the allotment numbers to subecontractors
as they are needed to obtain supplies. Allotment mumbers constitute
cortified checks for specific amounts of materials to be delivered
during specific periods. 7They are presented to mills with contractorst
ordsrg. Mills are advised in advance by WPB of the amount, size, and
form of materials they should produce in crder to meet the demand.

Carbon and alléy ateel, copper and sluminum are the first
materials to be controlled under the plan.

03 Iyplcal Questions end Answers on Priorities War Production
Board rules regulating the construction, use and disposition of war
housing present 2 rather complex picture. Bullders, owners, and occu-
pents all will have questions about their rights and their limltations
under these regulstions. Employees in the War Housing Centers frequent-
iy will be asked guestions relating to priorities. It is not expected
that they wlll become experts in this technical field. However, they
must have a general understanding of the system, and must be prepared
to direct questiomers to the proper places to get full information and
assistance
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The following questions and answers will cover the in-

quiries most llkely to confront War Housing Center employees:

Feb

Q.
A.
A.

Q.
A.

a. New private war housing ("begun" on or after
10, 1

Where may new war housing be built?

New war housing can be built only in eritical war areas where
& housing shortage exists and where priority assistance has
been made available by action of NHA and WPB.

May war housing be built for owner occupancy?
No, except that an eligible war worker may build = new home
for his own occupancy. )

May a dwelling be built originaelly for sale?

The general rule is that all war housing must be built for
rental to in-migrant civilian war workers. However, there
are four circumstances (described in General Order No. 60-3A)
under which such housing may be sold. These are:

(1) Outright sale to eligible war workers of one-third of
any bullder's aggregate number of units "begun" on or
after February 10, 1943, provided that the sale is
made not laver than 15 days after completion.

(2) sSale to an eligible tenant after two months occupsucy.

(3) sale to an investor who will agree to rent only to
eligible war workers and to abide by other limitations
attached to the house.

(4) Sale under specific authorization of the Regional Repre-
sentative in cases of hardship or of a materially alter-
ed local housing situation. :

At what price may a dwelling be sold?

A dwelling may be sold for no more than $6,000 plus financing
costs or merkei value, whichever is the lower. The proposed

price range must be submitted to the FHA in advance of sale.

What rentel may be charged for a dwelling?

Rent may not exceed $50 per month shelter rent or the rentsl
established in the WPB-2896 application for priorities. Reason~-
able additions to this may be made for services furnished, but
these must not exceed $3 per room per month, exclusive of gas
and electricity and any garage space.
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Q.
A.

Q.
A.

Q.
A.

Q.
A.

Q.
A.
Q.
A.

Q.

A.

VFhat is a WPB-2896%

This form is the WPB application for a preference rating on
meterial to be used in the construction of war housing, former-
ly known as PD-105. The applicant must procure this form from
FHA end fill it out, adding a detalled list of the critical
materials required in construction, (Form WPB-2897, formerly
PD-105A). Both forms are then filed with FHA which submits them
to WPB after preliminary processing, If the application is
approved by both agencies, a WPB certificate P-55b will be issued
to the applicant, thus establishing his eligibility to build.

He then fills out CMP-H~l to show his delivery schedule for
materials and has this approved by FHA., A preference rating and
allotment number are assigned to him by FHA on the form CMP-H-l.

Does this procedure apply to the construction or comversion of
multiple-family dwellings also?

Yes. A multiple~family dwelling is defined as a structure con-
taining six or more family suites. However, a short form bill
of materials may be used (WPB~2897.l1).

May any new residential construction be undertaken without WPB's
permigsion?

Yes, if the estimated cost of the construction is less than $200
for single~family dwellings or less than $1,000 for a multiple-
dwelling, and if materials can be obtained without priority
asslstance.

b. Maintenance and repajir

What is meant by "maintenance and repair"?

"Meaintenance and repair® mean construction necessary to keep a
structure in sound working condition or to rehabilitate a struc-
ture or any portion thereof when it bas been rendered unsafe or
unfit for service though wesr and tear or other similar causes.

The term does not apply where any structural alterations or changes
in design are to be made.

May repairs be made in any city or only in designated critical
areag?
Repairs may be made in any locality.

Is there any limit to the cost of repairs?
None, except that repairs are limited to those necessary to keep
the dwelling safe and fit for service.

Suppose a dwelling is damaged or desiroyed by fire?

Any dwelling, single or multiple, damaged or destroyed by fire,
flood, tornado, earthquake, or other act of God, or of the public
enemy may be repaired, reconstructed, or newly constructed, provid-
ed that the estimated cost shall be less than $5,000, and provided
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that, within two weeks after such damage or destruction, Form
WPB-617 (formerly PD-200) for a multiple-dwelling or Form WPB-
2896 (formerly PD-105) for smaller dwelling is filed by the
owner or his authorized agent. These forms should be filed with
WPB in such cases. :

Q. What is meant by the term "cost®" as used in the various WPB
regulations regarding construction?

A. Cost is the sum of the total cost or value, whichever is the
higher, of materials and labor used, including fees for archi-
tects', engineers' and contractors! services. Cost does not
include second-hand materials used which the owner already owns,
nor the value of the labor of the owner, nor his family, nor of
his tenant if it entails no financial outlay.

c. Agricultural construction

Q. How is the construction of rural residences regulated?

A. Construction of rural residences is governed by the same rules
that apply to all other new war housing with the exceptiion that
an application for permission to build is made on Form WPB-617 and
is filed with the Department of Agriculture County War Board
having jurigdiction over the area rather than with the FHA.

. d. Remodelling and conversion

Q. What is considered remodelling?

A. Remodelling is defined as construction which adds one or more
rooms to a unit, when such rooms do not constitute an additional
dwelling unit.

Q. TWhat type of construction is considered conversion?

A Conversion 18 any construction which adds one or more complete
family units to a structure. The conversion may or may not
.also add single rooms.

Qs In what areas may remodelling or conversion be done?

A. If no critical materials are required, both remodelling and
conversion may be done in any area without a certificate,
provided the total estimated cost is less than $200 during
any twelve months. If the sstimated cost is $200 or mors,
this type of building may be done only in critical areas, and
conversion and remodelling can be done only in those critical
areas where NHA has provided a priority quota for that gpecific
purpose.

Q. How is permission to convert obteined?
A. Form WPB 289% (formerly PD-105) must be filled out and approved
before construction can be undertaken. If the conversion costs
. less than $1,500 and is to be paid for on the installment plan,

an exception under Ragulatian W msy be obtained extending the
terms of payment from 12 mon st. '

November 1943



Y

Page 142 HOMES USE GUIDE Section 104.

Q. Is there any other way in which properties may be converted?

A. TYes, the owner may lease his property to the Government through
the Home Owners' Loan Corporation. In this case the Government
will undertake responsibility for the construction, financing,
and management of the property for the "duration®.

Q. Must converted units be rented to war workersy
A, Yes, they must be rented to eligible war workers.

Q. What rent may be charged for a converted unit?

A. Not more than $50 per month shelter rent may be charged for a
converted unit. Reasonable charges may be added for services
furnished, but not more than $3 Ger room per month exclusive of
gas and electricity and any garage spacs.

Q. May the rent be raised under any circumstances?

A. Yes, the rent may be raised by permission of the NHA Regional
Representative and the OPA rent control, but it may never exceed
$50 shelter rent. :

SECTION 105. RELAXATICN OF ZONING ORDINANCES AND BUILDING AND
SANITARY CODES

«01 General The number of families and roomers that can occupy
residentlal structures, as well as the design, facilities, and condi-
tion of the structures themselves, are commonly governed to a large
extent by zoning ordinances and building and sanitary codes. Such
laws and regulations are primarily matters of local concern, for they
stem from the police power of the state and are enacted, generally,
by the local municipality for the protection of its citizens and to
secure proper development of the community itself. It is therefore
important that federal officials approach problems involving laws
and regulations of this type with cousiderable care and understand-

ing.

.02 Local Regulations and the Homes Use Program The Homes Use
program is brought into constant relation te local zoning, building
and sanitary regulations. fThis is due to the program's emphasis on
increasing housing facilities through conversicn and on increasing
the intensity of use of existing structures without alteration.
Correspondingly, problems involving these local regulations ray be
presented to the War Housing Center by individuals wishing to convert
or otherwise intensify the use of their property, as well as by NHA's
constituent agencies engaged in conversion activities. For this
reagon the War Housing Center Manager and other representatives of
the Office of the Administrator concerned with the Homes Use prograa
at the local level should acquire general familiarity with those
provisions of zoning ordinances and building and sanitary codes which
affect the program in a given locality
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Situations may arise in which the immediate objectives of
the Homes Use program are in conflict with these local ordinances
and codes. For example, residential areas in which roomers are per-~
nitted may be more limited, or the number of roomers permitted in any
one dwelling may be less, than the degree of utilization demanded by
the war housing emergency. Conversion possibilities or the doubling-
up of familles may be limited by the maximum authorized number of
dwelling units or families per structure or per lot area, or they
may be limited by provisions of building and sanitary codes. As a
result, relaxation of the limiting regulations for the duration of
the national emergency may appear desirable to individual property
omers or to agencies working with them in furtherance of the Homes
Use progran.

Usually it will be possible in such situations to revise the
implementation of the Homes Use program so that program objectives
may be achieved in a manner that conforms with local regulations.
Occasionally, however, a situation may arise in which the conflict
is so fundamental or of such wide scope as to prohibit attainment of
the major goals of the program in the locality, either with respect to
the conversion program or to the development of the fullest possible
use of housing "as is".

.03 The Liaison Function of the War Housing Committee Cases which,
in the judgment of the War Housing Center Manager, involve basic conflicts
between major war housing goals and local regulations should be
referred to the Wer Housing Committee. If after full comsideration the
Committee deems such action to be necegsary and desirsble, it may appro=-
priately recommend to the proper official Planning, zoning, or housing
agencies of the community that they reconsider the restrictive regu-
lations in light of the needs of the present emergency and that they
determine whether modification, generally of a temporary nature, is
necessary and desirable. When such problems arise, a sub-Committee
of the War Housing Committee (see Section 84) might advantageously .
be appointed to deal with them. The War Housing Center Manager and
his staff should not take a public position in this type of activity,
however, except as specifically authorized by the Reglonal Representative.

<04 Sourceg of Technical Advice The War Housing Center Manager

should familiarize himself with the functions and relationships of the
official agencles in the commmnity concerned with the zoning ordinance
and building and sanitary codes, and should advise the Committee con-
cerning these functions and relationships in order that the Committee
may consult with and act through the Proper respongible asgencies. Be~
cause relatively complex technical and legal questions may be involved
in modifying the regulations, however, the War Housing Center Manager
should not himself attempt to give technical advice. Technical advice
generally should be sought first from local and state planning, hous-
ing and zoning agencies. If additional technical assistance is re-
quired, the services of the Division of Urban Studies of the Office
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of the Administrator should be requested through the Regional
Representative.

If adequate technical advice camnnot otherwise be obtained
when needed, the Regional Representative may call upon the office of
the constituent agencies of the NHA for such assistance as they can
provide. (See NHA Memorandum No. 11-6). For example, members of the
staff of the FHA's Land Planning Division are located in many of the
FHA field offices and are qualified to assist in these matters.

SECTION 106. DIRECT SERVICES ™) COMMUNITY

.01 General The War Housing Center through its Manager should
participate in all community undertakings affecting housing which are
not inconsistent with the principles of the National Housing Agency.
The Menager may be asked to represent the Center in planning or zon-
ing activities, in defense work, and in social service. Providing
the various types of information discussed elsewhere in this chapter
is another form of community service. Finally there are the several
services performed for the community by the Center in its contacts
with the in-migrant war workers.

SECTION 107. COMMUNITY INFORMATION FOR IN-MIGRANTS

0l Velue One cause of absenteeism and labor turnover is un-

‘doubtedly the difficulty which in-migrants experience in adjusting

themselves to a new community. Getting acquainted with one's neigh-~
bors, learning what the community has to offer in the way of recrea-
tional, ocultural and religious activities, helps a family to feel
satisfied with its new home. Such simple questions as: "“shere do we
pay deposits for gas and electrical service; what street car and bus
lines do we use; what schools and shopping districts are nearby;" are
inevitably asked by newcomers.

02 Activity of the War Housing Gommittee War Housing Centers
are being increasingly called upon to answer questions similar to
those just mentioned. Although supplying this type of supplementary
information is not strictly within the province of the Manager, his
doing so nevertheless contributes to the contentment of war workers
and therefore to increased production. The Manager should emlist
the aid of the War Housing Committee, perhaps through a sub-Committee
in collecting the background information. The basis for an informa-
tion service is a carefully prepared file on community resources and
a collection of local directories of various kinds. These materials
should show such things as the location of schools, shopping districts,
churches, clubs, and indoor and ocutdoor recreation facilities; where
to pay gas and electricity deposits or bills, and the size of the de-
posit required by the several utility companies; facilities for child
care; where and how to make complaints on sanitary and safety viola-
tions; transportation facilities, etc.
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Yhere the volume of inquiries warrants it, the sub-
Committee may also assist the Manager in dispensing the informa-
tion. A separate desk may be set aside for this purpose to be
manned either by members of the sub-Committee or by volunteers
recruited by the sub-Committees for this purpose.
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