e

TECHNIQUE FOR A SURVEY OF
\

LOV-LENT HOUSING NismDs o

: Peceral Works Agency
Unlteu Stetes Housing Authority
JFesearch and 3tatistics Division
Washington, D. .

Novewber 19, 1940



728.!

208
L



I.

IT.

ITT.

2
" CONTENTS

Introduction: Purpose and Method of the Survey
Purposc and General Plan
Determination of Area to be Covered
Schedules to bc Used
Sequence of Survey Frocedures
Possible Variations in thc Technique
Publicity
Confidentiel Neture of Individuel Information

Organization and Cencrael Procedure
Orgenization
Selection and Training of Pcrsonnel
Supplics and Equipment

Enumeration
Preparation of Control Map
Mcthod of Enumeration
Spot Checking
Preliminary Checking of Schedulcs by
Squad Leaders
Deily Reports .

Menual of Instructions for Enumerstors

Introduction
Gencral Instructions

Plan of Enumeration

Instructions for Filling Out Block Control
Shect

Instructions for Filling Out Dwelling Schedule

Pagc

Ao N A N A

10
11
11

16
19
19
22

23

25
27
28
28
29
21

3l
L1



b4

V. Office Procedure, Editing and Coding
Schedules, Tabulation and Mapping

Control Scction
Filing Scction
Editing Schedules
Coding Schedules
Tabula tion
Mepping

Appendix

A. Semple Tebulations to be Prepered by the
Survey

B. Semple Forms Needed in Conducting the Survey

C. Schedulec of Dcductions VWhere Furniture is
Included in the Rent

ii

Page

50
50
53
Sl
57
66
9%
109

110
128

139



I. IHTHUDUCTION: PUHPUSZE AND ETHUD o TEE SURVLY

Purpose and Gencral Plan

The general purpose of the Survey of Low-hent Housing
I'éeds 1s to determine the need for rchousins families
living in substanaard dwelling units in a given city,
and to obtain sufricient inforration sbout thnese farilies
to ¢neble the local nousing authority, in coocperation
with the United States dousing Authority, to plan a pro-
grar to mecet thelir housing necds.

Trie Survey 1s designed to obtain factual data
pertaining to the nurber of farilies living in substand-
ara dwellings, the size of such farilies, their color or
race, relief status, tenure, oresent rent, income received,
ana place of cmployrent with reference to placs of
residence. A corpreiensive analysis of thesc data will
serve as a basis for forrulating the irreaulate and long-
terr lovwi-rent housing program. Thls analysis will assist
in reaching conclusions on a number ol problems, such as
the number of units to be proviuea, incore groups to be
reached, rentals to be sot, size of dwellings required,
and, in a gencral way, the location of projects.

Tne general plan of the Survey is to designate
within the city thosce sections in which slum and blighted
areas are believed to exist, and to visit each dwelling
unit within the sections selectea for enumeration.
Certain Information relating to housing condltions will
be obtained for each dwelling unit visited, this inforrma-
tion to be listed on a forr known as PForr 1, Block Control
Sneet. I the informwation thus obtained shows the dwell-
ing unit to be substandard, a seconda fornm will be pre-
pared, known as fornm 2, Dwelling Schedule. If the dwelling
unit is not substancerd, the Dwelling Schiedule will not
be prepared.

Determination of Area to be Covered

The Survey shoula cover £ll slum and blighted areas
of the community, including adjoining villages or unin-
corporate¢d urban aress outsiuce the city proper. Too nuch
ettention cannot be given to the problem of seclecting
thie areaes where housing conditions are largely substand-
ara, since no othier single phiase oI the investigation
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is likely to influsnce the fincl resultc as much os
be originel ssloction of tic frei to be surveyed.

The sirplest rotiioa of dcterrining tis cress in
which the survey will be conauctea is to rnark on € n&p
of the city the srecs which ore to be excluded fror the
survoy. These will include srees in which there 1s no
housing et ¢11, such #s trects or vecent lend, industricl
or storage crecs, roteil sond wholesalo centurs, perks,
gchools . ¢te., and erees in wnich there 1s known to Le
little if asny substonoasrd housing, 2s acfinea below.

The letter will usuclly incluace pirts o. tie city which
hove been wevelopea very recently, ena high class resi-
woentiel crevos where taw houscs ere in good condition.
Areves in which it is believou tuore cre only o few
scettorca substrnusrd dwellings should clso be excluasa.

It is belicvea theot slur snd blightea erecs to be
surveycd rey be sclectouw so thet by covering not rore
thirn helf of 211 dwellings in the coswrunity at leeast
75 percent or 50 percent of the substondero dwellings
will be cnuncroted. In corrunities vith cn oxtrercly
high percentoge or wide scettur of substonucrd awellines
the Survey rey heve to be extenaceaw to more than helf of
tie dwelling units in tine city in orcer to reochi 75 per-
cent of thie substanderd. As goon s cots from the Housing
Ceénsus are asvailable, it will be possible to svaluate in
nore precise terrs the aacquacy of the coverasge of this
survey, snd 1f the project is still in oporstion the
survey can be extended to include any cduitional arecs
found by the Census to contein ¢ substantiasl nurber of
dwellings Iin necd of rojor repcirs or lacking saniteary
facilitics.

A cormplete snuneration of £11 substendoru dwellings
within the aree to be surveyeca should be rede inn citics
of less tlon 100,uuu population, In lorger cities sarple
enureretion verying fror 10 to HU purcont nay be
sulfticiunt.

égbcaules to be Usca

Form 1. Block Control Srivet

VWithin the crea sclecteuw for cnumerastion, the
gnurerators will visit coch resiuontiol structure cnd
frrnily avwelling unit, ona obtoin certoin iniornstion



which is listeu on tre cloc. Control Sieet, & copy of
wiielo s foond on the rollow.n: sare. oJne dveliling
unit will be listed on sect: line of thils scuneaule. 1t
will be the auty ol the cnurerator to determine, fron
tiis schiedule, which units are stancard and which are
substandara.

Cenerally speaking, a awell’nege unit can be substanc-
eru for one of two recsons. &itier thie structure Itselifl
iy in baw concition, or lacks proper i'ecilitiecs; or it
is overcruwaea. The .loca Control Siweet will reveal 2ot
2 plance wnetiner oitner or botihh of tuesc situetions exist.
1t entries appesr in any of the ifollowing columns on the
ploce Control Sheet, tue awelling unit is to be regaraca
as substenuerd:

Colurn 7 - Neeus rajor repairs,

Colunn o« - 1Is un1it for use.

Colurn lu - No rlusi. toilet, or slared tollct,.

Colum le - Yo vtathing uwilt, or sharca
bathing unit.

Colurn 15 - No instalicu Leating.

Colurn 1lu - An entry oi 1.51 or rore pursons
per roorn..

for the convenicnce ol thie mnumerstor in aeterxining
wietlhier & avelling unit is standsrc or substandard, the
spsces for entries in all of tilwse colurns except Column 18
are encloscd in neavy black boxes.
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Form 1 - Block Control Sheet
Emmerator SURVEY OF

Date LOW-RENT HOUSING NEEDS Sheet No. of Sheets
® ‘ Number of ﬁ
Initials of Squad leader —— (City and state) Dwelling Schedules

E.D. — BlOCk NO. —_ ‘

M e~—r-

o=z

Residential
Structure Data
Condition Toilet Bath Heat

Dwelling Unit Date Code

M —r

st. St. Apt. No. | Good
Name | No. | No. [str.| of | or |Maj.| Un- |Exct.|Shrd: | pxc1.| Shrd. oth. | Oth- | wo. | No. [PeT8: | wo. Race | S€d. Sub=| pdeq.
Type | 0.U. [Min. | Rep. | fit | use| O | use| O [Cente[jnst | OF [Rooms| Pers. | Pe" | Rent std.
Rep. None - None None Room

(1)) (2) 1(3) [(v)j(6)1(6)) (7) | (8)1 (o)} CrodlCundii2) ia)j(u)l (1s)iCie) | (17) {(18)] (19) 1(20)K21) |(22)](28)

o=

DO | F W]

W | |~

W | | |OjO JF WM

8 &g 8|8
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Jorr <. Dwelling Scredulc

Jor all awellin: units determined to be substandara,
ag outlined s2bove, the Houmerstor will rill out a2 schecule
; known &as forr 2, Lwelling Schisaule. This forr contains
? thie besic inforration of the survey, sincs practicelly
2ll tabulations ere rade d rectly fror the Dwelling
Sciiecule. A copy of tis scieaule is prescntec on tho
following page.

It shoulu be stressed ot tiis point timat the Dwelling
Sclicdules obteainea in this survey ere to be useu solely
for statisticsl purposcs. fTGisy ere not to be useq, for
exanple, for tenent seclection, since it is desireble to
reke o separcte Investigation of femilies applying for
dwelling units in tine housing project.

Seguence o0f Survey Procecdures

The general segusuce 0 operetions in the conauct
of a burvey of Low-Kent Housing liveds 1s given below in
sirpliiiea form:

List o1 Counsecutive Uperations

1. vrganizetion eand Training of rPersonnel,
2. Dwelling Enurerotion by wsnuncrators.

Z. Schedules Clieckea by Syuaa Leawers,

ﬂ. bcheaules Chccked by Croucking Clerks,
5. Sciheaules Codew by Coding Clerks.

o. Mneal Inspection of Schedules.

7. Tebulation of gflock Data.

8. Talulation of Cenerel Tables.

C. Preoaration of lLaps,.
10. Preperation oi Final Report.

Possible variestions in tlic Tecimique.

It is wxpoctsa theat tie Block Control Sueet sna the
welling schisdule as proscnted here w11l be sdacyuate in
rost ceses, and for this reeson only rinor revisions or
enlargements should be nscessery in specific surveys.

It is reulized trat because ol certain locel conaitions
some aaultional data ney be necossery for proper control
end complete inforration. Sornc of thne variations are
alscusseG below. 1i varistions in the technique or in
sclhicdules ¢re cesirca, tincy shnould e cliscussca Witi: toe

..5...
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Form 2. <LLING SCHEDULE

SURVEY OF LOW-=RENT HOUSING NEEDS

(City and State)

1. Income
Gross Rent

CODES

Street and No E. D. Tenure a. Unad)usted
Apartment No. Block contract Rent: b. Adjusted
Date Line 3., Rent-Income Percent
%
Enumerator dequac
Furniture Included: 4. Adequacy
A. MEMBERS OF FAMILY
Rela- Marital | Color | Employ. Yes 5. Wages
L)gx;e Name tion Sex sge | Status |or Rrace] gtatus -
: €3] (2) (3) (4) (8) (6) {7)
No [ 6. Other Income
1
. C. UTILITIES
Incl. in
3 Purpose Rent %%s,tt ﬁ,‘r
Trem Rent
4 H L | c !l nwltes|nro
(e} (A (18) 8 (19) | (20)] 624 (22)
5 1.Electr1c1ty
[¢]
2.3as
7 3.c0al, Coke,
wood
8
4 Kerosene,
9 Gasoline, 011
10 5.Water
B. INCOME D. PRINCIPAL PROVIDER
Line source of Income Last Twelve Months Weeks
No. ’ ee egu eports to Same Place of Work:
From 1’1;1%%?"]; Sa‘iaa%.e;'s, Prrt;‘fo%nts Income Pensions, | Insurance Relief Employed 1. Regularly Rep sYes D Ne D
Sec. Comissio Business in Kind etc. and Other elle
A (8) (9) (10) (11) (123 £1%) (14 (18) s occupation
%, Industry
4. Location of work
Monthly Income from Lodgers Present Rellef Status E. AUTOMOBILE
Total $ Rellef...ccveeeene Does Family Own an Automoblle?
For Rent Only § Nonrellef.........[] Yes [ v O
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locel housing authority and checked with the lLegional
hkesearci, Adviser of tie USHA. 1f tie variations are
auopted, appropriate cranges should be rade in the kanual
of Instructions to Enurerators. Certain changes may
require revision of the rlock Control Shect or the Dwell-
ing scheaule. wuestions of such changes rust be declidea
before tiese forrs are printea.

(a) Lefinitions of & subLstandaru uwelling unit. -
There nay be some variation in alfferent localities 1n
what is considerec substandard on tive basis of neating
equiprent. In Southnern cities lack of certain aneating
facilities will not be sur.icient to classify a unit as
substandara, while in Nortuern cities it will be. 1In
Nortiiern citles, central heating or other ilnstalied
heating will generally be considerea sufficient, and
obrier types of heeting or no installec teating will be
considered substancdara. Tie latter is especlally true
in connection with woou frare bulldings. Jior exanple,
a wood bullding ol three stories or rore using stove
ieat ray be considered substandard. 1If more inforra-
tion is desired on this point the plock Countrol Sheet
rey be expanded by luserting the following colunns between
colums & and ¢, snu changing other coiurn nunbers
accordingly:

Kesidential Structure Data
mxterior No. of
haterials Stories

ieYe]ot Cther No. of
Stories
(9) (lu) (11)

(b) Expension of aata concerning housing conditions,
vther iters ney be desirca to inaicete substanaard con-
aitions, suchi es awglling units in baserents, roons
without winaows, fooa preparation in btecroors, ete.
Colurns can be added to the clock Control S.eet in a
similar feshion 11 tuese iters arc aesirsa. Also, sore
local authiorities ~ay uesire to enlarge upon certain
housing infermation. [or instance, a city in which
tlwre are reletively Ifew outside tollets but a large
nurber of convertea residences in which the toilet is
snared ray want to get speciiic inforration on the




extent of this probler. 1In this case, separate colurns
oy be proviaed for "sisred end '"none" under "toilet"

anG uvacsr "veti " A [igure coulu be entored in the
"shared" column to incicete Lo nurber of far’lies sharing
tlie fecility. Sirilar cxpansions to securs otier types

of iniorration ray be mace where ussired.

(c; ramlly incore cate for feriliecs living in
stendara awelling units. - 1n sore corrunities the local
fULhoT ty ray aess1e Lo obtain iniorration on sll low-
income farilies 1iving in the slum end blighted srees
of & city, regaruless ol w.ctiwr or not ths fenily Iis
living in ¢ substonaera awelling unit. 1ln such cases,
tie Block Control Shoect coulu be noaifica by saaing two
colums st tne sxtrere right siae of toe shest 28 Ifollovis:

Income

Less tonean | kore than
w1200 w100

I an aduition of this sort is rescaec to the clochk
Control Sheet, @ secction shoulu be aaucd to the Dwelling
Scehiwdule showing why the sclicdule was reade out, that Is,
wiether tie dwelling unit is substancarda, or the fanily
‘ncore is below L1200, or both. The incowe lirit below
which 211 Tarilics would be enurcvreted should be dutor-
rined Ly thwe local housing euthority after consulting

withh the USIA Regionel hesearch acviser,

(d) Citizenship of occupents of substendera dwellings.
in nany corrunities the question of citizenship ray clfecct
seriously the nunter of ferilievs ¢ligible for occupsncey
in &« ULthA-2ideda pro/esct sincs non-citizens ray not be
ecceptea., 1In such corrmunitics it is desirsble to obtain
inforretion berring on this problen, This nay be done
by =adaing to Svctilon A, herbers of rarily, of torrn £, @
colurn hetcea "Citizenship" asna entering on tie line for
caCli person the letters "C" or YA" to wenote whether the
person is o "ecitizen" or an “slien." I1 it is not
uesired to chienge tne Form 2 o double entry rey be used
in Colurn o, Color or kace, to aenotsc both color or
rece sna cltizenship.,







Prelininery aete from the oburvey shiould bew rovlecsca
to the public fron time to tire, os taey becore cvalleble.
tiowever, no tcbuletions shoula be relecsca until the
figures heve been thoroughily checkhea for accurecy, and
tiie type of dete releasec should be suchi that is not
subjoct to misinterpretstion.

Confidentiesl lirturc Q{_Inuivicuﬂl Informetion

In tne centire concuct of & Survey of Low-hkent Housing
eeds, effort should be rmode to emplasize that 211 infor-
retion Gerling with specific propertics or ossrsons will
be hiela in the strictest couliaunce. All porsons con-
nectea with the Survey will be sworn to sccrecy onad
forbiaden to give out eny information collectec by them.
o lists of nerncs or cduresscs are to Le corpnilec for
cortereiel purposces unacr any circumstences. It is of
the utrost irportonce that thoe public uvncerstena thst
21l inrorretion geatherva will be reaav gveileble in
surrery forr only ena tnet indiviwual inforretion wili
not be reveslea or publisihud in ony wenner vwhetsosver,

It will never b6 used in conmcction with taxetion or in
cny wey which might be prejuaicicl to the inaividuels
furnishing the inforration.



IT ORGANIZATION AND GENERAL PROCEDURE

Organization

The organization of tine survey will be determined
by the number of employees, which will in turn depend on
the estimated number of families to be enumerated. Sug-
gestions on the labor requirements for each 1,000 families
enumerated are given on the following page in Table A,
A method of orszanizing the personnel is suggested in
Chart 1, a copy of which follows Table A. This type of
organization, subject to the limitations mentioned in
the footnotes in Table A, is belleved to be adequate for
all but very large or very smail projects.

Directly under the 3Survey Supervisor there are two
Assistant Directors: The Enumeration Supervisor and the
Office Manager. Under the Euuw.eration Supervisor are the
Squad Leaders each of whom has charge of several Enumerators.

The 0ffice Manager controls the following:

Stenographer

File Clerk

Control Clerk

Checking Section. This section is sub-
> divided into two groups - Checking

Clerks and Coding Clerks.

Supervisor of the Tabulating Section
Chief Draftsman of the Liapping Section

Enumeration, which is the aajor field operation, will
be under the direction of the Enumeration Supervisor.
Each group of Enumerators will be responsible to a Scuad
Leader, who in turn reports to the Enumeration Supervisor.

All the operations carried on in the office will be
under the Office esnager, who will have charge of two
general types of functions, administrative and operating.
The administrative units are the Stenographer, File Clerk,
and Control Cierk, The operating units are the Checking
Section, Tabulating Section, and Manping Section.

- 11 -



120698 . " Table A

Estimated Labor Requirements for a Survey of Low-Rent Housing Needs
per 1,000 Substandard Dwellings Enumerated

Hours of
Hours of Total Scheduled - Number Type
umb. f hed roduc-

;:em Operation or Position gchezsl:é i:reﬂgt:s P tiv: Instruc- Man Hours Per of Man of Cless

) Time tion Hours Month Months  Persomnel
Enumeration
1  Enumerating Dwelling SOhe ead/ 1,000 1.25 800 80 880 120 7.3 Enumerators Int.
2 Spot Checking EnumerationB 200 1.25 160 20 180 120 1.5 Enumerators Int.
Comparing Spot Check Cards with Kk
3 Original Emmeration 200 5.0 Lo I Ll 120 .25 Sr. Clerk sk.
L Checking Block Control Listd/ 2,000 18.0 110 10 120 120 1.0  Sr. Clerk  sk.
5 Editing Dwelling Sohedules 1,000 9.0 110 10 120 120 1.0 Sr. Clerk sk.
Transcribing emd Checking lerk .
6 Secondary Dwelling Schedule 39_/ 100 10.0 10 2 12 120 .10 Jr. Cler Int
7 Coding Dwelling Schedules 1,100 15.0 ™ 15 90 120 .79 Sr. Clerk sk.
8 Tabulating Dwelling Schedules 1,100 10.0 110 10 120 120 1.0 Sr. Clerk sk.
9  Mapping - - 320 Lo 360 120 3.0  Dreftsman P. & T.
Supervision. end Office

10 Survey Supervisor For duration of Survey
11 Field MamgerD For duration of enumeration
12 Office Manager For duration of Survey
13 Squad Leader&P/ For duration of enumeration
U Control Clerk For duration of Swrvey
15 File Clerk For duration of Survey
16 Stenographer For duration of Swurvey

y

B/

The estimate of tlme required for this operation covers preparation of both the Block Control Sheet, on which all dwellings are
listed, and the Dwelling Schedule for the substandard dwellings. For purposes of estimetion, it has been assumed that ebout half
of the dwelling units in the areas surveyed will be substandard; in other words, an enumerator may on an average make about 2,000
visits for each 1,000 Dwelling Schedules obtained.

Assuming a 20 percent spot check for purposes of accuracy.

E/ Assuming 10 percent more families than dwelling units.

Y

The amount of supervision set up for any project wili depend largely on the size of the Survey. (Broadly speeking, it is assumed
that there will be ome enumerator for sbout 250 families, or four enumerators per 1,000 schedules.) There should be one Squad
leader for each seven or eight enumerators. If there are more than three Squad Leaders, it will probably be desirable to employ
a Field Manager, but where there are three or less the survey supervisor oan probably handle the work himself.
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CHART 1
&
{ Survey Supervisor
“Sruneration | I
Supervisor T - o Office Manager l
/ \\ - "'"‘i.’—”/ -
- - -y ) \ " : S t ‘ ‘
Squad E Squad ¢ Spot Check | Stencgrapher w Control Clefiw ! File Clerk |
1 Leader Leader E Squad Leader |

!EnumefatorgllEnumeraforsl |Enuﬁerator§1 I

Chief Checking | Chief Tabulating [ Chier
Clerk ’ Clerk | Draftsman
| | i
. - P _
Checking Spot Coding| 3Tabulating [Praftsmen%
3 Clerks Check Clerks ‘ | Clerks T -

Clerk




.The various units which carry on their work in the
office must be arranged as efficiently as vpossible in
the space available. The Survey Supervisor should have
an enclosed office, if possible. The Office llanagier may
be located in the 1ain office space in order to be con-
venient to the various operations. The lMapping Section
should be provided with large tables suitable for drafting
and should be situated in a place where the light is ‘
particularly good. The Filing Clerk and files should be
rlaced in & central location so as to be convenient to
all the overating sections. T..e Control Clerk should be
situated near the Jflice ianager. The T.tulating Section
should be provided with lerge tables.

Seiection amduwTrainins of Peroonnel

The WPA personnel should be selected in the first
instamnce by the WPA assignment officer, subject to
approval by the Survey Supervisor. It is advisable for
the Supervisor or one of his subordinates to 1lnterview
ail personnel and pass on their gqualifications.

Arrangements must be made with the local “jork
Projects Administration office as to the forms that must
be filled out when »ersons are definitely accepted.
Arrangements should also be made for keening payrolls
and making any other necaessary revnorts to the Work
Projects Administration.

When the final selections have teen made, all nersons
employed in the Survey will be reguired to take an oath
of office, pledging them to secrecy. A form for that
purrose 1is found in the appendix.

The success of the »nroject will depend largely on
the preliminary training given the Enumerators and other
personnei. It cannot be too strongly eanhasized that
they nmust be thoroughly acquainted with the entire
technique 2and be trained in the best methods of obtaininz
the reguired information froa the persons whom they are
enumerating. The supervisory personnel should be engaged
as far in advence of the enumerators and clericel staff
as is pernitted by WWIPA regulztions, and accusinted with
the nature of the work to be done.

- 14 -



The instruction of the Enumerators should begin
with an afternoon meeting at which the entire staff
should be nresent. The mayor or some other prominent
official should address the meeting and stres the importance
of the Survey and its value to the community. The Survey
Supervisor should outliine the gcenerel procedure, and
explain the functions of the different workers. At the
conciusion of the eeting each Enumerator should be given
copies of Forms 1 and 2 and 2 set of the Instructions to
Enumerators, and be requested to read and study these
before reporting the next morning.

The next morning the 3Supervisor should give the
eruncrators a thorough schooling in the use of the various
foras and in the meaning of the instructions. He should
go over the entire set of instructions point by point,
explaining and amplifying them. He should have large
coples of Forms 1 and 2 mede on a chart or blackboard,
and as the instruction proceeds, he should demonstrate
just how the forms are to be filled out.

In the efternoon he should continue his explanation
of the instructions znd answer questions on points that
are not clear to the Enumerstors. Each Fnumerator should
then be assigned to the group under the lesdership of the
Scuad Leader who eventu=slly is to direct him in the field.
The Enumerators should continue their study of the forms
and instructions under the guidance of the Squad Leaders,
who should see thet the Enumerator gain a thorough under-
standing of thelir work. Both the Supervisor a2nd the Scuad
Leaders should stress the vital need for neatness, thorough-
ness, and =sccuracy ©f work.

Before they return on the morning of the third day

the Enumsrators should visit an z2ctual block and fill

out & copy of Form 1 for threec or four dwelling units,
including at leest two substandard units for which =2
Form 2 is prepared. When the Enumeretors return in the
morning, these forms should be carefuliy examined by the
Supervisor and the Squad Leaders, and mistakes and incon-
sistencies pointed out. Another general session should
hen be held, in which doubtful points can be cleared up
and questions answered.

- 15 -



After the enumerators have filled out their trial
schedules, the subsequent discussion of them will probably
develop some variation of opinion a2s to the condition of
the houses visited and how these conditions are to be
clessified. Much of the uncertainty on this point can
be overcome if the training period is ended with a group
field session on the afternoon of the third day. In order
to conduct such a2 session, the officiszls of the project
should ssiect 1n zdvance & section of the area to be sur-
veyed which best illustrates the housing conditions the
enumerators are expected to encounter, snd then determine
how each of the residentisl structurces is to be classified.
The @numerators should be led through this demonstrztion
area, either ail in a body or in scuads, and the clas-
sification of the condition of the various structures
explained to them as theyproceed. Such a nrocedure will
serve to clear upn mAany questions in the minds of the
enumerators, and will help to introduce uniformity into
the whole enumerstion.

As soon as training is comapleted, ench Enumerator
should be sent to the field and should complete one block
of the Survey. Imnediately after the completion of the
first block, Spot Checkers should be sent out to re-enumerate
a number of the dwelling units covered by each Enumerstor.
Any Enumerator whose work 1s not satisfactory must be
dispensed with. Additionel meetings of the enumerators
may be found necessary during the progress of the survey
to clear up general cuestions and points of interpretation.
Meetings of the supervisors should he held periodically
to check up on the progress of the work.

It will be =2dvisable to have the entire office staff
read over a1l instructions and study sll forms. They
should also attend schools for the Enumerators. A thorough
familiarity with the entire project will be necessary when
they come to checking, coding and tebulating the material
gathered.

Supplies and Ecuilpment

The forms and schedules presented in this technicue
should be checked carefully by the Supervisor and the local
housing authority to see whether they fit local conditions
and terminology.
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Wherever the words "City" and "State™ appcar in the
heedings of the various forms, the name of the City and
State where the Survey 1is being conducted should be printed.

The number of coples of each form needed should be com-
puted as closely as possible, and an zllowance of ¢t least
one-third should be added for use in instruction, waste, etc.
After the forms are printed it 1s =dvisable to keep the type
standing in case extra coplies are needed.

It wifl be necessary to provide an adequate supply
of the Instructions to Enumerators for use in the Survey.
In most cases these may be duplicated by mimeographing.
Occasionally it will not be practical to print the
instructions when a large supply is needed or where several
comuunities in the same Stsats -<rs to inaugurate projects.
Sufficient copies of eesch set of instructions should be
provided so that each person engasged in that operation
will have one. EXxtra copies will be needed to replace
lost or worn sets.

About 10 percent of the Dwelling 3chedules, Form 2,
should be reproduced on buff or some color of paper stock &t
other than white. These will be recuired for trenscribing
information on secondsry families. In cities with an
unusually high incidence of doubling up more than 10%
of the Form 2 schedules should be printed on stock other
than white.

Forms will also be needed for daily rerortsfrom the
Enumerstors and 3guad Leaders as well es various forms
for use in the office. Sugeested forms are given in the
appendix to this technique.

1t will be generally possible to borrow most of the
necessary office ecuipment. Desks end chairs will be
recuired. Draftsmen will need large drafting tables.
For the work of tabulating and checking plain tables or
trestle tables will be satisfazctory. At least one type-
writer will be necessary., Comptometers or edding
machines will be of great advantege in tabulation.
Filing cases and filing boxes will be needed for the
various forms.

Several maps will be needed. Further discussion

of maps will be found in the first part of the section
on "Enumeration."
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Before actucl field enumeration begins, each Squad
Leader should be supplied with a mep showing him the area
for which he is responsible.

Enumerators and Squad Leaders should be furnished
with forms for their deily reports.

Folders for carrying forms and parpzrs should be sup-
plied to the Enumerstors. It will be found convenient to
use a heavy piece of press board at least 10% X 16 inches
(the size of the Block Control Sheet) with » stiff manila
cover of the same size hinged with cloth on the left side.
The Enumerators should also be provided with a heavy pesper
envelope of about the same size for holding extra forms.
It will often be found convenient to number these folders
on the outside with the Enumeration District numbers, =nd
to paste a plan of the corresponding District on the inside
cover.
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Enumeration

III, ENUMERATION

Preparation of Control liap

The Drarlftsmen needed for the project should be
secured at the earliest possible moment. They should be
set to work at once on the preparation of the Control lap
which is necessary before the enuneration can proceed,

It is iwportant that the Control lMap be prepared as
speedlily as possible following the definite approval of
the Survey project, since enuneration cannot he started
until the map is complete,

The best available map of the city should be secured.
It should preferably be a black or blue line map with a
while background and have a scale of ahout 500 feet to
the inch. The City Surveyor's office can generally
furnish such a map. It should, if possible, be free of
all lettering except street names and should have no
division lines or numbers. It 1s better if the map does
not show allevs, except alleys which are to be treated as
streets in the Survey. (For suggestions regarding the
treatment of alleys refer to Section IV, lManual of
Instructions For Enumerators.)

The map rmust show all areas to be covered in the
Survey, including any areas to be surveyed outside the
corporate limits. These suburban areas will eventually
have to appear on the same map with the city itself.,

If, however, it is impossible at the beginning to secure
maps of the suburbs on the same scale as those of the
city, existing maps may be used for numbering blocks and
starting Ynumerators at work. The final map can be
prepared later, showing clearly the corporatec limits,

Four copies of the map sclected will be required
for impmwcdiate use. One map will »e used as a master map,
the other three will be cut up for the use of the Squad
Leaders, Enumerators and Spot Checkers.

The Draftsmen should proceed to divide the sclected
aresas into Enumeration Districts, If Enumeration
Districts have recently been set up for the cormunity by
the Federal Census it may be advisable to use these same
districts and numbers for the Survey of Low-Rent Housing
Needs, The Regilonal Research Adviser should be consulted
on this point.
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If a system of districts is not available, however,
it must be devised., ERach Enumeration District should
be a compact group of blocks. In residential districts
the IEnumeration Districts should be laid out so as to
contain roughly 1,000 inhabitants., It is not necessary
to spend too much time in getting the Enumeration
Districts of exactly this size; only a rough approxima-
tion is nccessary. If census figures by political
subdivisions arc available, or if the number of voters
in precincts can be secured, these will furnish some
guide in layving out the Enwneration Districts. As far
as possible without too much trouble, it is advisable
to group in each Enumeration District blocks ol some-
what sinilar character.

In laying out inumeration Dis t icts blocks never
should be split upe., Suburban arcas and areas within
the corporaete limits should necver b “combined in one
Enuwneration District; in other words, the boundarie
of Enumeration Districts at the cdge of the city should
coincide with the corporate 1imits,

As soon as the Inuacration Districts have been
finally chosen their boundaries should be marked plainly
on the master map, and they should then be numbered,

The Enunieration Districts in the entire survey area
including the suburbs should be numbersd continuouslye.
Begin with number "1" in the upper left-hand corner of
the map and number in sequence the top tier of Districts.
Then the right-hand side of the survey area has been
rcecoched, return to the left side of the areca and number
the next tier, and so forth.

Squad Leader Arcas should be laid out and numbered
in a manner similar to that described for Enumeration
Districts. A Squad Leader arca should contain
approximately 7,000 to §,000 inhabitants.,

The boundariecs of each block on the map should be
clearly defined either by a street, railroad, river, or
some other definite boundary line. In cases wherc an
alley has definitely become a street, and where the
propertiecs fronting on the alley are known to be owned
separately from those on the adjacent strect, the alley
itgelf should be treated as o streect, and the areas on
either side of it considered as scparcte blocks. In
all other cases clleys should be neglected on the map.



Tnumeration

The blocks should next be given numbers. When-
cver o block numbering system heas already been devised
for the city, by the Census, City Asscssor or City
Zngincer, or cny other public body or private rescarch
agroup, 1t is desirable to usc this numbering systen
rather than to preparc a new once, Note, however, that
the numbering system must cstablish u separate scrial
number for cach block in the city. Numbering systems
in which the blocks arc numbered by plats, and the
same numbers repeated in each plat, cunnot be usecd.

If no numbering system exists, the Draftsman can
devise onc in the following manner: Regin in the first
Anumcration District and give nwmber "1" to the block
in the upper left-hand corner of that District. Number
the top tier of blocks in that District; when the
right-hand boundary of the District has been reached,
return to the left and number the next tier. When the
blocks in the first Enumcration District have all been
numbered, go into the second Enumcration District and
continue the block numbers in sequence beginning in
the upper left-hand corner of the District. For
example, 1f the first District contcined 21 blocks,
the first block in the sccond District should be nunm-
bered "22," Continue numbering the blocks in one scries
throughout the wholec city, always procceding from one

[ g

District to the District of the next higher numbher.

The starting point and direction of enumeration
rmust be marked on each block, The enumeration should
start at the upper left-hand corner of each block, and
a red dot should be placed there, Enumeration should
proceced to the right, and & red arrow should bc drawn
in this direction. (Sec diagram in Enumerctors!
Fanuals,)

As soon as thc master map is finished, three copies
of it must be preparcd. One will be cut up into the
Areas assigned to the various Squad ILeaders, onc will
be cut up into Enumerction Districts for use by the
Enumerators, and the third will be Tor the use of the
Spot Checking Section. It is important that the small
naps of each Bnumeration District have names on all the
strects aftecr they have becn cut up.,
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As the Survey progresses, the Enumcrators moy
discover discrepancies in thc maps. hose must be
rcported at once to the Chief Dralftsman, and if possible
one of thc draftsmen should go to the District himselfl
end clarify the matter. If this is not practicable,
the Squad Leader rnmust examine the situstion cnd report
to the Dralftsman. The masber map must be changed to
correspond with actual conditions. II two or morc
blocks arc found to exist where only one is shown on
the map, corrcct the map wund change the block number-
ing, If the original block number was 25, for example,
number the actual blocks, 254, 25B, etc. Vherce blocks
do not actually exist, the map is to be corrected and
the numbers abandoncd. A list of all such changes must
be kept.

Method of Enumeration

Eight to ten Enumerators should be assigned to each
Squad Lewader, onc for cach Enumcration District in his
Arca., In starting work cach Enumerctor should be given
an Enumercation District. 1In gencral, Enumerators should
be given Districts within a reasonablc distance of thelr
homes, but never should work in the Enumcration District
in which they themseclves live or in an adjoining onec.

The Squad Leader should attempt to find a conven-
ient location for his hecdquarters. In somc casce it
will be possible to shift this location from time to
time in order that hc may be located morc conveniently
for the Enumerators,.

During the day the Squad Leader should circulate
through the area being cnumerated and inspect the work
which the Enumerators are doing. He chould check the
Block Control Sheects to sec that the enumerction is
proceeding - properly, and should inspect the Dwelling
Schedules to scc that they are being correctly filled
out. At the beginning of the Survey the contacts with
the Enumerators should be more frequent than later in
the enumeration when the Enumerators cre riore exper-
ienced., He should crrange to be at his headquarters
at a certain time during ecch day in case the Enumera-
tors need to get in touch with him,
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The Squud Leader must arrange to report at the
Central Office once euch duv at a time specified by
the Fnumeration Supervisor., Completed forms ond Daily
Reports may be turned in at that tinme.

The Squad Leader will be called on from time to
time to consult with the Spot Check Supervisor on the
result of the spot check operations covering the Enum-
erators in his squad, When important inconsistencies
arise the dwellings concerned are to he re-enumerated
either by the Squad Leader himself or by one of the
riore coripetent Enuwnerators,

Occasionally it is not feasible to use the method
of enumeration whereby an enwaerator is assigned
permanently to an enumeration district, In areas at
the edge of the city, where houses are scattered over
large distances, it may be more practical, in order to
save on transportation costs, to have all the enumera-
tors work in a given area at the same tiwme. This 1is
called the Block Enumeration liethod,

Under the Block Enunmeration plan all the Enumera-
tors in the squad will work on adjacent blocks within
one Enumeration District. When this Enumeration
District has becen completed, an adjoining District
will be begun.

Under this plan the Squad Leader will assign work
to the Enumerators at least two blocks at o time. The
assignments should be made often enough so that each
Enumerator will always have his next block assigned to
hian in advence, in addition to the block on which he
is working.

Spot Checking

To insure the accuracy of enumeration some por-
tion of the dwelling units must be re-enumerated and
the results coupared with the entries obtained during
the regular enumeration. A greater portion ol the
enumeration should be spot checked at the beginning
of the survey than later when the Enumeroators have
become more familiar with their work. Some spot check-
ing, however, must be continued throusgh the whole
period of enumeration. The spot checking will be
carricd forward under the direction of the Spot Checking

1
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Enunieration

Squad Leader who reports direcctly to the Enumeration
Supervisor. The re-enuneration in the field will be
done by a group of Spot Check Inumerators and the
office work by Spot Check Clerks,

At the beginning of the Survey the Spot Check Squad
Leader will select for spot checking the first block
completed by each Enumerator and thereafter every second
to fifth block as completed by the Enumerator. The
frequency of spot checking should be adjusted within
these linmits in accordance with the quality of the work
of the individual Enumerator. As the Survey progresses
the spot checking need be less frequent.

The Spot Check Squad Leader will inspect the
Enumerator's Production Record in the Control Section.
These records will indicate the blocks for which each
Enumerator has completed enumeration,

He will select the blocks for spot checking and
enter the Enumeration District and block number of the
selected hlocks on a memoranda list., After the Spot
Check Squad ILeader has selected a block for spot
checking, he will indicate this fact by a check marknext
to the block number on the Znumerator's Production
Record. This check mark will record the fact that the
block has been selected for spot checking and will be
useful in determining which of the later blocks con=-
pleted by this Enumerator should be spot checked. Each
day the Spot Check Squad Leader will prepare on assign-
ment list of the blocks and addresses of substandard
dwelling units selected for spot checking in each of
tiie Spot Check Areas and turn these lists over to the
proper Spot Check IEnumerators. The Spot Check Squad
Leader will be provided with a large rubber stamp
reading SPOT CHECKED., He will have a number of cards
stamped on their face with this stanp. These cards
will be issued to the Spot Check Enumerators and used
by them in their enumeration.

Hach Spot Check Enumerator will receive from the
Squad Leader o« map of the area in which he is to oper-
ate, He will also receive an assignment shect,
indicating the blocks and substandard dwelling units
which he is to spot check each day. He will be sup-
plied with a nwiber of blank Forms 1 and 2 on which
SPOT CHIICKED has been stamped with a rubber stampe.
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In eachh designated block he should re-enumerate all

of the addresses which have been assigned to him and
approximately one=fifth of the rerwaining dwelling
units, but never more than eight dwelling units in

one blocks The dwelling units selected for re-enumera-
tion should be reasonably representative of the block,
That is, if the block contains sone apartments and
some single family houses, he should re-enunerate sone
of each type of dwelling unit, In this enumeration he
should follow the instructions given in the lianual of
Instructions to Inumerators.

It should be pointed out that considerable tact
will be necessary in conduc ting the spot check enumera-
tion because orf the fact that the sawme type of informa-
tion has already been obtuined once from the family.

If any difficulty is encountered, a different fanily
should be selected in order to avoid arousing any
antagonisn toward the survery.

When the spot checked cards are turned in, the
Spot Check Sgquad Leader will route them to the Spot
Check Clerk, It will be the duty of the Clerk to with-
draw the original forms from the file and to compare
all entries on the original forms with the correspond-
ing entries for the same dwelling units on the Spot
Checked forms. Any difference will be noted on the
Spot Checked TForms and the forms will be routed to the
Chief Checking Clerk. The Chief Checking Clerk will
examine the indicated differecnces, Vhen they are only
minor in character, and the entries on the original
forms are obviously in error, he should make the indi-
cated changes with red ink on the original forms. IT
any significant difTerences are indicated he will take
them up with the Spot Check Squad Leader, and when
necessary the Sguad Leader will have the differences
checked in the field., After all chiecking is completed,
the corrected original should be returned to the Miling
Section and the Spot Checked forms should bhé placed in
a special file in the Spot Checking Section.

Preliminary Checking of Schedules bv Squad Leaders

The Squad ILeader will receive each day from the
Enurierators the Dwelling Schedules which have been con-
pleted during the previous day's work, These forms
should be checked as quickly as possible, The Form 1
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for each block will not be finally turned in by the
Enumerator until the last of the Dwelling Schedules for
that block have been completed,

As the schedules are turned in, each form should
be checked for completeness in the hcading and in the
bodye. Therce should bc an entry in every space where
required, as stated in the Instructions to Enumerators.
Any blanks should be discusscd with the Enumerator,

If an Enumerator cannot secure the information, the
Squad Leader or one of the more competent merbers of
the squad should make a further attempt to complete
the fom.

If the Squad Leader is thoroughly satisfied that
the information is not obtainable, he may insert "NR"
in red ink in the space wherc the information 1s nont
reported.s In practically all cases, however, the data
can be obtained in one way or another,

Each gchedule should be scrutinized to reveal any
obvious inconsistencies in the entries, The discussion
off editing in Part V gives suggestions on which itens
should be checked,

The Squad Leader rmust perform also the following
operations:

(1) He must check Form 1 against the Enumerator's
map to seec that the EBEnumerator has started at the
corrccet point and gone complcetely around the block,

(2) He must see that the Enumerator has turned
over to nhin the nunmber of Dwelling Schedules called
for in the heading of Form 1,

If the work on the block is satisfactory and
conplete, the Squad Leader should initial PFornt 1 in the
space provided in the heading., e must then clip the
Dwelling Schedules to Foriz 1 and send the pack to the
Filing Scction in the central office,
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Daily Reports

A Dally Report will be required for each Enurera-
tor, and in cddition, a Dailly Report will be prepared
by the Squad Leader, suwmarizing the operations of his
squade. Sarples of the formns to be used for the
Enumerator!'s and Squad Leader's Dally Reports are con-
tained in the appendix to this technique.

Instructions for Enunerators

The next part of this Technigue, lManual of
Instructions for Enunierators, is designed as a unit so
that it nay be reproduced and each enumerator given a
copye It explains the functions to be perforiied by
the enumerator and gives a detalled explanation of the
various schedule and report forrms. These pages should
be duplicated so that a copy can be given to each per-—
son working on the survey, including enuwuerators,
clerical and supervisory* personnel,
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IV. _BANUAL 07 TNSTRUCTIONS 70T ENUILARATORS

Introduction

The Survey o Low=Rent Housing Needs described in
this Manual of Instructions to Hnuwierators is designed
to provide certain hasic inforiiation on low-incore
families. This information is requirea Ior the planning
of a low-rent housing program that will neet the necds
of the fariilies to be rehnoused wnd covers such factors
as family size, conposition, race, and incomc. The
housing promwdn would be undertaken by the local housing
authorit;, with the assistance of the United States Hous-
ing Authority.

Certain general principles nust be followed in the
planning of such a housing progran and in its operation
after it is completed, The problemn of tiiis survey,
therefore, is threefold:s (1) to locate the families
living in substandord units in the corrwnity, (2) to
deternine what rents they are paying ot the prescnt
tirne Tor these substoendard unLtu, as o puide to sctting
rente in the new prsjoct, and (3) to determine what
income these fomilies have, as a further guide in plan-
ning the project so that it will be adanted to the necds
of the low-income groups wihich cannot »btain adequate
housing ror thasclves in any other way,.

This Hanual of Instructions describes in detaill the
various steps in collecting the nccessary information.
A carcful rcading of this manual should answor most of
the questions HHLCM.”lll COZiG up during the course of
the enurnierations It cannot be wpnuszcd too strongly,
however, that accurccy is the kewnnte of this survey,.
Do not ruess at any of the answers to the guestions on
the various schedules. IT wou arse nnt sure as to the
cxact inforaction desircd, consult the manucl, and if
vou dn not obtain the proper onswer fro. 1t, or are not
sure as to how to interpret cor clacolly cortuin ltons,
consult your Squad Leader for the proper onsvier,
Remeriber tir.t the accurccy ol the whinle survey dupbnag
on the correctnessg of vour cnuw.erction, and thet il th
local housing cuthority is tﬂ alke cdequate plons o
rciwusing the low-inc 011G Toosilics of this CO-LunltT,
it must have acourato nlOPﬁqulJﬂ.

- 28 <«



Enunerators! Manual

As a further check on the accuracv of your work
during the coursc of the survey, spot check enunerators
will revisit some of the families you have visited and
nake a second cnuneration, which will be comparcd to
the cards you have turned in., Any errors or discrepan-
cies will bc called to your attention so that you may
avoild naking the soiie mistokes cgaine

General Instructions

Organizatigon . of Survey.- The information required
in this survey will be obtained by Bnwicrators. For
every 7 or 8 Enurcrators there will be a Squad Leader
who will guide and direct them. The data thus obtained
will be coupplled into statistical tables by another
group of workcers. A Survey Supervisor will be in charge
ol the entire work in the city.

Instructions.~ Every Inunerator niust read and care-
fully observe the instructions containcd in this panm-
pilet, “Whenever any questions or difficulties arise as
to the jnterpr@tqtion of anv of thesc instructions, the
Enurierator rmust get in touch with his 3quad Leader
irmediately for Turther instructions,.

Obligation to Secrccye.- Anumeratsars are forbidden
to commmunicate in any way to persons other than the
Survey Supervisor or his apents any of the information
obtained in the discharge of their Gutleu. Every person
working on the urvev’v1ll be required to take 2an oazth
of office pledging hin to soecrecy, and fzilure to keep
this oath will subject the Tnumerctor to irmediate dis-
rilssal and legal action,

Identification Card.- Zach Znumerator will be pro-
vided with on Identification Card signed bv the Survey
Supervisor, This miust be carried bv the Znunerator at
all times, and should be shovn to ocnyone who asks the
Enuuerctor to ildentify himself or Uho questions his
right to perforn any of his duties,

No Other Work Is to be Done by the Enunerator

During the Survew.- The BMEeTator 18 1ot allowed to
omblne hils ofTlcial duties in this swvey with any
other occupation, such as canvassing for dircctory
publishers, soliciting subscriptions, or the sale or
advertising of any article whatsoccever. Anv Enuucrator
who does not obscerve this regulation is subject to
irmediate discharge,
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Delegation of Authority orbidden.- No Enumerator
is pCTJltLOd to delegate eny »i his dutices, or to per-
nit or emnploy anyvone to do for hin any part of his
work., The Enwierator rnmust not permit anyvone to accon-
pany hir: or assist hir in the verforriance »f his dutics,
unless that person is spcecificallv authorized to do so
by the Survey Supervisor,

Conditions of Work.- All conditions ~f the Enumer-
ator's work, such as rermnuncration and hours ~f work,
will be explained by the Survey Supervisor before work
is started,

Aedules and Supplies.~ The Squaed Leader will

nis Enuierators with all necessary schedules,
blank iopvs end nther supplics., Each Enumerator will
receive a map of his Enwiecration District, and also a
manila board folder and a large envelope in which to
kecp his papers,

C/J 5]
oy O

Enunerators gathering data for the Dwelling
Survey will use two foras:

Forr1i 1 - Block Control Sheet
Form 2 = Dwelling Schedule

Detailed instructions for usc of these forms are given
later.

Fach Enumerator must sece that he has o sufficient
supply of blank forms; no loss of time will be allowed
hecause of lack of supplilcs.

General Methods o Pilling Out Scheduleas,- All
forms arc to be rilled in with black ink and each
Enumerator rmst have a fountain pen for this purpose.
Write legibly and keep the schedules neat and clean.,
Do not hurry. Be sure you know the proper entry and
its proper place before putting it down o &g to avoid
erasing cnd interlining,

Procedure to he Followed in Cise the Person
Questioned REGIUSCS LO ANSWET .~ J61USLLS LO anewer are
senerally the result ol misunderstanding on the part
of the person questioned. The purpose of the survey
riay be explained but extended conversations and argu-

ments must be avoided., Explain carefully that all
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information will be nheld in the strictest conlidence,
It will be used onlv in swriiary forri, and individual
informiation will not be revealed or published in any
manncr whatsoever., HErphasize particularly that no

use will be uade of this infornation in assessing taxes
or in any way detrirmental to the individual,

The Enunierator hos no autherity to enter any
structure or dwelling unit against the will or without
the permlssion of the occupant. I at any tine inform-
ation 1s rcfused, the Squad Leader should be consulted,.

Dailsy Reports.= The Squad Leader will furnish the
Enumerator with forms on wvhich to nake out a daily
report. A report nust be handed or sent to the Squad
Leader each night covering the work accomplished that
daye. The payroll will be made up from these reports
end failure to make a report will result in loss of
pay for o daye.

Plan of ZEnwaicration

Blocks to be Bnumerated.- The centirc arca to be
enumerated has been dividced into Snuneration Districts,
Zach Enumerator will be assigned to one district and
will be furnished with o nap nf thot district, The
Enurierator is to have nothing to do with any blocks
outside of his Enumeration District unless he 1Is so
directed by his Squad Leader,

Order of Enumeration.=- In starting cach block
the Enuacrator will start his work at the corner of
the block marked with a red dot on the map and proceed
around the block in the dircction of the red arrov.
BEach block 1is to be considered ns cn island. The
Fnunerator vwill stick to that block and not cross the
street, If the HZnunerator comes to a court on which
résidential structures face and whiich opens into the
block he will proceced into the court a nd go around it
and cone out again, continuing around his block to the
starting point. As shown in the diagrasi, the Enwicra-
tor must continuc around Block 1 and finish it before
starting Block 2 or any other block,
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Starting point A Stroct

T

T\ wed Arrovw
é————f

/
[
B Street

D Street

P A—
¢ Stroct

Reor Structurcse.- In solie coses scveral mojor
structurcs stond one bchind cnothior »n thice swic par-
cul of lande. The onoe facing the stroet 1s to be ¢on-
sidcred we the Iront structurc; all others arc to be
considercd as recar structurcs cnd ontcered »n Fora 1
on the lines folloving the front structurc., The stroct
nw.ber of cll recar structurcs st be I»ollowcd by the
letter "m" (Rear).

In general all structurcs »n cllcys arce to bhe
Gnumorauod as rcear structurcs. Howucver, in blocks
vhore there arc a large nuaner oI struc tures vnich
apparcently front on en clleyr the Scuad Leadsy should

o conmsulted., The Squad Leader tmst deternince viacther,
ag o rulc, the structurco on the alley bclong to the
ovmners ~I front structurcs oHr crc separctelr held, If
tho najoritr arec scparately held the Bnwierator should
be instructcd to trcat the alley o8 a strect cnd ceon-
sidcr os scparatc blocks tiace loand on c¢ither side »f
the alloy,

In sniie cascs blocks arc laid ~ut on the naep with
dllcys a8 onc of the bounda rics. Thacse are cloorly
shnotm »n the map as separate blnocks, with scparate
block nwibers ond scparate starting points, and are to
be cnwrerated as separatce blocks,

oiplete ond Accurate Inforiation.- The Enuncra-
tor i ruqulrod to ke o thorough ¢ nd cormplete can-
vass »f his Bauseration District. It is his duts to
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visit personally every residential structure and every
dwelling unit on thie bloclis which ho is to cnunerate,
and obtain the infornation required. Thce Enwicrator
rust he sure to visit every business structurc and
inquirc if any persons live in the building.

IT the dwelling unit is occupied but the resi-
dents are not at hone at the rirst call, return calls
should be made later. If the Hnuunerator finds no one
at horie in two rcturn calls the case should be
reported to the Squad Leader, At thc first call he
rmugt £111 out the hecading of a card for that dwelling
unit, and retain thig card ©or the later calls,

It is c¢ssential that all vacant residential
structurcs and dwelling units be cnumerated.- Inforna-
tion »n vacant structurcés should be obtained if pos-
sible frar tiie neighbors, or from the janitor in the
casc »f an apartrnent buildinz, Information on resi-
dential structurcs under construction should be
obtained from the rien working on the job or fron
neighbors, I for any rcason the Hnumerator is
abgolutely unable to obtain information he should
report the casc to his Squad Leader.,

Corppletion of Vork.,- At the conclusion of each
ay's work thc Enucrator st turn in to his Squad
Leader all the cards which he has completed thoet day.
He should retain eny uncompleted cards, teogether with

the Block Lists to which they apply, until he has
fully completed the enumeration of the blecek. “When
all cards have becn coupleted for a block he rust turn
in the Block Control Sheet, together with the cards
which complete it, to his Squad Leader., The Squad
Leader will check back all the cards for each block
with thic Block Control Sheet before he turns them in
to the office,

Never hand in cards which lack any entries until
vou arc satisfiecd that the infortmtion required can-
not be obtained, All such cases nust be called to the
Squad Leader's attentione.
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Instructions for Iilling Out Block Control Sheet
Form 1

Tor each block thes Enuserator is to enter on Forn 1,
Block Control Sheet, cevery uajor suructure, whether it
be residential or not. For each dweclling unit, entries
are first to be made on the Block Control Shect, Form 1;
then 1f the dwelling unit is substondard, a separate
Dwelling Schedule, Form 2, is to be rade out for it. Be
surc to enter all structures in their ~rder on the
block, cven thmuﬂh,you have to corc bucl later to obtain
lnlo“wa+1on from the residents to £ill out the secparate
Dwelling Schedules,

A ncw Block Control Sheet is tn he used for cach
blocke Never combine blocks on one shect., There will
ordinarily be sufficient space to enuirerate «ll the
data for 2 block on one shect. If more than one shect
is nccessarv, write "(Continued)" in the bottom spacc
of 211 shecets except the last,.

Headinge.- F11ll in your name and the date or datoes
on wileh the enuneration is made. Be sure to £ill in
the number of the Enwicration District (E.D.) and the
Block Number., If only one sheet is uscd for the bloclk,
£i1l in Sheet No. 1 of 1 Shects; if 1ore than one sheet
is used for the block, Till in tho number of the shect
in the first space, and the totul nuaber of sheets used
in the sccond spacec.,

dwelling survey of the

When you have complcte ¢
of Forr: 2, Mwelling Schedulcs,

block, 111 in the nuwiber «
you hiave secured for the hlo

;
68
T

tl
ck.

Orcer of Listing.- The Enunerator will start on
cacihh block at the point indicated by the red dot on his
riap. If on the corner parcel there isg o« structure
fronting on tne gtreet along which the red arrow runs
(A ctTCbt) the Hnumeratcer will meke the detailed list-
ing for that structure on the first line of Porn 1. If
on the corner there 1s & structure fronting away fron
the strect along which the arrow runs (frontlng on
D Strecet) he will not describe the structure on the
first line; 1t will be the last structure listed for
the block and will be enunerated after he lhias gone all
the wav around the bloclk,
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Colwmn l. Street Nure,- ‘nter vertically (frow
down To up) in This colwin the nane of the strect,
avenue, Mmad, or court, etc., 'hen you have finished
a strect and have nade on entry for the cerner parcel,
draw a heavy line across the first tvo colwmns to indi-
cate that you are going to begin the frontage on a new
strect., If a structure on the corncr parcel faces on
the new strecet it chould be listed as the first one on
the new street. 'Yhen the block is complete draw a
double line and write "End »~f Block "

Colurmn 2, Strect Number,- If therse is o nmajor
structurc on the parcel of land which vou are listing
on any line, write in the strect nusber in this columm.
If the structure has a scrices of nw:bers enter the
first and the last with « dash between., For any recr
rajor structures o scparate line will be rcquired; its
strect number nust be followed by the letter "R" (Rear).
Do not write in strect numbers for land which is not
huilt on or for the sides of corner structures,

Colwm 3. Apartiient Nuiber.e Enter herc the
apartrient nwmiber Tor the dwelling unit being enurner-
ated., Hach dwelling unit, as deflfined below In the
instructions for Colwm 5, will be listed on a
separcte line., I the dwelling units in the building
arc not nurbered describe their location in the build-
ing, such as "Third floor front." Abbreviations
(3 f1. frt.) may be uscd here,

of Structure.- All major struc-
for type, as follows:

Colurn L. Type
turcs will be coded

Code Type
HES, e « s o Resildential
Nonre « . « « Nonresgidcenticl
iz, e « o o Mixed

Structurcs uscd oxclusively or aliost vholly for
residenticl purposes will be coded "Res," This includes
guch residential types as one=- and two-fanilly dwellings
that include no business units, plus imlti-family
dwellings with or without incidental business units,.

The code "Nonr." will be onterced Tor 2ll structures

wihiiclhi contein no dwelling units or which hove snall
sections used for incidental dwelling purnoses, This
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will include coitiercial, industricl and other struc-

tures used entirely or aluost exclusively for non-
residential purposes,

imter the code "Mix," for structures which coribine
residential wiih other uscs, such as =sall reteil estab-
lishments with living quqrtqfr in the sane structure,

Colwmn 5, Nuuber of Duell ing Thitse~- BY dwelling
unit Is ent & roMi or groun of TorT 8 {ntended to be
occupiced by one fanils or ﬂousehold as their home and
where the gslecp. EBnter here on the first line for
any structure the nunber of dwelling unite in that
structure, A residential structurc nay contaln onliy
onc dwelling vnit (single~famnily mouso) or several’
dwelling units (two=-fomily housce, apartient, ctce)e.

In general 2o dwelling unit, when In o cwlti-Ffanils
Building, 1s closed off from: the rest of the structure
Occasionally, however, part »I a residential stwucture
will be re nted out to another fanily without the
quarters being completely closea »niv, This v111 count
as a geparate dwelling unit conlw if thhis fuwnaily has
xclusive usc of Hhoso ronoris, including pcr*urent cook=
facilitice, and is cble to live a geparate family
e. Ilovable gus or clectric plates do noat count os
ianent cooking facilities. (Note that quarters

chh are couplctuly closed off do not require cooking
fecilities to qualify as dwelling units.) TRoons or
groups of rociis rented out te rooner
as dwelling units. A separate line v
each dwelling unit, incluﬂln” Awelling
vacant »r under Cﬂnutructlon.

nn>t considercd
1 be made out for
t

- ., 2 .
& ynich arc

15 6-8, Condition.- Fake an estinate »f the
of the entire structure as for as vou can

fPOu whut wou see in visiting the Vﬂriﬁus dwelling
units, and put a check mark in the aopropriate colurin
"Good Condition or ¥inor Repairs" (leunn 6) refers to
structurcs which cre in gond condition or which, vhile
structurally sound, need ninor repairs such as poaint-
ing, papering, stopping of small leaks, pointing up of
nasonry, ctc. "Hoejor Repairs™ (Colum 7) refers to
structures in which parts such ag floors, roof, pla utCT,
walls, porches, framing, or foundation need w“gor repair
or replacecuent. A repair ie major vhen its continued

o

neglect will seriously impair the souncdness of the
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structure and crcate o hazard to its safety as a place
of residencc but which 1f nade will put the structure
in reasonably good condition, Record the building as
"mfit Tor Use” (Colwmn 3) if vou consider it unfit
for hwien habitation, that is, if it is go obsolete or
hazardous to the safetr or icaelth of an occupant that
in vour opinion it should be destroyed,

Structurcs which are under construction and are
not vet readw for occupancy should he coded "U.C."
Never count a structurc in vhiich nersons are living
as under construction; if worlt is progressing on such
a structure count it as "Good Condition"; if work is
abandoncd but peonle are nonc the less living in the
unconpleted structure count it as in need of "lMajor
Repairs,”

Colums 9-10, Toilet.~ This colum refers to

indonr flush toilGéts. Tne toilet snay be in a bathrooi
or in a scparate LOOM of its owm. Chock "Exclusivel
if the toilet is located within the structure (not

neccesorily within the Aduelling unit) and is for the
exclusive usc of the lwuschold occupying the dwelling
unit being enumerated, Check "Shﬂr»d" (Colurn 10) if
the toilet is now shared with another household, or
would boe snarcd with occupants of o d'ollﬂng unit now
vacant if that dwelling unit were cccupied, Check
"None™ (Colwm 10) for indoor nonflush toilets such as
chcmical tollets, outdoor teilets of any prt, and
privics,

Colwins 11-1Z2, Bathe.- This colwwm refere to bath-
ing foeilitices, thiich include a bathtub or shower lo-
cated within the dwelling unit or celscwhere vwithin the
structure, and supplied with piped running vater,
either hot and cold water or cold water onl; IT the
bathing facillitice are Ifor the cxclusive use of the
household being enuwierated, check "Exclusivel." Check
"Shared" (Coluun 12) ir tmo* are shared with another
houschold, or would be shared with occupants of a
dvelling unit now vacant if the unit werce onccupied,
Chcek "None™ (Colwm 12) if there are no bathing faci-
lities. A portable tub should be checked "None,”

Colwms 13-14-15, Ieat.- This refers to the prin-
cipal ¢ eq1 p wnt cnployed for heating this dwelling
unit, not to incidental heating apbl’” ces such as
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radiant heaters, etcs Colum 13, Centrul Heut. - Cen-
tral hiect 1is fufn¢u 1l B o coentral furncee in which
stear: or hot water or hiot air is piped to radiators in
tiie various rcoms in the dwelling unit., Pipeless
fumaces depending on warn air circulation are also
included in this catepor. Colwm 1li. Other Instclled,-
This refers to h,utlnm cculpacnt wnich I1s permanently
instaelled in difierent roorig of the dwelling unit but
which do not heat the dwelling unit fromn o central
source, Arcolas, basc¢ burners, gas radiactors, stoves,
etc., are »f this type. Colunn 15, Ofiier or None.
Thies refers to dwelling units in whicli there nay be
fireplaces but no other heating equipiment is norﬂanentl"
stalled. If there are only 1.roplacos or lortflblo
keroscne stoves or electric heaters "None Installed"
should bc marked,

Colwin 16, Wumber of Roois.= Anter the nwiber of
rooms 1in this dwelling unit. Kltchaqa and permantly
enclosed sun roons of uubsfuntlal size count as vhole
roo:1s, Dinettes and kitchenettes cach count as half-
rooms, so that a comibined kitchonectte~dinette arrange-
nient would count as one rooute A dinette, or dlnlng-
space, which 1is part of another rocon would not be
counteds Do not count bathroors, pantries, closets,
halls, or small enclosed porches as moons, Do not
count roons in basenent or attic wnless thoer are [in-
ished off and regularly used as living quarters. Do

7

not count any roocir which ig¢ used as a buSanu” unit,.

Coluwin 17. Nuiber of Persons.- This neans the
nuwiber oi &ll persong 1o reoularit sleep hers, vhether
they have their rmeals here »r not, IT there are child-
ren away at school o1 college, or other uiembers of th
nousehold temporarily absent, they rmst be included.
Servants who slecp iIn this dwelllnr unit, all roomers
and all menbers of extra fezilies rmust be included. Do
not count persons gtaying in the dwelling unit on a
tenporary visit, or thnsc who werely heve thelr meals
here, I the dwelling unit is vacant, oiiter the letter
W' in this colurmn.

gt

Colwmn 18, Average Nuwsiber of Porsons per Roon
The average nwiber ol pur ong per rooil is obtained b
dividing the nwiber of percons by the nuJber of rooiis,
Thus o tvo-rooir apartient occuplod by four persons would
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be occupled by an average of two persons to & roonle

The averare can easily be calculated by reference to
the attached table.

Nunber of Muitber of Rooris

Persons I - N I O I 718
1 1] .51 .3 .2| .21 .2 .1 .1

2 T l .7 .R .% 05 [ ] ;2

E ; 12—5‘ 1| W6 6 i é 15

b ‘_]-_o_é 1 ° ° ° .

5 5 2.5 [T.6]1.3{1 8| 7| o6

6 6 |3 ’ 2 1“% 1.2 |1 9] .8
N A e e ot R P

| L

Colurm 19, Monthly RKent.- If this dwelling unit

s occupied hy an ovmer enter "OW' in Colurn 19, If

8 dvrolllnT unit is occupnied by a tenant who is pay-
or has agreed to potr o monthly rent, 111 in the
nount of rental vhich he has agreed to payv per month,
In sone cases he iy actually be paying less than this
fisure, but the Drc°cnt agracd monthly rent should be
entered., IT tﬁls dwelling unit is occupied by a tenant
wno receives his quartere in ezchange for services, or
receives them witiiout charge, fill in the monthly
rental value of the quarters occupied b hin,

hi
-
g
o)

If this dwelling unit is vacant fill in its nonth-
1y rental value, This figqure should be based on the
rents actually being dzurge Tfor ginilar dwelling
units in the scarme structure or neighborhood. It need
not necessarily be the asking price of the dwelling
unit, but the price which will probabl; be sbtained
when a tenant is found.

Colwm 20. Race.- Enter "W' Tfor Vhite races
"oth" for othér races., Tatin-Anericans should be
desiznated ce “hite unless regurded in the corgmunity
as bolon cing to a different racial group, in which
case the; navw he desimnated as Latin-Arerican by
entering "IiT."

Before entecring "0th" be sure that it represents
a separate racial group rather than wmerely a dlstinc-
tion of nationol origin. "Russicn,™ "Portugese," and
"Ttalian® are nationalitics of the "hite recc and
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should be designated as "¥." "Negroes," "Chinese,"
"American Indian,” "Filipino," "Hawaiion," "Hindu,"

et cetera, are to be considercd ag separate race
distinctions and arc to be entered as "oth." 1In case
of anv reasonable doubt the racial clagsification of

a person is to be determined by his generally accepted
status in the communitye.

Colurms 21-22, Code - Standard or Substandard,-
After the Enumerator L.as rilled out the Block Control
Sheet this far, the next step is to determine whether
the dwelling unit is standard or substandard. If the
dwelling unit ie standard place "X" in Colwmn 21; if
it is substandard place "X" in Colwin 22,

IT tre dwelling unit is standard, the enumeration
is complete with the filling out of this linc of the
Block Control Sheet. If the unit is substandard, a
Form 2, Dwelling Schedule, is to be filled out for the
farily, preferably in the swe interview,

How to Deteriiine “thethor a Dwellinz Unilt is Sub-
standard.- Generclly specaking, a dwelling unit can be
substandard for one of two reusons. =ither the struc-
ture itsell is in bad condition, or lacks proper facili-
tieg; or it 1s overcrowded. The RBlock Control Sheet
will reveal at a glance whethier either or both of these
situations exist, I entrics appear in any of the fol-
lowing colums on the Block Control Sheet, the dwelling
wnit is to be regarded as substandard:

Column g - Needs major repairs,
Colum - Is unfit for use,
Colwum 10 No flush toilet, or shared toilet,
Colwm 12 - No bathing unit or shared

bathing unit.

Colurn lg - No installed heating.
Coluwm 10 - An entry of 1l.51 or nonre persons

pPer roori,.

For the convenience of the Enwierator in deter-
mining whether a dwelling uwnit 1s standard or substand-
ard, the space of all these colwms except Coluwm 18
are enclosed Iin heavy black boxes,

Colum 23, Adequacy.~ This colwmn is to be left
blank.
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Instructions for Filling Out Dwelling Schedule - Form 2

If the Enumerator finds an occupied dwelling unit
to be substendard, as defined above, he will proceed to
£ill out a Dwelling Schedule for the families living in
the unit. Notec that one schedule is to be made out for
the entire dwelling unit. I there are extra families,
or lodgers, or boarders, they are to be listed on the
same Dwelling Schedule, . If onc schedule is not suffi-
cient, use a seccond schedule. Identifly each schedule
in such ceases by writing across the top "Schedule of

schedules,” and staple then securely together.

Heading.- The identification itens (E.D., Block
and Line Nwiber, Street and Apartaent Nuwber) are to be
copied from the line on the Formr 1, Block Control
Shect, corresponding to this schedule., The Inunerator's
narne, and the date of cnuneration shwould likewise be
entered in the heading. Under tenure, write "owmer"
if the unit is ovned by the occupants., Otheririse write
"tenant." The iten "Contract Rent™ is the monthly rent
which the occupants have agreed to pay, and is the sane
figure which 1s listed in Colum 19 in the Forn 1,

Block Control Sheszt, If the contract rent 1ncludos
furniture, enter un "x" in the box mnarked "Veg,"
otherwise put an "x" in the box rwarked "No

Codese~ These spaccs arc to be left blank,.
P ER

Section A. Mebers of Foniilre=- Jnt ~iecs are to
appear in this

(=)
ling wnit as indic

Colum l, Nanee.= inter here the nanes of all
pernanent recsidents actually living in the dwelling
wnit during the week ending with the Saturday proced-
ing the dor of enunmeration. A "permnancnt rceident™

is a pcrson whose usual slceping place isg in the
dwelling unit and viho hes no other place of abode
When tuvo or morce related groups occupy a duelling
unit, it 1is esscntial that thev be identified, Honce,
the naunes of percsons in the dwelling unit are to be
entered in the following order: (1) the head of the
entire dwelling unit; (2) his wife; (3) his children
in the order of their ages, beginning with the eldest,.
Include all children 11v1n0 p@PJ mnentls in the house-
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hold regardless of purentage or relationship., However,

if any children of the head arc themcelves heads of
fanily groups, or wives of other family hecads, or have
children of their own, they and their familices are to
be grouped together in l1isting the nanes. Other rela-
tives, friends, lodgers, cetc., arc to be entered after
all the familicse of the children of the head ol the
dwelling unit have been listed,

Narees are to be printed rather than written in
longhand, Hnter the last name first, followed by the
first name in full, and the initial of the middle naie,
thus: " JONES, RICHARD S."

Colwm 2, Relationship.- One person is to be
designeted as head of cach group. In groups wherc nan
and wife are prescnt regard the on as the head. In
all other groups designate as head that person whon
the other persons of the group regard as such., Always
desifmate one person as head of the entire dwelling
unit on the basis of the opinions of the occupants.
The relationship of persons in each group to the hecad
of that group should he designated, If thicre arc two
or muore groups in the dwelling unit the relationship
of the head of eoach sccondary group to the hcad of the
entire dwelling unit is also indicatced.

-

Designate the head of cach group by the syibol
"H " For other members of the group indicate tiwe:
rclationship to tlie head b7 writing son, daughter,
father, wother, aunt, ncphew, lodger, partner, et
cetera, TFor exaunle:

Nane Relationship Age
l. CARNEY, JOHN T. H(1) 0
2. ___, lARY Ife (1) T 8
F. _ s CARL Son (1) 25
Lo , PAUL U, Stepson (1) 16
5« BOND, JOE L, (2)Son=in=-law (1) 27
6, , HAL:EN M, vife (2) 26
g. , BETTY Doughter (2)
o TiCK, WIILTIAL Nephew (1) 2l
9. BOND, HINRY A, Brother (2) 19
10, SHITH, HAROLD W. Lodpger 63
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Thus, Join T. Carncy is the head of thie entire
dwelling unit as well as the head of the first (family)
groupe. Jo¢ L. Bond ig a son-in-law of !Mr,., Carney,
but is heud of a second (family) groupe.

Column %3, SexX,= Inter here the sex of the person,
using "M" for maele and 'F" for fenmalc.

Colwm li, Age.- Gnter here the uage in corpleted
years at last birthday. In the casc of infants less
than one vear old as of the date of enuneration, enter
the age in completed months, expresscd as twelfths of
a ycar, Thus, the age of o child l} ronths old is to
be entered as "L/12 If the child is less than onec
rionth old, enter the age as ”0/12."

Colurm 5. Marit

1 Statuse= Tne following symbols
arc to bec uscd in 1

cating narital status:

"s% for a single (or unmarried) pcrson (regardless

of age).

for a married mecrson.

"ya'' for widowed (man or woilan).

"D for divorced (man or woman).

"Sp" for separated (uon or wonan). "Separated"
means separated with the intention to 1live
apart perianentlyr,

ft ]”I"

Colwmn 6, Color or Race.- Enter herc the proper
syubol 0051gnaf1n» color or race as given in the
1nqtru0ulono for Colwmn 20 of the RlooP Control Shect,
Ordinarily this will be the sane for all persons in the
dwelling unit and will be the same as that shown by
the line for this dwelling unit on the Blocit Control
Sheet., However, 1f any person in the unit is of a dif-

erent roce he should be so designated here

Colwm 7, Tmployaent Status.- Enter here in code
the eﬁp10“”pnt uthus (during the week cnding with the
Saturday nreceding the start of enumcration) of each
pereson, regardless of age. The entry is to be made in
code, as listed and dofined below:

Code Entry Ermplosuient Status
B Geinfully cuployed
NP Nonpaid fumily worker
X Seecking reenploynient
1st Secking work for first time
NOKRE Not working and not seeking
work

- Lz -
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Definitions:

T -

GE: Gainfully employed.- BEuployed in private
1ndustrf, for a regular governuent agency, or on a
Works Prograi progect at any occueuflon lOP which
rioney or a rwoney equivalent is received. (Do not
enter "GE" for emwployuent on « purely local relief
project not conducted under the Federal Works Progran, )
Include peruon in business for thenselves. Include
also persons having a job or engaged in business but
who for somc rcason did not mork durlno the week end-
ing with the Saturday proceding the start of enumera-
tion.

a

NP: Nonpaid farnily worker.- 4 wife, son,
daughter, or other relative of the head of the family
who works regularly without wages or salary in a
fanily shop or store,.

REZ: Seeking recuploynent.- an unenplojyed person
who was soinfully employed at some tine in the paut
and who was seeking work during the week ending with
the Saturdav preccedin~ the start of enuneratlon.

lst: Seceking work for first time.- A person
(not now malnfull“ cuiployed) vihwo is seeking work for
the first tire.

None: Not workinz and not seeking work.- Any
person regardless of age ”%o is not working and was
not seeking work during the specified week., Inter
"None" for Liousewives or hernbxels keeping lodgers
or boarders within the dwelling unit, and for retlred
persons, l.c., persons who once were enployed but who
are no longer working or secking work. Also include
under "None" persons physically unable to work,
enrolled in school, etc,

Section B. Incomec.~ These coluwms are designed
to show all income of persons Wi rcceived any during
the year ending with the saturday preceding the start
of enwreration. Incore for unattached lodgzers need
not be enuwerated since thevw will not be included in

he inconie tables to be prepared. The entries in

each colum are to be on an anrucl basis; that is,
incoie is to he shiown for thwe cntire sear, rathor
than for a weck, or a monthe.

~ L
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All entries are to be to the neurest dollar.
Thus, if en iter: is (34,50, enter it as $35. Ir it
is 43hJdy, enter it as 53l

Line No. froul Section fA.- Trinsfer to this
colwm the lineé nunber corresponding to the wage
earner or other incore recipient listed in Section A
whose incone is beins listed in Section B,

Colum 8., Total Income.- This colwm cannot be
filled in until entries for Colums §=-1li on the sane
line are obtained., ¥hen the figures for Colwms 9-1L
have been entered total thenr and post the su in
Coluwm 8,

All inconc iterg should be cnumerated for the
twelve-1ontlh period ending with the Saturdav »reced-
1) PR
ing the beginning of enuweration on the entire survey.

Note that incoaie reccecived fro.l lodgers is not to

<

be included in calculating total incoiic.

Colum 9. Wapes, Salaries znd Coiriissions.-
Inter liere (to the nearest cdollar) the totul earnings
recelved as an aiployee in thc for: of wages, salaries,
coirzissions, tips, bonuses, etec. Include earnings
fromn euployiient in private industr: or any nublic
energency prograt (WPA, NYa, CCC, local work relief,
cetce)s Include also in totul toney wages or salary
any amounts vhich have been ceducted for Social
Security purposes {(c.%., 014 ige Insurance, Roilrocad
Retirement, or Unerplojrient Compensation). Do not
include the following: (1) Iloner received as unem-
ployaent compensation, direct reliefl, or charity,

(2) incorme in kind, (3) noncy received Tor travel and
travel cxpcenses, (ﬂ) earnings of businessnen or pro-
fessional persons.

Colwm 10, Profits frou: Business.=- IZnter here
the total arount of net prolitfs froil business, By
"net profits' is meant gross incouic fron operation of
the business less expenses of operation.

Do not include withdrawals of capital from the
business, or withdrawals in the forn of ~oads or
services.,
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Enunerators! Monual

Colurin 11, TIncoue in Iind.- Entor here the
estinated velue of all incore 1n kind received as full
or part pa"wcnu for services rondered during the your
ending on the Saturday; vreceding the start of enunerc-
tion, Do not 1nclude the value of groceriecs or other
goods received as a forir of relief; include the value
of any items of payuent in kind, such as the value of
rent- free living quarters, food, clothing, plecer of
furniture, houcehold equipiient, fuel, ete.,, reccived
as rermuuneration for a job or serviccece performed.
Estinate value of ricals on the basis of 50 cents for
the pr1n01pa1 neal (whether evening or nidday) and 25
cents for other meals., Estinate the narket value of
other itens of incoue in kind, including the value of
all withdrawals of merchandise, or "stoclk-in-trade" of
a business,

Colurm 12, Pensions, Ztc.- Lnter here the anount
of money reccilved in tic Ilor: of pensions or retire-
nent payents, ond suns provided under special legls-
lation. Pensions include such 1tens as public and
private old age pensions, aid to the blind, aid for
dependent children, and aid to veterans. Worknen's
compensatlon and unewplO"ﬂan COApensation paTments
are considercd as insurance anc should not be included
here

Colurm 13, Insurance and Other.- ZInter herec pay-
ments received Iror matured annuity policiecs, work-
nen's conpensation received to off set loss of salary
or wages during the year, and uneiiployuent coripensa-
tion. Include any other regular nonrelief incone
wnich has not been included in Colwms 9 through 12,
such as alinony, regular perilodic swis received fron
reclatives or friends, interocst, dividends, etc.

If the farzily owns real estate from which it
collects rent, include only L0 percent of actual
rental as incore, in order to allow for the cost of
operating the property.

Colwm 1lli, Relief,.- Znter here the 1nount
received from various dlrect relief agencies. This
will include both income in cash and 1ncoue in kind,
Income in cash includes all poy.ents made in cash,
whether for food, rent, clothing, or any other itern,
Income in kind includes the approxinate cash value of
goods and services, such as food or food staips,
riedical care, clothing, fuel, etc.
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FEnunterators! fanual

The Tollowing itens are not to be included in
any of these colwms as, for tle purpose of this
survew, they are not to be considercd as "income":

(1) Lunzp sun settlements of insurance policies.

(2) settlewent of legal claiwms for property
dariages.

(3) Lump swi settlenents of cleiliis on full or
partial incapacitation.

(L) Inheritances and legccies not in the form
of annuities, and windfulls (sweepstakes
winnings, rewards, etc.).

(5) Irregular or occaslonal gifts fromo rcla-
tives or fricnds,

(6) lionew received in the forr: of 2 loan.

(7) ¥oney withdrawn from a bank account or
investnent.,

No deductions are to be ::ade for any losses of
money or rnoney equivalents,

Colwm 15, Vieecks Implovcd.= Enter hiere the nuriber
of full-tinmc work weeks during which the individual was
employed in private, regular govermuent, or Viorks
Program enployment during the jear ending witlhi the
Saturdeay preceding the start of ecnuteration. A full-
tine work week is the nunber of hours locally regarded
as a full-time week for the given occupation and
industry, If it is not known how uany hours should
be regarded as o full-time work week, estiiimte the
number of equivalent full-tiue weeks worked by assuning
that there are [J0 hours in a full-tine weck.

Incoie fromn Lodgers.~ Entries should be nade here
for the averaoge nonthly incoime received during the
vear preceding the start of the survey from the renting
of roors in the saie dwelling unit, either for light
housekeeping, or to boarders and/or roorers. Enter
first the totol incore fro:: lodgers next to "Totall"
Then ascertain whether suchi income includes pavyient
for iteris other than roons, such as food or laundry.
If it does, find out how 1wueh of this incone nay be
attributed to the renting of roous only and enter the
sur next to "For Rent Only."
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Enwierators! IManual

Present Relief dtatus.- Fill in this ite: only
if the dwelling unit is occupled by a single fauily
and there is an entry 1In Colurm 1y, Determine how
large a proportion of fanily income is fron relief
at the present time. If current income fro:: reliefl
arrounts to 50 percent or more of z2ll incone now being
received place a check in the box next to "Relief";
if it is less than 50 percent center a check in the box
next to "Nonrelief,"

Section C. Utilities,- The purposc of this sec-
tion 1s to indicate both the type of uuvilities used
in the dweclling unit, whether or not the utilities are
included in rent, and the cost of these utilities if
ther are not included in the rent.

"Indicate the purpose or use of cach utility or
fuel, if it is used in this dwelling unit, by placing
an "X" in the appnropriate colwm or columns under
"Purpose." "H" indicates hecating; "L" indicates
lighting; "C" indicates cooking; and "' indicates
heating water, Thus, nas ay be used for conking and
heating hot water. To indicate this, an "X" would be
placed on the line 2 "gas" in Colwm 18 and aiother
"X" on the sare line in Colwm 19.

Ascertain if each of the utilities is included
in rent, indicating "Ves" or "No" by placing an "X"
in Colurm 20 or 21. If the utility or fuel is rwot
included in rent, deterrine the average nonthly amount
spent for it during the past 12 months and enter this
figure under Colwm 22, "Cost If Not in Rent." 1In
order to obtain the average muionthly cost for those
utilities used during part of the vear only, for
exanple, coal used for heating, it will be easier to
obtain the information on an annual basis but to
divide the annual figure by 12 in order to obtain
the averapge monthly cost,

Section De Principal Provider.- For the purpose
cf this Survey the principal provider is derlfined as
the person who received the most incoiie over the last
12 nonths., This is deterniined on the basis of the
entries in Colum 8 of Section B. If there is ore
than one fariily in the household, choose the princi-
pal provider in the first fa:ily. ]
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Enunerators! Manual

Linc 1. Regularl-s Reports to Seme Place of
Yorli,- Hrter a cieck Tarii Tor Tves! Lf tne principal
provider regards hitself as rerularl: reporting to
the swic place of work, Cheo No' for (1) persons
who renort to work at different locations, (2) build-

ing construction wrkers, such as nainters and
carpenters, and (3) persons erployed on the "lorks
Progra:a,

Line 2, Occupatione.= Znter herc the custornary
occupation at whichh the person is ernployed.
(Exemples are: nachinist, sales clerk, machine
operator, typlst, carpenter, and clectrician,)

Line 3, Industry.- En*e“ here the tope of
co:ppany in wilch oh ¢ person is emmloyed., (Examples
ares: automobile Tfactory, qo*wrtnont store, laundr
insurance coripany, build Ln” co“structlon, and prlnb—
ing of fice.)

Line li, ILocation.- Enter here the strect and
nu:ber of the actucl location at which the nrovider
reports for work,

Section E. Automobile.- Indicate here whether
or not the Tamily owms an autorobile. If more than
one fanily is 11V¢ﬁ in the dwelling unit, indicate
whether or not each Lu“ll“ owns an autoxobile, by
entering additional boxes on the schedule, labeling
them "H-1," "H-2," etc,

1¢ ROUS)y,
?\3““ ¢ 4[/)
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V. UFiCh PRUCLDURE, =DITINCG ALD CODING SCHEDULES,
TA-CLLTION AND LaprliC.

During tlic eerly stegoes of the survey tihie bulk of
the workh will be enurcrotion, while the office work will
be at & minirum and can probebly be hendloa by & skeleton
staff. As the survey procsvas, however, and the enurncra-
tion eporoeches conpletion, the field force will teper
of'f enu it will be nocessary to build up the ofiice force.
It is sdvissble to trensfer to the office et this point
2 nurber of the enumcerctors who heve shown the most interest
cna proficiency in their woris.

The functions which are to be poriorned Ly the office
tefl consist of severcl opcerations wiich ~rs done sepi-
ctely but which must be cerefully integrated in oracr
o insurc proper cxecutbtion of the project.

As rientioned previously, the office functions can
be divided into two types - auministrative and opereting.
The cdministrative functions are control =znu filing, and
are aoscribed in the first two secctions of this part of
the teclinique. Thoesoe functions sre carricu on for the
durction of the project. The operating functions are
editing, coding, tabul .ting and repping. These functions,
with the exception of the lest two, are underteken as
successive steps fnu £re described in the order in which
they will be pertforred.

Contro1i Scction

It is thne function oi tne Control &section to rnaintsin
procuction records lor tiw various processcs 0f tho burvey
in orusr to prepire reports cnd cuocrts surrarizing pro-
fress, cne to keen peyroll records. Thie Control Clerk
will report to the VUifice lintper., 1In large projects it
ey be necessiry to asssign an accitionsl cloerk to the
Control sScection. The number of records cnd reports which
tue Control section will be rwguirea to rointain will be
£t the dalscretion oi the U'fice keunsger, Survey Supervisor
end tiie Work Proeccts Adrinistrstion., The following items
ars surfested. Morrs for tlhisse iters will be found in
thie aponendix.
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(1) Bnurerator's Procuction Record. - The purpose
ot thie recora is to incicate the daily production of
ecch nurcrator in bricf form. and to specify the Inumera-
tion District znd block nurber of each block unit which
the mnunerstor completes. This will proviuwe a relersncs
ifor the Supervisor of the spot Checking Section in the
seélegction ol blochkhs for spot cliecking.

In prepering the form for thi!s record, the Enuneretors
should be groupeu by syucas, wilth tane Sguad Number cna
Sgyusa Leawer Indlcetea et the hieza ol eacl: group.

The entries on the mnurerator's pProauction kescord
will be posted esch doy by the Controi bection irom the
Enurerstors! Leily Reports. These reports will be turned
in to the Squad Lezuers at the ona ol eesciv day. Arter
inspsction by the Syusa Lescers, the Deily heports will
e routed to thie Control Scction.

(2) Squad Production Kecord. - In order to kuep
close control over the proauction ol erch sqguad of numer-
ators, the items fror the Sgqued Lezuer's Daily Report of
ezchh Syund Leader will be postea on tie Squad Production
Fecord, This will also proviue e convenlilent place for
obtaining the totels to be entercd on the Surmary Keoort
of Lwe¢lling Survey nunsretion., A separste recora forr
will be neeccew or each Squed.

The Squed Leador's Deily lwport will be turnec over
to thie inurerstion Supervisor by the Sguad Leader., After
tiie Dwelling tnurcration Supervisor las inspected the
report, 1t will bLes routea to tic Control Section which
will post the proper iters on the Sgura Prowuction hecord.

(3 Sw ary Report of snurerstion., - Tie Surmary
report of nurerstion is to be preparcd &t regulsr inter-
vels, usuelly once ¢ weck, 1t will surmerize the pro-
duction of &ll tue cnurerators during the periow ifor which
fne report 1s reae., Copies o4 this report shoula be
provicea to the Survey Supervisor anc the Enuneretion
Supervisor,

(L, ©Block Progress Churt. - A block Progress Chrrt
stiould be reinteinca by tue Control Section, indicoting
for ¢fch blocl unit to be coverva in the Survey thwe various
steps 1n the Survey proceaure widch neve been coroleted.
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This _lock Progress Crort will be arrsanged with one line
for each block unit. The blocks should be grouped serielly
by Enureration Districts. The colurns will be headed

with the neaires of the various steps in the Survey pro-
cedure, from enumerction to the general tebalstion. As
¢och ol thuse stups 1s completea for thet b..ock, this

will be indicatea on the bBlock Progress Chert.

The ecntries on the Bloek Progress Cunort will be
posted from the charce slips which are routed to the
Contrel Section by the rFiling Section at the completion
of gacli step in the procedure. The chiorge slipy will
incdicete the Enureration District ana block nurber, and
the nurber of the procedure which hes been corpletea.
The Control Clerk will locecte the proper line zra column
and vnter tiic doate of corpletion in the appropr o te squeare.
The cntry in the colunn hescded "lNurber of forrs" will be
procured from the first charge slip for each blocit. The
fisure will be ontercd on the cherge slip on the line
labellea "upceration Conpleted." ALl postings shou..d be
naue pronptly so that at any time the Survey Supervisor
or the Or'fice Muncger cen ascertain the exnct degree of
Profress.

(5, Production keps anu Grapuas. - During the course
of the Survey, it wiil bo very eifoctive to reinteain
clharts zna grephs inalceting the progress ol the various
operations. As en exomple of this type of presentation,
o Procuction kep rney be utilizod. Procure & blank map
of the city, and as the corplotion of trne enumeration for
gech block is reported, thet block ray be colorsa in on
the rep.

(t) Pocyroll Recorde sfna Progruse Reports. - It will
be the duty of the Control Scction to reintein such pry-
roll records £s arec required vy the Cffice Motnager and
thie Wwork Projects Adrinistretion. The payroll records
fer the mnuncrators and Squca Leaders moy be nade up Irom
thie Inurerotors! Deaily Roports cna the Sguad Leesders?
Laily heports. In the cose of the otler employees of
the project, deily ettenuance reports should be rade to
tre Control vection by the Supcrvisors of each group.

e Control Sesction will work in cooperation with the
project timwkesper in the preperation oi tie necesssry
VWPA recouras.
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filing Section

In oraer to check properly the completeness of
enumeration and to exercise control over checking, coding,
tabulation and mapping it is necessary to establish a
P ling Section. After enurerction has been conpleted
for a block the forrs are routed to the PFiling oSection,
and at all times theresfter tiaese forrs must be in the
Filing Ssection, or thie piling Section must have a defll-

nite record of whnere they are located.

After enureration is completed ana while the forns
are in process of ci:ecking ana coaing, the forrs are
retained in tne file by blocks. Throughout this pro-
ceaure a2 block iece Cara shoula be retsinea with the
forrs tor the block, ana whenever the forrs are withdrawn
from the file, & Charge S1lip must be fillea out and held
in tne Active rile. Suggested forrs for the Block racs
Cera ena tie Cusrge Siip will be founa in the appendaix.

When the rform 1 ana enclosecd sorrs 2 for a particulsr
block are received in the oftice from the Squad Leauser,
thiey should be routed to the Filing Section, and & Block
Face Cara prepared. The rile Clerk should enter in the
leading ol this Block Face Card the Hnumeration District
nurber, block nurber, number of shcets of rorrn 1 and
nurber ol Forr 2 Schedules ior the blochk. In addition,
tice rile Clerk cshould enter the narme ol the Sguad Leaaer
and the date opposite "inumerstion Conpleted" on the
Elock race Card. He should then fill out a Charge Slip
indicating the Enumeration District nunber and the block
number, and enter tlie name of the Squad Leade¢r opposite
"Out of File to: Name." He should also enter the date
received opposite "Returnca to file: Date." After
"Operation Completed" he shoula enter "1," indiceting
tnat snumeration is corpleted, ana tre nurber of forrs 2
for the block. This Charge Slip then should be sent to
tlie Control bSection end the Block flace Cerd should be
attached to rforrs 1 end 2 and pleced in the "“kKeady for
Canecker" file.

A Crnarge S1ip must be filled out ana placed in the
Active rile every time any forms for a block are with-
arewn f'ror the Filing sSection. Whenever any rorrs are
issusd from the ile, all of the rorms and the plock
i'ece Card for the block rust bo issued as ons group.

*
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FILING SECTION PROCEZDURE FOLLOWING RECEIPT OF FORMS

Forms Received by Filing Section "Operation File Into Which Forms
Completed" Should Be Placed
Number to
Be Entered
Operation Completed on Charge File
Slip
Enumeration Completed 1 Ready for Checker
Checked, Not Approved - Checker 2 Return to Squad lLeader
Corrected for Checker - Squad Leader 3 Return to Chief Checking Clerk
Checked, Approved - Checker L Ready for Coding
Coded 5 Ready for C»ode Checking
Coding Checked 6 Final Inspection

Final Insnection

~d

Tabulation







When the forms sro returned to the filing Section, the
file Clerk will enter the Operstion Nurber indicoting
the operstion completud on the "Operation Completed!
line snd the dete on the “"Keturneu to file: Dete" line
of the Cherge Slip. The nurbers -assigneua to the Opera-
tiovns ere inaicated in the "'Operation Corpleted' Entry
to be Mede on Clisrge Slip" colurn of the chart which is
presented on the preceuing pege. The Charge S5lip then
should be routed to tihe Control Section and the forms
placed in the proper file.

puring the processes of checking oreparatory to
coding, tabulation and meopping, the forms will be routed
through the various files indicaeted in the chart. In
cacn crse the rorrms for o particuler block will be with-
arawn from & file, charged out and returned with an
operation corpleted; the nurber of the operation completed
will be entered on the Chearge Slip, the Charge Slip will
be routed to the Control scction, and the forns will be
plecud in the proper file next in oraer.

4ailting Schoaules

After enumerstion Lirs been completed for any block
£nd the Mling Scetion hes preparca o Llock rfece Card
for the forrs for tict block, Forms 1 cna 2, together
with the plock pPace Cora will be nlecea in the "heady
for Checker" file, ond chorged out to the Chieckers, as
necued.

The operation of checking will be perforrca by
Chisckers ond will be under the supsrvision of & Chief
Clerk. 1In addition to supervising the Checkers, the
Chier Clurk will inspect cll forrs containing aspparent
errors, as inaiceted by the Chechers, end sither correct
the errors or route the forns beack to the Sguad Lesder.

No changes on scliedules are to be rade by the clerk.
If he aiscovers any discrepesncies, he should make & note
on the back of the cord in pencil.

Tire Checker should sce that the heading of rorm 1

is corplete. The following entrivs must be in the
headings:

e,



(1) Nene of Enurcrator

(2) Dote of dnumecrction

(%) 1Initiels of Sguca Leader
(4) Enumerotion wistrict Number
(5; bBlock Number

(6) Shect Numbter sna Total Number of
Sheets of Form 1

(7) Number of Dwelling Schedules
No entries should gpjecr elscwhere in the heading.

The nurber of forn 2 Schedules should agrev with the
numcer in the heoding of rform 1.

The strect numbers in Colurn 2 should be choecked to
sge that they run in scquence. This is not ¢ positive
cheek but, in generel, the street numbers should run in
sequence .

Structurc type (Column L) should be indicsted by
the appropriste code, not by an "x." Number of dwelling
units (Column 5) should be given, end should correspond
to the number of units listea for the structure. There
can be only one entry ror Conaition (Colurns o-8).
Likewise there cen be only one entry for Toilet (Colurns
¢-10), EBsth (Colurns 11-12) and Heeat (Columns 13-15).
Number ol roors, numboer of porsons, and 2vVerfgs number
uf persons per room (Colurms 16, 17 sna 18 respoectively)
should bw given by figures, cna the caitor should recal-
culcte the sverage number of persons per rourn. Monthly
rent shoula be the contrect rent, and, for substandard
units, should be the samc as shown on the Forn 2, bwell-
ing Scheaule. The caltor shoula elso check to determine
whether the dwelling unit hes been correctly coded stand-
srd or substandarda (Colurns 21 snd 22;. This can be done
by glencing at Columns 7, ¢, 10, 12, 15 and 18, Entries
in these colurms will incdicete substenuara units.

Each form 2 should first be checked against the

heading and the correcsponding line on Form 1 to see that
the entries are consistent. The hecding items shoula be
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the same as on the Form 1 sheet, and the contrect rent
and number of persons in the dwelling unit should corre-
spond. Checking the schedule internally, the editor
should make sure that entries are properly made in
Section A, that heads of groups are properly designated
as indicated by names and relationship, that the entries
mede in Section B add up properly to the total, and that
any income from lodgers has not been included. Section C
should be examined to see that entries are consistent.
If a utility is used it must either be included in rent
or there must be a cost reported. If a cost is reported
it must be given on a monthly basis.

If the editor is satisfied that all the schedules
are properly filled out, he will enter his name and the
date opposite "Checked, Approved - Checker" on the Block
Face Card and return them to the Filing Section. Other-
wise he will indicate on the Block PFace Cerd thet the
schedules are not approved, and return them to the Chief
Checking Clerk.

When the forms for a block containing errors are
recelved by the Chief Checking Clerk, he will review the
indicated errors. If he feecls that it 1s possible to
correct the errors in the office, he will make the change
in RED INK. He should not make too many assumptions in
the correction of errors. If there is the least doubt as
to the proper correction of any entry on the forms, the
Squad Leader should be required to recheck the item.

Coding Schedules

After the schedules have been checked, they must be
coded in preparation for tabulation. Both the Block
Control Sheets and the Dwelling Schedules will be coded.
All codes will be entered in red.

The Block Control Sheets will be coded to show the
adequacy of each substandard dwelling unit visited, the
appropriate code number being entered in Column 23. The
code for each adeguacy group, and the columns on the
Block Control Sheets which indicate the dwelling units
falling into that group, are as follows:
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Code Adequacy Group Colurns Indicating
Number This Group
e T
1 g Unfit for use; lacks g, 10, 12
¢ private flush tollet and
" beth
2 | Unfit for use; has toilet g, 9, 12
! but no bath
3 2 Unfit for use; has toilet 3, 9, 11
! and bsth
S S . S A, ]
; L f Needs rajor repeirs; lacks 7, 10, 1z
privete flush toilet and
bath
5 Neeas major repeirs; hes 7, 9, 12
toilet but no bath
6 Needs major repeirs; has 7, 9, 11
toilet znd bath
7 Does not need major 6, 10, 12
repeirs; lecks private
flush toilet and bath

Does not need rejor
repairs; has toilet but
no bath

Substandard for other
ré¢asons

Entry in Column 15,
and/or entry of
1.51 or more in
Column 18

]
Ut
C
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Coding the Dwelling Schedules consists of fifteen
steps, which are, in the order performed, as follows:

(1) Code for adeguacy of dwelling unit.

(2) Coce for number of households in
the dwelling unit.

(3) Prepare supplermentary scuiedules for
extra families.

(l4) Coae for type of houschold.
(5) Code for number of persons in househola.
(6) Code ftor number of persons in farily.
(7) Code for race.
(8) Code for reliel status.
(S) Code tor annual farily incore.
(10) Coue for monthly cost of utilities.
(11) Code for monthly gross rent.
(12) Code for ronthly contract rent.
(1%2) Coue for rent-incore ratio.
(1) Code for annual family wages.
(15) Code for other incore.
pefore any codes are entered on the schedule for a
given block arrange tie schedules in order by linc number.
This will facilitate the tresnscriptions from the Block
Control Sheet. Tie couing steps are now discussed in
the order rentioned above.
(1) Aaequacy of Dwelling Unit. - This step consisis
ol transferring thne adequacy code for the dwelling unit
from thie Block Control Sheet (Column 23%3) to Item in

the code box in thie upper right-hand corner of the
Drelling Schedule.




(2) Number of Households in the Dwelling Unit., -
Tne number of households in the dwelling unit will Dbe
inaicated by Section A, Colurn 2, "Relationship," in
which the head of each household is designated by the
letter H. If there is only one houschola, the entry
(1) will be the only entry adesignating a head. If therc
is more than one houschold, there will be additionsal
entries, such as H(2), H{3), etc. If there is only ons
household in the unit, the code letter A should be placed
in Column 1 of Section A to the left of the word “Name."
If there i1s more then one housechold, the letter B should
be entered in the same place.

(z2) Supplerentery Schedules., - An adaitional
Dwelling Schedaule of a different color must be preparcd
for cach of the extra households indicated on the B
schisaules. The coder will transcribe to the supplerentery
scheodule all the merbers who belong to one secondary
household, and will make &s many supplcerentary schedules
&s there are vxtre households. All other inforretion
will be transcribed fror the originel B schiedule to the
supplerentary schedule with the following exceptions:
"Contract hent" in the neszaing of the secnwdule, Iterns 1,
2, 3, 5 e&nu 6 in the code box, ana Sections C ana D.
After the supplementary schicaules have buen completed,
the cuaer will arew & circle eround that entry in
Colurn ¢ or Seetion A which inaicates the hisea of the
spucific individuel househola to which thet schoaule
refers, i.e., on the first schcedule H(1l), on the second
schedule H(2), on the third schedule H(%), etc. All
subsequent coaing operations will bes perforned on the
supplerentary as well as the originel schedules, excopt
where the code refers to iters not appearing on the
supplerentary schedules.

(L) Type of Householid. - The purposc of this step
in coding is to distinguish between family ena nonfenrily
households. A femily housechold is a group of related
persons snaring the sarc dwelling, usually o husbend,
wife end children. A nontfamily household is a single
person or a group of nonrele tea persons sharing the sane
dwelling. In houscholds containing rore than one group
the classification oI the mein group applies to all
groups 1In the househola. Family households will be
indicatea by the letter F in Colurm 2 =bove "Relationship,"
end nonfamily groups by the letters NIF in the seme plsace.
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(5) MNumber of Persons in Houssholu. - A circle
shoulu be arawn arouna the numbeér ol tre line in Section A
tnet is usec for the lasst persoun in the household. ror
exorple, 1I six persuns are listeu, one on eacn line,
¢ncircle line nunber o,

(o) NKurber of Persons in Farily. - Thie cuder will
next determine from Colurn 2, "helationship," the nurber
0l persons vxclusive of lodgers who are ettachea to the
nouschola of the ncad to whom thet particuler scheaule
refers. On all originel schedules, this will be E(1).
On supplerentary scheaules it will be t(2, or H(3), ctc.
The number of persouns thus definea shoula be entervd 1in
Colurn 1 to the right or "Narc."

(7) Hacu. - A circle should be drewn srouna the
cntry for rcce in Scction A, Colurm o, for the head of
the houschold to whom the scheauls rerors,

(0) HKeliof Stotus. - This item 1s to boe coded only
1or dwelling units occuplea by & single femily. for the
purpose ol thu survey ¢ larily is considerea a relisf
ferdly 17 c¢ithor or both of the following are true:

S
T

(2, 50 percent or rore or the forily
income auring the last twelve
months hes becen fror relicl,

(b) 50U percent or rore or present
ferily incore is corived from
e libl. .

Tne first fector can Le choeckea by acturmining the
relotion between the figurcs in Column 1l sna those in
Colurn 0, the sceona by observing the entry for "Prosent
Relict Stetus.” »

If the femily is ¢ roliof femily eccoruing to the
ebove detinition drew r circle crounda the word "holicf"
in Column 14, COtherwise onter "IR" cbove the word "helief M
() Annusl Incomu. - The emount of incorc to be
enterca in the code box next to Iten 1, "Income," is the
totel incors aveilable (with the exception of incorg
from loagers) to tno specliic farily or nonfamily group
to vwhich this schedule refers. This figure will bo thlie




sum of all incoms poyments recelived by the heea of the
group as listed in Column 3, "Totel Incorc," t\gbtlur
with th incomc of r~ny othwr related rurbvrﬁ of thet

croup. Hote that on the type B schedulcs, incure 1s to
be computed tor cach f“rlly or n)niﬂllly group by itselfl,
cnd ontured on the propesr schecule. The incore thus
Geterrined is to bo vnturea in the box for "Coae: Incorg,
rna o coae numbery ‘encircled) cssignea to it os follows:

"

Cous Nurbor Annusl Incore
1 Loss then %lUU
2 . 100 - 1¢
z 200 - 299
L 500 - %90
3 w0 - [29
© 5u0 - 599
1 oJdu - 09<
O 9V - (59
¢ SUu - 099

10 Guu - 999

11 100u - 109G

12 1100 - 119§

12 1200 - 1200

1 1200 - 1299

15 100 - 1768

1le 1600 - 1799

17 1500 - 1999

13 2000 end over

190 Hot heported (1K)

(10) Monthly Cost of Ttilitics. - Add up ell entrics

in Colwn zZ2 oI Scction € rnd ¢nteir the sum to the right
2I' the word "Utilities" in thce title of Section C.

(11) aonthly Gross hent. - The wonthly cross rent,
thet 1y, the totel expenditurcs of = ”w1ly fur shelter,
incluuing sholter rent end ut;lltlcu, is the next iter
to be cuded. The igure for Iter 2o in the code box,
"Gross Hent - Uncdjustea,™ 1s cetermincda by adaing to
the contrict rent, shown in the hesding of the schedule,
the sur, 1f sny, cppecring to the right of the vord
1GEilitics" in the title i Suction C. IT the contract
rent incluass furniturce, en cmount cquivslent to the
velue ol the furniture must be ucvaucted from the controct
rent before tho sxpenditures for utilitics are suaed to
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obtain the gross rent. These deductions are to be
calculated according to a schedule preparecd by the
Survey Supervisor. (Sugmestions for preparing this
table are sresented in Appendix C to this technigue.)
Vlhien the unadjusted gross rent has been computed enter
the figurs next to Iter Z2a in the code box.

An entry for Iten 2b, "Gross Rent-Adjustec," must
be computed for all dwelling units occupieca by & single
femily with lodgers. It is calculated by deducting from
the unadjusted gross rent the income from lodgers that
is “ror hent Only." Vhen the adjusted gross rent is
computed enter the figure next to Itoem £b in the code
box.

The appropriate code number (encircled) is to be
cntercd to the right of cvech type of gross rent 1in
Iters za ana c¢b, showing lor the respective rent figurc
thiec clasgs in which it falls, The coacss are inaicated
in the following table;:

Code Nuruver Montnhly Gross hent

(&

1 Less than (2.50
2 w 2.50 - L.99
5 5.00 - 7.ﬁ9
L 7.50 - 6.9¢
5 10,00 - 12.19
6 12.50 - 1l.9¢
T 15.00 - 17.L¢
& 17.50 - 1¢.6¢
G 20.00 - 2[.59
10 25.00 - 2¢.¢¢
11 20.00 - 2¢,99
1z v.00 &nd over
13 Not Leported f{HL;

(12) konthly Contrsct hent. - Monthly contrect rent
is shown in the heading. 1In coding contract ront, use
the sbove coude clagsification. It epplicvs cqually well
to contract as to gross rent. Enter the code to the
rignt of the figure I0r cuntract rent zna encircle it.

(1%) Henbt-Incors Porcent. - After the monthly gross
ront snd the énnuel incore nave buen doturminea, it is
necessary to caleulate the rent-incoro porcont, i.c.,
the percentaye of 1ts incore thet a family neys for gross

]
o
W
1



rent. Tidls will be done only for dwelling units occupied
by 2 single group, with or without lodgers. To obtain
this figure rultiply the monthly gross rent, as in 20

(or 2o if there is no entry for 2b) in the cocs box, by
12 snd then divide the snnual gross rent by the annusal
incorc¢. Thus, if the fanrily incore were 1200 & yoar,
end theé monthly gross rent 25, the cnnusl gross rent
‘would be 500 and the rent-incore percent 25.0 psrcent.
Wiicn the rent-income nercent is computed enter it on the
lins Tor ITter %3 in the code bux. If cither the gross
rent or the incore is not gilven the entry for "lLent-Incore
Purcent® will be M"NE" (for Not Reported).

The aporopriste code nurnber (encircled) shoula be
cntered to the right of the ratiov. The codes ore indlicated
in the following table:

Cous Numbor Percont

1 Less thon 10%
2 10% - 1L.9%

z 15% - 10.9%
L 20, - 2l..%%

> 25k - 25.97

o ZUk = Z4.9p

4 Fom - 509

O 0% - q&.s%

\ al . 7

S L5% - LS.9%
10 50% - 59.9%
11 oU% £nd over
1z Not Reported (NK)

(1) Annuzl Veges. - The emount of wagcs to be
entercd in the code box next to Itern 5, "Lages," is the
totel wages availsble (with the exception of weges of
lodgers) to the specific femily to which this schedulc
refers. This figure will be the sur of ©ll wages,
selericvs or comnissions erg shown in Coiumn ¢ received
by the heed of the femily and any other related rembers
of thnet farily. NWote thet on the type B schicdules,
wogoy should be computed for each family by itsclf, and
entered on the proper schoedule., The woges thus deoter-
rmined should be entorcd in the cude box next to Item 5,
end & coae number (encircled) cssigned to it =8 follows:
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Coasw Number Annusl V.oges

1 Loss thrn (100
2 o 100 - 169

E 200 - 299

: 200 - 269

5 Loo - [99

o 500 - 599

T o600 -  £9¢

8 00 - 799

2 800 - 099
10 900 - 999
11 1000 - 1099

2 1100 - 1199
1% 1206 - 1299
il 1300 - 1399
15 14500 - 1599
16 1600 - 1799
17 1800 - 1999
108 2000 and over
19 Not heported (LK)

(15) Other Incors. - Cormpere the crount of ¢nnusl
weges, entoerva next to Iter 5, with the smount for cnnual
inclire, £s contored next to Itewm 1., I the incore uxceeds
thie voges by less thon 350, center the numbesr "1" next
to Ttem 6. 11 incore exXcewds weges by (HO0 or rore, vnter
tho numbcer "% next to Item 6. If the wntry for Item 1
cna/or 5 is NK, cnter "I noxt to Item O.




Tabulation

Summaries- of the data collected will be presented
in a set of tables which show the 1nterrelationships of
- certain important housing characteristics., The majority
of these tables are based on the groups of people residing
in the dwelling units covered; the remainder apply to the
dwellings directly. The prescribed tables, of which there
are 16, will be found in Appendix A,

Most of the tables contain separate sections for
different racial groups. In geheral, such tabulations
will be made for only two races, "White" and "Other," the
latter composed largely of Negroes but including all
groups in the nonwhite category, In locallties where
there 1s a third racilal group of considerable size, such as
Mexican whlch had been so designated in the enumeration
there should be tabulations for three racial groups rather
than two, Adjustments in table forms wlll be necessary in
such cases., The Research Adviser of the United States
Housimg Authority should be consulted or all questions
concerning a third racial designation, ¢

If any varlations are made in the Block Control
Sheet, as discussed previously, i1t will be necessary to
make corresponding changes in the coding procedure, 1in
tables based on the Block Control Sheet (i.e., Tables 1,
2, 3, and 16, and Sections A and C of the Block Tally
Sheet) and in the instructions concerning the particular
tables involved. All such variations should likewise be
checked with the Research Adviser of the USHA,

For identification purposes the following informa-
fion will appear in the lower right hand corner of each
page:

(Name of City and State)
Survey of Low-Rent Housing Needs, (Month and Year)
WPA Project No,

If any areas outside the city have been included in the

survey the first line above should indicate that fact by
reading: (City and State) and Suburb of _
The month entered should represent the mid-point of the

field work of the survey.
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Tabulation

The tables are designed so that the totals can be
checked with control totals in each case except Table 1k,
Thus the accuracy of the work can be verified. Tables 16
and 3 will serve as controls for these totals. Table 16
will be the control over all dwelling unit data, while
Table 3 will serve as a control over both the substandard
dwelling unit data and figures pertaining to the occupants
thereof. The totals in the other tables should be recon-
ciled with the corresponding totals presented in these two
tables,

The tabulating instructions that follow are organized
on a "step" basis., These constitute the consecutive
operations in tabulating the results. The sequence in
which the tables will be prepared 1ls as follows:

(1) Block Tally Sheet (9) Table 9
(2) Table 16 (10) Table 11
(3) Table 14 (11) Table 10
(4) Table 3 (12) Table 4
25) Table 5 (lZ) Table 2
6) Table & él ) Table 1
(7) Table 1 15) Table 6
(8) Table 12 (16) Table 7

(17) Table 15

A filing system, separate from that of the control
room, wlll be used during the tabulation procedure. As
the schedules are sorted into different sets certain
groupings of schedules will be malntained by means of this
filing system., None of the schedules shall be sent back
to the control room until all tables are completed.

The tabulating operations may now be started.

Block Tally Sheet

1. The Block Tally Sheet consists of three sectilons,
two of which will be filled in by transcribing informa-
tion from the Block Control Sheets and the third by
tabulating the Dwelling Schedules. For the transcribed
sections, T-1 and T-3, two persons working together will
be needed, one to do the calling and the other the tallying.
Tallies will be made in the individual cells and the final
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entries drawn directly from the talliecs.

The first step consists of entering the "Block No.!
and "E.D, No." on the Block Tally Sheet. These numbers
are taken directly from the Block Control Sheet, Begin
with Block No. 1 on the first tally sheet and continuc in
consecutive order on the following sheets,

2. The following list comprises the items called for
in Section T-1. The information will be taken from the
columns of the Block Control Sheets as lndicated.

a, Tenure and Monthly Rent: Column 19,
(Owner-occupicd units are coded "OW,")

b. Occupancy: Column 17. (Vacant units are
coded "V,")

c. Race: Column 20.

d. Standard or Substandard: Columns 21 and 22.

When the tallying 1s completed and checked enter the
figures in theilr respective cells and compute the various
totals.

To compute the average monthly contract rent, which
1s to be entered on Line 12 in the first three columns
only, use the following form:

Block Tally Sheet
Worksheect for Computing Average Contract Rent

Block No. E.D. No.
Standard Substandard
r‘Dwelling Units Dwelling Units
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The above form is filled in by transcribing entries from
the Block Control Sheet. Transcribe the monthly contract
rent from Column 19, entering it in the appropriate
column on the form, as indicated by the entry in Column
21 or 22 of the Block Control Sheet., After all the rents
for the block are entered, total the figures in each
column, The average rent for "standard" and "substandard"
unlits is then computed by dividing the totals by the
number of entries in theilr respective columns (which
should correspond to the entries on Line 3 in Columns 2
and 3 of the Block Tally Sheet). When these averages are
computed they may be entered in the Block Tally Sheet,
Compute the average rent for all rental units on the block
by adding the totals in the two columns and dividing by
the total number of entries (which should correspond with
the centry in Line 3 of Column 1 on the Block Tally Shecet).
Enter this average in the Block Tally Sheet. This com-
pletes the entries for Sectlon T-1. Retaln the form used
for computing the average contract rent; it will be used
again in step 13,

3. In Section T-3 only those units shown to be
occupled (Column 17, Block Control Sheet) and substandard,
(Column 22) are to be covered. Tally these units according
to the adequacy code in Column 23, A worksheet for this
tally will be used, as follows:

Block Tally Sheet

Tally Worksheet for Section T-3 Block No.
"Adequacy" Corresponding
Classification "Adequacy" Code Tally of Number
in Sec. T-3 in Col., 23 of of
Block Tally Sheet| Dwelling Units
1. Unfit for use 1-3

2. Needs major repairs;
lacks tollet and bath L

3. DNeecds major repalrs;
has toilet but no bath

4, Needs major repairs;
has tollet and bath

5. Needs no major repairs; 7
lacks toilet and bath
6. Needs no major repairs; g

has toilet but no bath

7. Substandard for other
reasons 9
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The entries for Section T-3% will be drawn from the
tallies on the worksheet for the corresponding adequacy
groups., Add these entries to obtain the total, which
should correspond with the entry for all occupied sub-
standard units in Section T-1, The cntrics in Scctions
T-1 and T-3 are now complcted ‘

File the worksheet in a folder labelled "Worksheets
Used for Tabulation." All subsequent workshects will be
deposited in this folder and filed.

Y4, Remove the Dwelling Schedules from the file and
sort for family and nonfamily groups, using the code entered
above the word "Relationship" in Column 2 of Section A,
Retain the schedules for family groups and return the non-
family schedules, labelled "All Nonfamily Groups," to the
file.

5. Sort the famlly group schedules for tenure, as
Indicated in the heading of the schedules., Return the
schedules for owners, labelled "Owner Famllies," to the
file, .

6. BSort the tenant family schedules into two groups
for race, as coded in Section A, Column 6. Count the
number of schedules for each race and make the appropriate
entries in the Total Column of Section T-2.

7. Using the income code in the code box, sort the
schedules in each race group into ten sets (9 1ncome
groups and an NR group) as indlcated in Section T-2,
Count the number of schedules in each set and make the
appropriate entries 1in the table, The sum of the figures
in each line should correspond to the entry made in each
line in step 6.

8. To obtain the average lncome in each race group
total the income shown on each schedule in Item 1 in the
code box and divide by the number of schedules showing
income for each race. For the total group simply add the
aggregate incomes for each race and divide by the total
number of schedules on which income was reported.

9. The remaining entries in the Total Line are
obtained by adding the entries in each column.
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Trbulation

10, When this 1s done and the totals checked the
entries in the Block Tally Sheet are completed. Reassemble
the schedules for all income groups in each race group.
Return the schedules to the file, labelling them "White
Tenant Families" and "Other Tenant Familles" for the
respective groups. Place the Block Control Sheet in a
scparate file.

Note: The instructions in steps 1-10 should be used
in obtaining the entries for each Block Tally Sheet. When
the schedules for succeeding blocks arc filed they should
be Joined to those of the same classification for preceding
blocks, Thus, when the schedules for the last Block Tally
Shcet have been filed the schedules for the entire area
surveyed will be grouped according to the designations
glven in the foregoing steps., Likewise, all Block Control
Sheects should be flled together.

As the Block Tally Sheets are completed, group them
by enumeration district, ward or other area of enumeration.

Table 16. Block Data Table

11. Information for individual blocks on thc Block
Data Table will be transcribed direcctly from the data on
respectlve Block Tally Sheets, There follows a list of
the items to be transferred to the Block Data Table
gogether with the location of the items on the Block Tally
heet.

Item in Table 16 Corresponding Entry in Block
Tally Sheet

Lines Al, A2, & A3 Sec, T-1, Cols, 1, 2, 3, Line 1
Line Bl Sec, T-1, Col, 1, Line 2
Line B2 Sec, T-1, Col. 4%, Line 3
Line B3 Sec, T-1, Col, 11, Line 1
Lines Cl; C2a, b, &

c; C3a, & b; CH Sec, T-3%, Lines 1-7
Line D1 - Sec, T-1, Cols, 7 plus &, Line 1
Line D2 Seec, T-1l, Cols, 9 plus 10, Line 1
Lines E1 &. E2 Sec, T-1, Cols., 2 & 3, Line 12
Lines F1 & F2 Sec, T-2, Col., 12, Lines 2 & 3
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When the above items have been transcribed the Block Tally Sheet
may be returned to the file.

12, To complete the information for each block obtain the
entry for Line C2 by adding the entries in C2a through Ceec, and for
Line C3 by adding entries in C3a and C3b.

13, In this table there will be a summary column for each
enumeration district, ward or other area, immediately preceding the
columns for the blocks in each area. The entries in Sections A-D
in such summary columns are obtained simply by adding the figures
for all blocks in the respective areas. Check all such additions
before making the entries. To obtain the entries for Sections E
and F in each area first remove the Block Tally Sheets for the given
area from the file, Each of the four entries in Sections E and F
involves the computation of an everage from the figsures on the Block
Tally Sheets. Thus, all entries will e obtained in a somewhat
similar fashion, A worksheet will e used for each one.

a. Item E-1: The entries for the following worksheet willl be
drawn from the workshects for the same blocks and enumeration dice
tricts that were used in step 2.

Block Data Table

Worksheet for Item E-1 in Area Columns E. D. No.
Block No, Number of Aggregate Rent
Rental
Standard Units (2)
L (1) _
1
2
3
e%c.
Total

When the entries for all blocks have been made, obtain the total for
each of Columns 1 and 2. Divide the sum in Column 2 by the sum in
Column 1 to obtain the average rent for rental standard units in

the entire enumeration district. This is the cntry for
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Item E-~1 in the summary column for the district. Retailn
the worksheet; it will be used agaln in step 15,

b, Item E-2: This item will be obtalned in similar
fashion. The title and colurnn heads for the E-2 worksheet
wlll read as follows:

Block Data Table

Worksheet for Item E-2 in Area Columns E.D. No.
Nunber ofw
Block No, Rental Aggregate Rent

Substandard Unlts
(1) (2)

c. Item F-1l: Usc the following worksheet for
obtaining the entry for Item F-1,

Block Data Table

Worksheet for Item F~1 in Arca Columns E.D. No,
Block | Average No, of White Families Aggregate
No. Income Reporting on Income Income

(1) (2) (3)=(1x2)
- 1
1
2
3
ete.
Total XXXX _

Entries for Columns 1 and 2 in the above worksheet wlll be
drawn from Section T-2 in the Block Tally Sheet for the
respective blocks, Transcribe the entry for worksheect
Column 1 from the entry on Line 2 in Column 12 of Section
T-2. The entry for Column 2 1s derived from Line 2 in Sec-
tion T-2 by subtracting the figure in Column 11 from that in
Column 1, Then, for Column 3 in the workshect, simply
multiply the entries in Columns 1 and 2 on the sane line,
Add the figures 1n each of Columns 2 and 3, and divide the
resulting sum in Column 3% by the sum in Column 2 to obtaln

the entry for the table. Retain the workshcet; 1t will be
used agaln in step 15,
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d. Item F-2: Proceed as 1in the above i1tem, sub-
stituting Line 3 for Line 2 in Section T-2. The title and
column heads for the F-2 worksheet should read as follows:

Block Data Table

Worksheet for Item F-2 in Area Columns E.D, No.
Block Average No. of Other Families | Aggregate
No, Income Reporting on Income Income

(1) (2) (3)=(1x2)

14, The entries in Sections A - D of the column
entitled "All Blocks" are obtained by adding the entries on
the same line in the columns contalining area totals.

15. The entries for Sections E and F in the "All
Blocks" Column are obtained by a method similar to the one
used for these sections in the columns containing area
totals., Worksheets derived from the previous worksheets
will be used for these computations. There follows a sample
of the worksheet to be used for Item E-1 in the "All Blocks"
Columnmn,

Block Data Table
Worksheet for Item E-~1 in "All Blocks" Column

Number of
Area No. Rental Agpregate
Standard Units Rent

(1) (2)

Total

The entries for Column 1 will be taken from the totals of
Column 1 in the previous worksheets for Item E-1l; entries
for Column 2 will come from the totals of Column 2, When
the entries in the worksheet are completed total each
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Tabulation

column and divide the sum in Column 2 by the sum in Column
1. The resulting figure is the entry for Item E-1 in the
"All Blocks" Column,

Use similar operations for obtaining the entries for
the rcmaining items in Sections E and F. When these sec~
tions are filled in the Block Data Table will be complete,
Return all worksheets to the file.

Table 14, Distribution of Tenant Families Living in Sub-
standard Dwelling Units and Ownlng an Automo e,
Classified by Hace and Annual Income

16, Remove the schedules for "White Tenant Families"
from the file, where they were placed in step 10, ©Sort the
schedules into two groups according to ownership of an
automobile, as indicated by the check mark in Section E of
the schedule., <Count the number of familles reporting
automobile ownership and make the appropriate entry in the
line for "Total Families" in the table., Set aside the
schedules for families which do not own an automoblle,

17. Using the income as shown in Item 1 in the code
box of the schedules, sort the schedules showlng automoblle
ownership into 10 sets (9 income groups and an NR group) as
indicated in Table 14, Count the number of schedules in
each set and make the appropriate entries in the table,

Add the entries in the column and check against the total
figure entered in step 16. o

18, Reassemble the schedules for all income groups,
Join them with those set aside in step 16, replace the
label "White Tenant Families," and return them to the
files.,

19, Remove the schedules for "Other Tecnant Families!
from the file, where they were placed in step 10, Follow
the same procedures as given in steps 16-18 to obtain the
figures for "Other Tenant Families" for Column 3 of Table
14, both in sorting the schedules and reassembling thenm,
When the schedules are returned to the files replace the
label "Other Tenant Families,"

20, Obtain entries for the Total Column by adding
the figures in Columns 2 and 3 on the same lines, When the

Tota olumn 1s filled in the entrics for Table 14 will be
complete,
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Table 3. Distribution by Raclal Occupancy and Tenure of
Suvstandard Dwelling UnITs and Occupant Groups, Classified
by Number and Type of Group in Dweliing Unit

21, Remove the schedules for "White Tcnant Families"
from the files, where they were placed in step 18. Sort
the white, or original, schedules from those of the other
color, and set the latter aside.

22, Usling the whilte schedules only, sort them into
two groups according to the number of familles in the
dwelling unit., The number of familics will be indicated by
the type "A'" and "B" codes appearing to the left of the word
"Name" in Column 1 of Section A, Count the number of
schedules in each group and make the appropriate entries in
the table. The schedules for type A families will provide
the entries for White Tenant Families both for the "Dwelling
Unlts Occupied by One Famlly" item 1n Section A and the "One
Famlly Per Dwelling Unlit" item 1in Section B., The schedules
for type B families will provide the entry for White Tenant
Families for the "Dwelling Units Occupied by Two or More
Famllies" item in Section A, Return the schedules for type
A familles to the file, labelled "White Tenant Families -
Type A"

23. Combine the white schedules for type B families
with the schedules of cther color sct aside in step 21,
Count the number of schedules in thils group and make the
appropriate entry in Section B. Return these schedules to
the file, labelled "White Tenant Families = Type B."

24, Follow the procedures in steps 21-23 in obtain-
ing entries for "Other Tenant Familles," the schedules for
which were filed in step 19. When returning the regrouped
schedules to the files, use the same labels given in the
two preceding steps, substituting the word "Other" for
"White,"

25. Remove the schedules for nonfamily groups from
the files, where they were placed in step 4, Sort these
schedules into two groups for race, as coded in Section 4,
Column 6,

26, Sort each of the two sets for race into two sets
on tenure, as indicated at the head of the schedule.
Count the number of white schedules in each of the four
groups and make the appropriate entries in Section A.
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27. Count all schedules in each of the four sets and
make the appropriate entries in Scectlion B. Return these sets
to the file with the followingz labels for respective groups
of schedules:

"Nonfamily Groups: White Tenant!
"Nonfamily Groups: Other Tenant"
"Nonfamily Groups: White Owner"
"Nonfamily Groups: Other Owner!"

28, Remove schedules for "Owner Families" from the
files, where they were placed in step 5. Sort these
schedules into two groups for race and set the schedules for
"Other" families aside,

29. Using the schedules for White owner families only,
gort out the white schedules and set the remaining ones
aside,

30, Using the white schedules, sort them into two
sets for type A and B families. The former set will yleld
the entry for the "Dwelling Units Occupied by One Family"
Item 1n Section A and the "One Family per Dwelling Unit"
Item in Section B; the latter will give the entry for the
"Dwelling Units Occupled by Two or More Families" Item in
Section A. Count the number of schedules in each set and
make the appropriate entries in the table, Return the
schedules for type A families to the file, labelled "White
Owner Families - Type A." |

31, Combine the white schedules for the type B
families with the schedules of other color set aside in
step 29. Count the number of schedules in this group and
make the appropriate entry in Section B. Return these
;chedglﬁs to the file, labelled "White Owner Familles -

ype B,

32. Follow the same procedure in working with sched-
ules for "Other Owner Families" set aside in step 28, as
was used for White families in steps 29-31, After the
entries have been made for these famillies and the regrouped
schedules are belng returned to the files use the same
labels given in the two preceding steps, substituting the
word "Other" for "White,"
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3%, The remaining entries are totals and may be obtained
simply by adding the appropriate figures 1in each column and line.
When these totals have been computed the entries in Table 3 are
complete,

Table 5. Distribution by Annual Income of Tenant Familles Living
In Substandard Dwelling Units Occupied by a Single Family Classl-
Tied by Race, Family Size, Rellef oStatus and Monthly Gross Rent

34. There will be a separate sheet of this table for each
of the family size groups. Using eight sheets of Table 5 fill
in family size next to "Number of Persons in Family," starting
with "2 persons" and running consecutively through "9 persons or
more." Enter "White" next to the item "Race" on these sheets.

35. Remove the schedules for "White Tenant Families -
Type A" from the files, where they were placed in step 22.
Using the size of family as shown by the entry to the right
of the word "Name" in Column 1 of Section A, sort the schedules
into & sets for size of family as indicated in step 34. Count
the number in each set and enter the totals in Line 1 of the
Total Column on the appropriate sheets.

36. Tabulate each size group separately. Start with the
two-person families, setting aside the schedules for the other
family size groups. Using the annual income as shown in Item 1
in the code box, sort the schedules into 19 sets (18 income
groups and an NR group) as indicated in Table 5., Count the
" number of schedules in each set and make the appropriate entries
In Line 1 of Section A,

37. Using the monthly gross rent as shown in Item 2b
(or 2a if there is no entry for 2b) in the code box, sort each
of the 19 sets on income into 13 sets on monthly gross rent
(12 rent groups and an NR group) as indicated in Table 5.
Count the number of schedules in each set and make the appropriate
entries in the table.

38, After each income group is sorted for rent, sort the
schedules in each rent group into two sets for "Rellef Status,"
using the code in Column 14 of Section B of the schedule. This
is for the purpose of obtaining entries for Section B of the
table,.

Count the number of schedules for "Nonrelief Families" in

each rent group and make the appropriate entries in Section B.
Obtain the various totals in Section B by adding the entries
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in each column and line. Reassemble all the schedules in each
income group, but keep all income groups separate.

39, When the first sheet is completed all schedules used
for that sheet should be arranged in the 19 sets for l1lncome.
As additional sheets are finished combine the schedules for
each separate income group with the schedules of the same
income group used in the preceding sheets. Thus, when the &
sheets for White families have been completed all schedules
used for these sheets should be arranged in the 19 sets on
income, Retain this grouping; it will be used again in step Lo,

40. A summary table will be filled out for the 2-& person
families. On a separate sheet enter "White" next to "Race"
and "2-8 perscons" next to "No. of Persons in Family." To obtailn
the entries for this table simply add the entries in the
respective cells in the tables for 2-8 persons,

41. 1In preparing Table 5 for "Other" familles remove the
schedules for "Other Tenant Families - Type A" from the files,
where they were placed in step 24, and proceed according to the
instructions in steps 34-40. Substitute the word "Other" for
"White" wherever the latter appears. In a like manner, when
all the sheets for "Other" families are completed the schedules
will be arranged in 19 sets for income. Retain this grouping;
it will be used again in step U6,

Table 8. Distribution by Pcrcentage of Gross Rent to Income of
Tenant Families Living In Substandard Dwelling Units Occupied
by a Single Famlly Classified by Race and Annual Income

L2, The income sort resulting from step 39 should be used
herc. This sort comprises schedules for White tenant famllies
living in substandard dwelling units occupied by a single group.
Begin by filling in the word "White" next to "Race" in the head-
ing of Table &. Count the number of schedules in ecach set and
make the appropriate entries in the Total Column.

43, Using the "Rent-Income Percent" shown in Ttem 3 of
the code box, sort each of the 19 sets on income into 12 sets
on rent-income percentage (11 groups on percentage and an NR
group) as indicated in Table &. Count the number in each set
and make the appropriate entries in the table. Add the entries
in each linc and check against the figures entered in step 42.
Add the figures in each column to obtain the entries for the
"Total Families" Line.

4L, The median percentage of rent %o income will be computed
for cach income group from the distribution in the table.
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45, When all entries have been made in the last column
the table will be finished. Retaln the income grouping of the
schedules; it will be used again in step 47. -

46, Use the instructions in the four preceding steps for
filling in Table & for "Other" families, substituting "Other"
for "White" in the heading.  The income sort for "Other" tenant
famlllies resulting from step 41 should be used herc. When the
table is completed retain the income grouping; 1t will be used
again in step H2.

Table 13. Average Monthly Cost of Utilities Used by Tenant
Fanilies Living in Substandard Dwelling Unifts Occupled by a
SIngle Family, Classified by Race and Annual Income

L7. The income sort for White tenant families resulting
from step 45 should be used here. Start by filling in the word
"White" next to "Race" in the heading of Table 13, ‘Sort each
income group into two sets, the first for families reporting
no utilities included in rent and the second for families with
one or more utilitles included in rent. All schedules with no
ecntries in Column 20 of Section C will be placed in the first
set; all others will be placed in the second. Count the nunber
of schedules in each set and make the appropriate entries in
Columns 1 and 3 of the Table. Add the entries in each column
to obtain the respective totals.

L8, To obtain the entries for Column 2, set up the follow-
ing worksheet:

Worksheet for Table 13%

Income No. Aggregate : Average
Group Reporting Monthly Cost Monthly Cost
(1) (2) (3)

Under $100
$ 100 -~ 199

1300 - 1399
1oo - 1599
1600 - 1799
1800 - 1999
2000 & Over
Not Reported

Total
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The entries for Column 'l in the worksheet will be transcribed
directly from the entries in Column 1 in Table 13. Using the
schedules for the "Families Reporting No Utilities Included in
Rent" add the figures to the right of the word "Utilities!

for each incomne group to obtain the entries for Column 2 in the
workshect, Add the flgures in Column 2 to obtain the aggregate
monthly cost for the Total Line. Divide the figures in Column
2 by those in Column 1 to obtain entries for Column 3 in the
worksheet. Then, the figures in the worksheet Column 3 can be
transcribed directly to Column 2 in Table 13. Keep the schedules
sorted by income. Use a worksheet similar to the above 1n com-
puting the entries for each of the remaining columns on average
monthly cost.

Obtain the entries for Column 4 in a similar fashion, using
the schedules for "Families Reporting One or More Utilities
Included in Rent." After the figures are entered in Column 4,
combine the schedules by income group for "Familles Reporting
No Utilities Included in Rent" and "Families Reporting One or
More Utilities Included in Rent."

49, To obtain the entries for the columns under "Electricity!
use the entry in Line 1 of Column 22 to sort the schedules in
each income group into two sets, one for families with an expense
for electricity in addition to rent and the other for those
with no such expense. Count the schedules in the former groups
and make the appropriate entries in the table. Obtain the
entries for average nmonthly cost of electricity by using the
schedules showing an expense for electricity in addition to
rent and sctting up a worksheet simllar to the one used in
the preceding step. After the cost column has been filled in
combine the two sets of schedules in each income group, but keep
the income groups separated.

50. Entries will be obtained for the remaining utilities
in a gimilar manner., The location in the schedulec of 1tems
used for the classification of the schedules in each utility
group 1is as follows:

Gas: Line 2, Colunn 22

Coal, Coke, Wood: Line 3, Column 22
Kerosene, Gasoline, 01l: Line 4, Column 22
Water: Line 5, Column 22

&0 oD

51. When all entries are made 1n the columns under "Water"
the table will be completed. Reassemble all schedules used for
the table, this time comblining all income groups. Relabel
these schedulces "White Tenant Families - Type A" and return
then to the files.
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h2. Follow the instructions in the five preceding steps
in obtaining entrics for "Other" families in Table &, substitut-
ing "Other" for "White" in the heading. Use the incone sort
for "Other" tenant families rcsulting from step 46. Waen the
table is completed reassemble all the schedules, rclabel them
"Other Tenant Families -~ Type A" and place them in the files.

Table 12. Average Monthly Cost of Utilities Used for Specific
Purposes by Tenant Famllies L1ving in Substandard Dwelling Units
Occupied by a Single Fanily, Classified by Race

5%. Some of the entries for this table will "be transcribed
from Table 13; the remaining ones will be tabulated. After
filling in the word "White" next to "Race" in the heading,
transcribe the entrieg to be taken from the section of Table
13 for White families. The entries to be transcribed include
those in Lines 1, 2, %, 4 and 5 in both columns. The figures
will bec drawn from the entrics for respective utilitics on the
"Total Families" Line in Table 13.

54, Remove the schedules for "White Tenant Fanilies -
Type A" from the files, where they were placed in step Hl.
Using the entry in Line 1 of Column 22 on the schedules, sort
them into 2 groups, one for families with an cxpense for
electricity in addition to rent and the other for those with no
such expense. The number of schedules in the former sct
should correspond with the transcribed entry in Line 1 of
Column 1. BSet the latter group of schedules aside for the time
being.

55. Using the entries in Columns 16-19, Line 1, sort the
schedules for families reporting expense for elcectricity in
addition to rent into two scts, one for those with a check
mark only under Column 17 and the other for those with a
check mark also appearing in one or more of the other columns,
Count the number of cards in each set and make the appropriate
entries in Lines la and 1b in the first column. Keep the two
sets separate for the computation of the average cost in cach
set.

56. The average cost is computed for cach set of schedules
by adding the entrics in Line 1 of Column 22 and dividing by
the number of schedulcs in the set. Enter the averages 1in
Lines la and 1b in Column 2 and reassemble all the schedules,
including thosc set aside in step 54.
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57. Using the entry in Line 2 of Column 22 on the schedules,
sort then into two groups, onc for families with an cxpense
for gas in addition to rent and the other for those with no such
expense,  The number of schedules in the former set should
correcspond with the transcribed entry in Line 2 of Column 1
in the table. ©Set the latter group of schedules aside for the
tine being. '

58. Using the entries in Columns 16-19 of Line 2, sort
the schedules for familics reporting expense for gas in addition
to rent into 3 sets, as follows:

Set 1: Entry in Col. 18, no entry in Col. 16, 17 or 19

Set 2: Entries in Cols. 18 and 19, no entry in Col. 1
or 17

Set 3: Entries in Cols, 18, 19 and also in 16 and/or 17

Count the number of schedules in cach set and make the appropriate
entrics in Lines 2a-c in Column 1.

59. Compute the average cost in each set by adding the
entries in Line 2 of Column 22 in the schedule and dividing by
the number of schedules in the set. Enter the averages in
Lines 2a-c in Column 2 and reasscmble all the schedules in-
cluding those set aside in step H7.

60. Using the entry in Line 3 of Column 22, sort the
schedules into 2 groups, one for families with an expense for
coal, coke or wood and the other for those with no such ex-
pense, The number of schedules in the former set should
correspond with the transcribed entry in Line 3 of Column 1.
Set the latter group of schedules aside.

61l. Using the entrics in Columns 16-19 in Line 3, sort
the schedules for familiecs reporting cexpense for coal, coke
or wood .in addition to rent into two sets, one for those with
a check mark only under Column 16 and the other for those
wlith a check mark also appearing in one or more of the other
columns, Count the number of cards in each set and make
The appropriate entries in Lines 3a and ® in the first column.

62. Compute the avernge cost in each set by adding the
entries in Line 3 of Column 22 in the schedule and dividing Dby
the number of schedules in the set, Enter the averages in
Lines 3%a and 3b in Column 2 and reassenble all the schedules
including those set aside in step 60.
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63. Using the entries in Line 4 of Column 22, sort the
schedules into 2 groups, one for families with an expensc for
kerosene, gasoline or oil in addition to rent and the other
for those with no such cxpense.  The number of schedules in
the former set should correspond with the transcribed entry
in Line 4 of Column 1. Set the latter group of schedules
aside, ' :

64, Using the entries in Columns 16-19 in Line 4, sort
the schedules for families reporting expense for kecrosene,
gasoline or oil in addition to rent into 3 sets, as follows:

Set 1: Entry in Col. 1&, no entry in Col. 16, 17 or 19
Set 2: Entries in Cols. 18 and 19, no entry in Col., 16 or 1
Set 3: Entries in Cols. 1%, 19 and also in Col 16 and/or 17

Count the number of schedules in each set and make the appropriate
entries in Lines Ya-c in Column 1.

65. Compute the average cost in each set by adding the
entries in Line 4 of Column 22 in the schedule and dividing by
the number of schedules in the set. Enter the averages in Lines
Ya-c in Column 2 and reassemble all the schedules including
those set aside in step 63,

66. The entries for White fanilies in Table 12 are now
completed. Replace the label "White Tenant Familics - Type A"
on the schedules and return them to the file,

67. The scction for "Other" families in Table 12 is
started by filling in the word "Other" next to "Race" in the
heading and transcribing the entries to be taken from the
section of Table 13 for "Other" familics. Remove the
schedules for "Other Tenant Families - Type A" from the files,
where they were placed in step 52. Follow the instructions in
steps 53-65 for transcribing and tabulating the entries.

Upon completion of the table return all schedules, labelled
"Other Tenant Families - Type A" to the files.

Table 9. Distribution by Annual Income of Tenant Families Living
in Substandard Dwelling Units Occupied by Two or More Families
Classified by Race and Size of Family

68. Remove the schedules for "White Tenant Families -
Type B" from the files, where they were placed in step 23.
F11l in the word "White" next to "Rade" in the heading of
Table 9.

-8l -



Tabulation

69. Using the size of fanily as shown by the entry to the
richt of the word "Name! in Column 1 of Section A, sort the
schedules into & sets for size of family as indicated in Table 9.
Count the number in each set and make the appropriate entries
in the Total Column. . ‘

70. Using the annual income as shown in Item 1 in the
code box, sort each of the 9 scts on size of family into 19
sets on income (18 income groups and an NR group) as indicated
in Table 9. Count the number of schedules in cach set and make
the appropriate entries in the table. -Add the fipures in cach
colunn to obtain the entries for the "Total Families" Line,
This completes the entries for White families.

71. Reassemble all schedules used in the table. Combine
then with the schedules for "White Tenant Families - Type A"
filed in step 66, and replace the combined group in the files,
labelled "White Tenant Families.!

72. Remove the schedules for "Other Tenant Families -
Type B" from the files, where they were placed instep 24, Fill
in the word "Other" next to "Race" in the heading of Table 9.
To obtain the entries in the table for "Other" families follow
the instructions in steps 69 and 70.

73. After completing the table for "Other" families ,
reasscmble all schedules used in the table. Combine them with
the schedules for "Other Tenant Families - Typc A," filed in
step 67, and replace the combined group in the files, labelled
"Other Tenant Families,"

Table 11. Distribution by Annual Income of All Nonfamily
Groups Living in Substandard Dwelling Units Classified by Race,
Size of Group and Tenure

74.' To obtain the entries for each racial group in
Table 11 two worksheets will be used. These worksheets are
ldentical in form with the table itself. Begin by rcmoving
the schedules for "Nonfamily Groups - White Tenant!" fronm
the files, where they were placed in step 27.

75. Using the size of group as shown by the entry to the
right of the word "Name" in Column 1 of Scction A, sort the
schedulecs into 9 sets for size of group as indicated in Table
11. Count the number in cach se¢t and make the appropriate entries
in the total column of the first worksheet.

76. Using the annual income as shown in Item 1 in the

code box, sort each of the 9 scets on size of group into 19 sects
on income (18 income groups and an NR group) as indicated in
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Table 11. Count the number of schedules in each set and nake
the appropriate entries in the table-worksheet. Entries for
the first line are obtained by adding the figures in each
colunn. '

77. The first worksheet is now completed. Reassemble
in one group all schedules used for this workshcet., Combine
these schedules with thosc filed in step 71. Refile the com-
bined schedules labelled "White Tenant Groups.!

78. The second worksheet is for owner groups. Remove the
schedules for "Nonfamily Groups - White Owner" from the files,
*where they were placed in step 27. Tabulate the schedule
returns for these groups Dy size of group and income, using the
instructions in steps 75 and 76.

79. Upon the complcetion of the second workshect reassenble
all the schedules used for the worksheet and return them to the
files, labelled "Nonfamily Groups: White Owner,"

€0. The section for White nonfamily groups in Table 11
can now be filled out. Begin by entering "White" ncxt to the
word "Race!" in the hending of the table. The entries for the
bottom line "Total Tenant Groups" are obtained Dby transcribing
the entries from the first line in the first worksheet, Entries
for the line next to the Lotton are obtained by transcribing
the figurcs from the first line in the second worksheet. The
remaining entries are obtained by adding figures in the respec-
tive cells in worksheets 1 and 2.

gl. ‘he tabulating instructions in steps 75-80 will be
used in obtaining entrics for the scction on "Other" families
in Teble 11, The first workshcet will be based on the schedules
for "Nonfamily Groups: Other Tenant," which were filed in step
27. «after the first worksheet is completed rceasscrble all sched-
ules in one set and combine them with those filed in step 73.
Replacc the combined schedules in the files, labelled "Other
Tenant Groups."

82. The entries for the second workshect will be drawn
from the schedules for "Nonfanily Groups: Other Owner," which
were filed in step 27. Upon completion of the second workshecet
return these schedules with the same label to the file,

Table 10. Distribution by Annual Incomec of All Familics Living
in Owner-occupied Substandard Dwelling Units Classified by Race
and Size of Family

3, On a form for Table 10 fill in the word "White" next
to "Race" in the heading. Renmove from the files the schedules
for "White Owner Families - Type A" and "White Owner Families -
Type B." These were filed in steps 30 and 31, respectively,
Conmbine these schedules into one group.
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&l, Using the size of family as shown by the entry to the
right of the word "Name" in Column 1 of Section A, sort the
schedules into & sets for size of family as indicated in Table
10. Count the number in each set and make the appropriate
entries in the Total Column. ’

85. Using the annual income as shown in Item 1 in the
code box, sort each of the & sets on size of family into 19
sets on income (18 income groups and an NR group) as indicated
in Table 10, Count the number of schedules in each set and make
the appropriate entries in the table. Entries in the first
line are obtained by adding the figures in each colunn.

86. When the entries for the section on White families are
completed, reassemble in one group all the schedules that were
used. Combine these with the schedules labelled "Nonfamily
Groups - White Owner," that were filed in step 79. Label
the combined schedules "White Owner Groups" and place them
in the file.

&7. The section for "Other" fTamilies in Table 10 will
be tabulated next. On a table form fill in the word "Other"
next to "Race." Remove from the files the schedules for
"Other Owner Families - Type A" and "Other Owner Families -
Type B" that were filed in step 32. Combine these schedules
into one group.

g88. Use the tabulating instructions in steps &4 and &5
to obtain the entries in the section for "Other" families.
When the entries are conpleted, reassemble in one group all the
schedules that were used. Combine them with the schedules
labelled "Nonfamily Groups - Other Owner," that were filed in
step &2. Lahel the combined schedules "Other Owner Groups"
and place them in the file.

Table &. Distribution by Monthly Contract Rent and Gross Rent
of Tenant-occupied Substandard Dwelling Units Classified by
Race and Size of Household ’

€9, On a form for Table Y4 fill in the word "White"
next to "Race" in the heading. Remove the schedules for
"White Tenant Groups!" from the files where they were placed in
step 77. Sort out from this group the white schedules and
return the remaining schedules to the files, labelled "White
Tenant Grouns - Supplementary Schedules."
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90. Using the line number encircled in Section A of
the schediile, sort the schedules into 9 groups for size of
household, as indicatcd in Table 4.° Count the number of
schedules in each set and make the appropriate entries 1n the
Total “Yolumn in both sections of the table,

91. Using the gross rent as shown by the entry in Item
2a in the code box, sort each of the 9 sets on size of house-
hold into 13 sets on monthly gross rent (12 rent groups and an
NR group) as indicated in Table 4, Count the number of schedules
in each set and make the appropriate entries in Section B in
the table, Reassemble the schedules for each size of house-
hold group.

92. Using the figure entercd next to "Contract Rent "
in the heading of the schedule, sort each of the 9 sets on size
of household into 12 sets on monthly contract rent as indicated
in Table 4, Count the number of schedules in each sct and
make the appropriate entries in Section A of the table., Com-
plete the table by adding the figures in cach column to obtain
entries for the first line in each section. This time rcas-
semble the schedules by rent group. Thus, there will be 12
sets of schedules arranged by monthly contrac rent,

93. Arrange the sets of schedules so that they run in
five-dollar (%5) 1nterval up to twenty dollars rather than two-
and-a-half-dollar (QE 50) intervals. For example, the first
two sets of "Under $2.50" and "$2.50-4.99" will be combined to
form a group of "Under $5.00." Thus, the schedules will be
recombined into & rent groups corresponding to the 1lntervals
in Table 2 and returned to the files, Label them as follows:

"White Tenant Groups - Under $5.00 - Original Schedules"

"White Tenant Groups - %5. 00—9 99 - Original Schedules'
Etc., '« . .

"White Tenant Groups - $40 and “Over - Oripinal Schedules"

94, On a form for Table 4 fill in the word "Other" next
to "Race" in the heading. Renmove the schedules for "Other
Tenant Groups" from the files, where they were placed in step
8l., Sort out from this group the white shedules and return
the remalining schedules to the files, labelled "Other Tenant
Groups - Supplementary Schedules."

95. Follow the tabulating instructions in steps 90-92
to obtain the entries for the table,
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96. Follow instructions in step 93 for regrouping the
schedules, These groups will be usced directly for Table 2.

Table 2. Distribution by Condition’gﬁ All Occupied Substandard
Dwelling Units Classified by Tenure, Race and Monthly Contract
Rent - . .

97. Taking the schedules for "Other" groups resulting
from step 96, count the number of schedules in each set and
nake the appropriate entries in the Total Column of Table 2.

98. - Using the adequacy category as shown by the code
entered in item Y4 in the code box, sort cach of the & sets cn
contract rent into the 9 scts on adequacy. Obtain the entries
for the different columns in each line by counting the number
of schedules in the corresponding »dequacy groups. The follow-
ing table shows the code for the adcquacy groups that correspond
to the different columns.

Colunn Code for Corrcsponding

Adequacy Group

Unfit for Use 1 plus 2 plus 3
Need Major Repalrs 4 plus 5 plus 6
Unfit or Needing Major

Repairs:

No toilet, no bath 1 plus U4

With toilet, no bath 2 plus 5

With toilet, with bath 3 plus 6

Not Needing Major Kepairs:

No toilet, no bath 7
With toilet, no bath &
With toilet, with bath 9
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99. The entry for the Total €olumn under the category of
"Unfit or Needing Major Repairs" is obtained by adding the flgures
under "Unfit" and "Need Major Repairs.% --The entry for the
Total Column under "Not Needing Major Repairs" 1s obtalncd by
adding the figures for the three groups in that category.

) 100. The entries for "Other" groups are now complete.
Reassemblc all the schedules in one group and placc them in
the files, labelled "Other Tenant Groups - Original Schedules.”

101, "Remove the oriisinal schedules for White Tenants from
the files, where they were placecd by rent group in step 93.
Count the number of schedules in each set and make the appropriate
entries in the Total Colunn,

102. Follow the instructions in steps 98 and 99 for
obtaining the entries for the sectlion on dwelling units occupied
by White tenants. Upon the completion of thesc entries,
reassenvle all the schedules in one group and return them to
the files, labelled "White Tenant Groups - Original Schedules.!

103. Remove the schedules for "White OWnorvGroups" from
the files, where they were placed in step 86. OSort out the
white sthedules from this group and return the remalnder to the
files, labelled "White Owner Groups - Supplenentary Schedules."

104, Count the number of white schedules and make the ap-
propriate entry in the Total Column.

105. Using the adequacy catepory as shown by the code
entered in item 4 in the code bhox, sort the schedules into the
9 sets on adequacy. Obtaln the entries for the different
columns by counting the number of schedules in the corresponding
adecquacgy groups., Use the table in step 98 for determining
which are. the corresponding groups.

106. Obtain the entries for the Total Columns under the
categories of "Unfit or Needing Major Repairs" and "Not Needing
Major Repairs" by adding the figures for the separate groups
within cach category.

107. Reassemble the schedulees in one group and replace
them in the files, labelled "White Owner Groups - Original
Schedules."

108. Renove the schedules for "Other Owner Groups™
from the files, where they were placed in step 88. Sort
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out the white schedules from this group and return the re-
mainder to the files, labelled "Other Owner Groups - Supple-
mentary Schedules.!" ’ ' ' s

109. Follow the instructions in steps 104-106 to obtain
entries for the line on "Other!" groups. When the entries are
made, reassemble the schedules in one group and return them
to the files, labelled "Other Owner Groups - Original Schedules."

110. Obtain the entries for the "Total" Line for owner-
occupled units by adding the entries for "White" and "Other'
in respective columns. ' '

111, Obtain the entries for the first line in all columns
by adding the figures in lines 2, 5 and 14 in respective columns.
This will complete the entries for Table 2.

Table 1. Distribution by Occupancy, Race and Adequacy of All
Dwelling Units Classified by Tenure and Monfthly Contract Rent

112, This table is a recapitulation of data in Section
T-1 of all the Block Tally Sheets. The entries for all but
the last line are obtained by adding the figures in the
respective cells on all Block Tally Sheets. After the entries
are made 1n all the columns in Table 1, compute the median
rent 1in cach column from the entries.

Table é. Distribution by Monthly Gross Rent of Tenant Families
Living in Substandard Dwelling Units Occupled by a Single
Family Classified Dy Race, Rellef otatus and Size of Family

113, The information for this table will be transcribed
from the entries in Table 5. Begin by filling in the word
"White" next to "Race" in the heading. Obtain the entries for
each line from the centries in the Total Column for the corres-
pronding family size and race group in Table 5.

114, Complete the entries for "White" families by adding
the entries in each column to obtain the figures for the
Total Line in Sections A and B.

115, Follow the instructions in the two previous steps
for obtaining the entries for "Other" families for Table 6.
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Table 7. Distribution by Annual Income of Tenant Families
Living in Substandard Dwelling Units Occupied by a Single
Family Classiiied by Race, Helicef Stafus and Size of Family

116, Information for this table will likewise be transcribed
from Table 5. Fill in the word "White" next to "Race" in the
heading. Obtain the entries for each line in Scctions A and B
from the centries in the Total Lines in Sections A and B for
the corresponding family size and race group in Table 5.

117. Complete the entries for "White" families by adding
the entries in each column to obtain the figures for the Total
Line in Sections A and B,

118, Follow the instructions in the two previous steps
for obtaining the centries for the section on "Other" familics
in Table 7.

Table 15, Distribution by Annual Wages of Tenant Families
Living in Substandard Dwclling Units Occupied by a Singlc
Family Classified by Race, Monthly Gras Rcnt and Annual Income

119. There will be ten gross rent sections of this table
for each racial group tabulated. These are comprised of a
"Total" Section, and nine rent sections, as follows:

Under $5.00
$ 5.00 - 9.99
10.00 -14.99
15.00 -19.99
20.00 -24.99
25.00 -29.99
0.00 -39.,99
0.00 & over
Not Reported

Using onc copy of Table 15 for each of the above section
designations, fill in the above classifications next to
"Monthly Gross Rent" in the heading on ten forms of Table 15.
F111 in "White" next to "Race" on cach of thesc ten forms.

120. Remove the original schedules for White tenant
groups from the files, wherc they were placed in step 102.
Sort the schedules for family and nonfamily groups, using the
code entered above the word "Relationship" in Column 2 of
Section A. Retain the schedules for family groups and return
the nonfamily schedules, labelled "Nonfamily Groups - White
Tenant - Original Schedules," to the files.

121. Using the "A" or "B" code appcaring to the left of

the word "Name" in Column 1 of Bection A, sort the schedules
for families into two groups for number of families in the
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dwelling unit, Set the schedules with the "B" code aside
for the time being. Only the schedules with the "A" code,
representing familles living in dwelling units occupied by a
single group will be used for this table.

122. Using the code entered next to Item 6 in the code
box sort the schedules into thrce groups. Set the schedules
with an entry of "3V for Item 6 aside for the time being.

123, The schedules with an entry of "1" represcnt families
with less than $50 income in addition to wages; schedules with
an entry of " 2" represent familles with income of $50 or more
In addition to wages. Count the number of schedules in each
set and meke the appropriate entries in the "Total" table.

Set the schedules with an entry of "2" aside for the time being.

12k, Using the unadjusted gross rent as shown by the entry
for Iten 2a in the code box, sort the schedules with the entry
of "1" for Item 6 into ninc groups for gross rent (eight rent
groups and an NR g roup) as indicated in step 119. Count the
number of schedules in each group and post the entrics in the
appropriate tables. These entries should add up to the sum
posted for this group of families in step 123,

125, Using the annual wagces as shown by the entry for Item
5 in the code box, sort each of the nine scets on gross rcent into
eighteen sets on annual wages as indicated in Table 15, Count
the number of schedules in cach set and make the appropriate
entries 1n the tables., After these entries are checked re-
assemble all the schedules used in this and the nreceding step
into one group. ©Set these schedules aside for the time being.

126. In this and the following steps the schedules set
aside in step 123 are to be used. These schedules represcnt
familice with incomes of $50 or more in addition to wages.

Using the unadjusted gross rent as shown by the entry for
Item 2a in the code box, sort these schedules into nine groups
for gross rent (eight rent groups and an NR group) as indicated
in step 119. Count the number of schedules in each group and
post the entries in the appropriate tables. Thesc entries
should add up to the sum posted for this group of familles
in step 123.

127. To obtain the remaining cntries work with one gross

rent group at a time. In each gross rent group the instructions
in this and the following step should be followed.
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Using the lncome as shown by the entry for Item 1 in the
code box, sort the schedules into eighteen income groups, as
indicated in Table 15. Count the number of schedules in cach
set and make the appropriate entries in the Total Column.

128, Using the wages as shown by the entry for Item 5 in
the code Dbox, sort cach of the cighteen sets on income into
elghteen sets on wages as indicated in Table 15, Count the
numper of schedules in each sct and post the appropriate entrics
in the table. After the entries arc checked the schedules
should be reassembled in one group.

129. As succeeding table sectlons for the diffcrent gross
rent groups are tabulated asscmble the schedules in one group
and combine them with those used for preceding gross rent
sectionsg,

When the last gross rent section is completed the schedules
representing families with incomes of $50 or more in addition
to wages should be assembled in one group. Combine these
schedules with those that were set aside in stecns 121, 122 and
125. Label these schedulcs "White Tenant Families - Original
Schedules" and return them to the files,

130. Complete the tabulations for White families in each
of the gross rent sections by obtaining the entries for Line 1.
These are computed by adding the figures on Lines 2 and 3% in
the respective columns., Obtain the entries for the "Total"
Section by adding the figures in resmetive cells in the nine
sectlions for gross rent.

131, Fill in the word "Other" ncxt to "RKace" on ten forns
of Table 15, Fill in thec classifications next to "Monthly
Groc s Rent" that are indicated in step 119. Renove the original
schedules for Other tcnant groups from the filc, where they
were placed in step 100,

132, Sort these schedules for faemily and nonfanily groups,
using the code entered above the word "Relationship" in Column
2 of Section A, Retain the schedules for family groups and
return the nonfamily schedules to the files, labelled "Nonfamily
Groups - Other Tenant - Origzinal Schedules."

133, Use the instructions in steps 121-1%0 for obtoaining
the entries for Other tenant families., When the tabulation
for these families is finished, the schedulcs used should be
labelled "Other Tenant Families - Original Schedules" and
returned to the files,
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The tabulations are now complete. If the above tabulating
procedures have been followed closely all schedules used for
tabulation should be filed in the following classifications,
The step number indicates at what step the particular classi-
fication was filed.

Step Classification

89 White Tenant Groups - Supplementary Schedules

94 Other Tenant Groups - Suprlementary Schedules
103 UWhite Owner Groups - Pupplencntary Schedules
107 White Owner Groups - Original Schedules
108 Other Qwner Groups - Supplementary Schedules
109 Other Owner Groups - Original Schedules
120 Nonfamily Groups - White Tenant - Original Schedules
129 White Tenant Families - Original Schedules
132 Nonfamily Grouprs - Other Tenant - Original Schedulcs
1372  Other Tenant Familles - Original Schedules

The schedules should now be returned to the Control Section,
where they should be filed according to the above classifications,
Likewise, the workshcets used during the tabulation and the
Block Control Sheets (filed in step 10) should be sent to the
Control Section and there filed.
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s 8et of naps will be prepared Ior the nurposs
of presentin: gronhically various iuportant aspects
of substandard housing in the cit:y «n? Iin anv suburban
areas which raw have been survered, Those maps will
:make it possible to link housing and related conditions
with the individual blocks in the areas survered, It
would be desirable to issue the maps, of wiich there
will be nine, in a separate report,.

The nuibers and titles of the »aps cre as follows:

Faster Control iian.

Substandard Mwelling Units.

Race of Household,

Dwelling Units Unfit for Use.

« Dwelling Units Neceding Major Repairs
and Lacking Private Flush Toilet
and Bath,

Average Rentals Ior Substandard
Dwelling Units,

U W o=
L) [ ]

O~
.
¢

7. nsverage Incomes of “White PFanilies in
Substandard welling Units.

8. Averupe Incomes of Other Pamilies in
Substandard Dwelling Units,.

9. Residences of Principal Providers in

s
Tenant Families “forking in Desig-
nated Areas.

Maps 1 and 9 will be double-linc naps, i.e., the
streets will be shown in a double line, while the
rexnainder vill be single-line naps. Maps 2, 3, 6, 7
and 8 will show the data by cross~hateliing, while
spotting will be used for Mups L, 5 and 9,

All lettering in the nap titles and legends should
be in plain block form. Below the title, which will
appear in large lettering, therc should be in smaller
lettering the following information:

Name of City and State
Survesr of Low-Rent Housing Needs (llonth and Vear)
WPA Project No.

axaiples of lettering anl format are given on the last
nage in this Section.
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If any suburban arcas outside the city have been
included in the survey the ton line in the ebove mroup
of threce should denote that fact by wording such &as
he followings:s (City and State) and Suburb of .
The rmonth and year entercd in the wid?le line should
represent the nidpoint o the field work on thie Survey.

The size of the maps, in final form, should be
16" x 20", The original naps, however, should measure
22" x L,o", or twice the dinension of the final nap.
The larger original is necessury because of the nany
difficulties of a technical nature that arise in
working with a map measuring only 16" x 20",

Only one base map will be used for all nine maps
if the city (including any suburban areas surveyed)
is snall enough to be mapped on a Hage ileasuring
z22" x LLO", at a scale of not less vhan 600 fect to
the inch, If the city is too large for these condi-
tions to be fulrfilled, HMaps 1 and 9 will be folded in
the final mapping report and Maps 2-8 divided in
separate sections, The following discussilon of pro-
cedurc relates strictly to cities falling in the form-
er category, although with certain niinor variactions
it will be adaptable to cities in the latter category.

The first step 1s the drafting of « double-line
base nap on tracing cloth which neasures 232" x [jo".
Hssentially, this base nap will show blocks and street
naries, The streel names should appear in the streets,
not inside the block outlines,

l/ This base rap cannot be nrepared until the enunera-
tion has been completed and all the necessary changes
fror the original naps have been made., Thus, only
those streets or alleyvs will be presented on the map
which served as block boundaries in the survey.
Streets not found in existence should not appear on
the mnanp.
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In addition to the blocks and strecet names, there
should be included on the base naps such items as
rivers and bridges, and railroads, The identification
symbols for these are as follows:

River and o

B R N

Railroad ﬁw—m

/

Space should be left on the map for the legend,

but the legend itself will not be written in.
,

After the base map has been prepared it should
be reproduced so that black and white or brown and
white prints can be obtained. These nrints should be
on paper that will not draw up when India ink is
applicd to it. The maps for which these prints will
be used and the number of nrints needed are as follows:

(1) Master Control HMap: Onc print

(2) Map 9: The number of prints needed will

correspond to the nuaber of employment
areas plus onec.
(3) Base for single-line naps: One print

Retouch all of the prints made fron the base mape.
Any lines which are faded, gray, or indistinct nust be
retouched, Letters in street names must be retouched
too, wherce necessary, but this need be done only on
prints used for (1) and (2) above. Clear, sharp lines
on these prints are an essential. The prints intended
for the Master Control MHap ond Map 9 are now ready for
NS,

Haps 2-8 are single-linc maps. The base for
hese naps will be prepared from the double-line print
as follows: Lay a tracing cloth over the double-line
print. Nakec a tracing by drawing in each street line
in the center of the area taken up by the street on
the double-line »rint. Thus, the street will be showm
as a single line on the tracing. The street lines
and other map features will be drawn in black India
ink, After the street lines are drawn, letter in the
strect namcse.
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The single-lince print so prepared will constitute
the base rniap for ilaps 2-8. When it is completed it
should be reproduced to obtain the seven prints neces-
sary for Maps 2-8,

A1l prints that will be needed for liaps 1-9 are
now preparcd., After the maps have been comnpleted they
will be reproduced by either a plhiotogrophic or rmulti-
lithing process,

The procedure just described can be used in pre-
paring iaps for nost cities, If the city is too large
to be mapped on a sheet measuring 32" x [J0" at a scale
of not less than 600 fect to the inch, Maps 1 and 9
willl be folded in the final napping report and Maps
2-8 presented in separate sections. A scale of not
less than 600 fect to the inch should also he nain-
tained in the napping of larger cities.

In the preparation of Maps 2=9 a statisgtical clerk
should work with the draftsmian. The clerk will conipute
the percentage or the nuwiber of dots for cach block and
pencil in lightly the appropriatec number on cach block,
In this manner, the draftsman will be puided directly
by the statistical clerk'!s entrics,

Stack screens, which are transparent cross-hatched
paper with wax on one side, will be used for Maps 2, 3,
6, 7 end 8, The stack screen is applied sinply by
placing it over the area to be covered and pressing
firmly until the paraflfin base sticks to the map surf-
ace., Before it is applied, nowever, all dust, dirt,
red guwi or pencil markings should be teken off, for
they show on the print unless reuoved,

After the stack screcn has been applied use a
knife or razor to cut it at the boundaries of the
area. Block borders will show up :ore clearly 1f the
screen is cut slightly sua ller than the boundaries of
the block., Stack screens should not he overlanped in
the serle block for disaligmrents of that kind reproduce
easily.
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The swvibol of solid black is epplied by pen or
brush with India ink., When Indla ink is put on a
block, leave a snall white shace botween the block
and the block boundaries,

Since stack screens are easily detached extrene
care rmust be used in the handling of = nep after they
have been apnlied, Reproduce the raps when completed
and checked,

The type of stack screen used for the exanples
at the end of this Section may be procured from the
Para=-Tone Company, Incorporated, 4:0 South Dearborn
Street, Chicago, Illinois. The catalogue nwiber of
Para~Tone Company's Zipatone stack screens is given
in the directions for the naps in wirich stack screens
will be used, The use surface of a sheet of stack
screen is 8" x 12",

The designation of certain types of land use
rust be made on all prints which have been prepared
for Maps 1-9, Parks, public property and public
housing projects should be identified wherever they
occur in the city. They will be indicated by rneans
of stack screens, The screen for parlzs should be
placed over areas used for recreational or any other
park purpose. The screen denoting public property
should be placed over areas occupied by a structure
and owned by a governnental agency. The screen show-
ing public housing projects should be placed over
areas occupled by USHA-aided projects or PWA Housing
Division projects. The nuwibers of the stack screens
to be used for these types of land use are as follows:

Parks:s  #6%
Public Propertys: #26
Public Housing Projects: #562

The patterns of these stack screens will be found in
the exarples,

411 larger non~rcsidential pronerties, such as
railroad properties, public schools, hospitals and
industrial properties, should be indicated on the map
if located within the areas covered. Their approxin-
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ate shape should be shown and they should be drawn in
proportion to the scale used on the map.  If large
enough, the nane of the institution or concern should
be lettered in on the map.

The instructions for individual maps now follow.

Map l. Master Control Map

The purposc of this map is to show clearly the
framework of the survey.

411 lines and lettering entered on the map sheuld
be in black India ink, This applies to the reraining
mnaps as well as to this one.

Draw in the boundary lines of the areas surveyed.
Within each of the areas tiie enwieration districts and
block numbers will be indicated. Heavy lines should
be drawn in to indicate the boundaries of enuneration
districts, Block nwibers should be entered in small
block rrint in the center of each block. A larger
nunber should be printed in approximately the center
of each enuneration district indicating the enunera-
tion district nunber,

Map 2. Substandard Dwelling Units

The source of infori:ation for this and the follow-
ing maps through Map 8 will bhe found in the Block Data
Table in the colurmns for the appropriate blocks, There-
fore, Maps 2-8 cannot be prepared until after the Block
Data Table is corpleted, However, since the Block Data
Table is prepared at an early stuge of the tabulating
operations rmch of the mapping and tabulating nav be
conducted simultaneously if desired,

This map indicates the percentage of substandard
dwelling units in each block. The percentape is con-
puted b dividing the fisure in Line A=3 bhv the figure
in Line A=l on the Block Data Table,
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The class intervals to bhe used and the number of
the stack screen for each interval are as follows:

Percent of All Dwelling Stack Screen
Units Substandard Nuriber
0% 33
19 - 195% 7
20% - 29% 2
?O/O = 9%
- 49% 29
50/ ~ 59% 25R
- 69? 27R
O/o - 90 89R
g - 59% 82R
% =100% Black

he legend for this map is indicated in the exauple
at the end of this Section. All legends shown on this
exhibit page will include parks, public property and
public hou31nr nrojects. It should be understood, how-
ever, that in the individual city these itemns Vlll be
included in the legend only if included in the nap.

Map 3. Race of Household

This map indicates the percentage of all occupied
dwelling units occupied b[ a racilal group other than
wwlte._/ The percentage is computed by dividing the
fisure for Line D=2 by the total of the entries for
Lines D-1 and D-Z2.

l/ If nore than two racial groups have been tabulated
in the survey there should be a separate map for
each non=white group.
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The class intervals to he used and the nwiber of
the stack screcen for each interval are as follows:

Percent of All Occupied

Dwelling Units Occupied Stack Screen
By Race Other Than White Nuriber
0% 53
1% - L7 19
5% - 1L% 2
15% - 247 97
25% - EA% 29
35% - 119% 27R
50% - L% 82r
5% =100% Black

Map lj, Dwelling Units Unfit for Use
This nap indicates by means of dots the nuwber
of dwelling units in each block that are unfit for
use, The count is tecken frorn Line C-1 on tiie Block
Data Table., The nap will show one cot for each dwel-
ling unit unfit for use,

Map S5e Dwelling Units Needing Major Repalrs and
Tacking Private IFlush Toilet and Bath

This nap indicates by means of dots the number
of dwelling units in each block that need major repairs
and lack both private flush toilet and bath., The count
is taken from Line C-2a on the Block Data Table,

lap b, A4verage Rental for Substandard Dwelling Units

This rniap shows the average rmonthly contract rent
for substandard dwelling units. This figurce is on
Line E-2 of the Block Data Table,

The class intervals to he used and the nurber of
the stack screcn for each interval are as follows:
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Stack Screen

Rent Group Number
Less than $5,00 Z9
$ 5.00 = 9499 2
10,00 - 14.99 97
15,00 = 19,99 29
20,00 - 211.99 27TR
25,00 ~ 29.99 29R
0,00 = 39,99 82Rr
0,00 and over Black

Map 7. Averapge Incone of Vhite Tanant Fanilies
in Substandard Dwelling Units

This nap shows the average annuel income for White
tenant fanilies living in substandard dwelling units,
This figure will be taken from Line F-l on the Block
Data Table,

The class intervals to be used and the number of
the stack screen for each interval are as follows:

Stack Screen

Income Group Number
Less than $200 79
$ 200 = 399 62
00 - 599 97
00 - 799 29
800 - 999 25R
1000 - 1199 27TR
1200 - 1399 29R
1400 =~ 1599 83R
1600 and over Black

Average Incorie of Tenant Familles Other
Than White in Substandard Dwellings

Map 8.

This map shows the average annual income Ior tenant
fariilies other than White 1/ living in substamdard dwell-

1/ If the nonwhite category has been divided into
separate racial groups in the tabulation there should
be a separate map for cach racial group,
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ins units, The figure will be taken from Line F=2 on
the Block Data Table., The class intervals and nuabers
for the stack screens will be the sarne as those used
for the preceding mnap.

Map 9. Residences of Principal Providers
in Tenant Families Working in Designated
Eaployuent Areas

This nap will show for the principal providers
in tenant fanmilies the geographical relationship
between where they live and where they work. The pgen-
eral scheme of precenting the data will be first to
select one or more concentrated einploynent areas in
the city, each of which will be shown on a separate
nap, and second, to show by rgans of dots on each
nap the residences of persons working in the employ-
rient area shown on that particular map. If a city
has only one such emplorment area only one rap will
be necessary, but if there are several emplojnient
areas one nap should be prepared for each area,

Inforrniation for this map will be teken from the
original schedules for White and Other tenant families,
Hence, this rniap cannot be started until the schedules
used for the tabulating work have been returned to the
Control Section. I'or this map, then, renove fron the
Control Section the two rroups of schedules labelled
as follows: (1) "White Tenant Fanilies-Orisinal
Schedules, " (2) "Other Tenant Families-Original
Schedules," A charge slip should be riade out for
these schedules,

Work with the schedules for White fanilies only
for the tine being. Using the check mark in Item 1
of Section D, sort these schedules into two sets, one
set for those checked "Yes" and the other for those
checked "No." Set the schedules in the latter group
aside for the tine being, labelling thernn "yhite
Tenant Schedules: Not Used for Emplojment Map,"
Work only with the Schedules showing a check nark
next to "Yes,"
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Using the place of employment as shown in Item L
of Section D, spdt in the places of employment on one
of the prints of the double-line base map. There
will be one dot for each of the schedules with a check
mark next to "Yes" in Item 1 of Section D. After all
employment locations for White tenants have thus been
spotted set the schedules used aside, labelling them
"White Tenant Schedules: Used for Employment MNap."

Now take the schedules for Other tenant families
and follow the procedures suggested in the last two
paragraphs for sorting the schedules and spotting the
employment location. Use the same map for spotting
the employment locations of both racial groups. After
the employment locations for Other tenants have thus
been spotted, label the schedules used "Other Tenant
Schedules: TUsed for Employment iMap."

The map on vihich employment locations have been
spotted is in the nature of a "worksheet map," used
for the purpose of finding out where the principal
providers of tecnant families in substandard dwellings
work. The employment areas will be represented by
clusters of dots, which show a concentration of
workers in the given area, In some cities there will
be only one pronounced cluster, indicating only one
employment area, In other cities there will be two
or more of such clusters,

Draw a heavy line around each employment areca,
Assign numbers to the areas if there are more than
one., At the point where streets in the area cross
the boundary of the area write in on the map the
streect number that falls at the point of intersectione.
The numbers entered at the points of intersection of
the strect and area boundary indicate the range of
numbers of each street within the designated area,
The street numbers are necessary to facilitate the
coding of the schedules for employment area, which is
the next stepe

The schedules labelled "White Tenant Schedules:
Used for Employment Map" will now be coded for employ-
ment area. Using the address gilven in Item lp of
Section D, enter in red the number of the principal
brovider's employment arca, placing the entry to the
right of the address given.
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After the codes have been entered and checked, the
schedules must be sorted for employment area, In this
sort, there will be as many sets as there are cmploy-
ment areas plus an additional set for those workers not
employed in the areas choseéen.

The schedules are now arranged for mappling. The
first step in mapping is to shade in lightly each employ-
ment area on a different map. Then take the schedules
and spot in (in black dots) the residencesof principal
providers on the maps for their respective employment
areas, This spotting is guided by the Block Number glven
in the heading of the schedule, The location of the
block will be found by referring to the Master Control
Map, which indicates the location of blocks by number in
the areas surveyed, Then simply enter the dot in the
corresponding block in the employment area map.

After the map for each area has besn prepared
reassemble 211 the original schedules for White tenant
femilies, including thosec¢ set aside for providers not
reporting regularly to the same placc of work., Re-
label these schedules "White Tenant Families - Original
Schedules,” and hold them for the time being.

Follow the same procedure to code the schedules for
Other families and map the information. Addresses of
principal providers of both White and Other families
will be spobted on the same maps. A distinction between
the two will be made by using an open dot for providers
in Other families., Since an open dot of the same size
as a black dot appears larger to the eye, it may be
advisable to comE7nsate by decreasing slightly the size
of the open dot.t

After the information for Other families has been
mapped, reassemble all the original schedules for Other
tenant families, including those set aside for providers
not reporting regularly to the same place of work.
Relabel these schedules "Other Tenant Families - Original
Schedules." Return both groups of schedules, White and
Other, to the Control Section.

This completes the instructions for mepping pro-
cedures.,

l/ If a third racial group is included on the same maps
a small cross or triangle can be used to differentiate
it from the other two groups.
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MAP 2
SUBSTANDARD DWELLING UNITS

_ (NAME OF CITY AND STATE)
SURVEY OF LOW-RENT HOUSING NEEDS(Mo.8Yr)
WPA PROJECT NUMBER ccce ..

PERCENT OF ALL

DWELLING UNITS SUBSTANDARD SYMBOL
0%
L% — 9 %
10% — 19% Fiaaaassi
20% —— 29%
30% — 39%
40% — 49% S
50% — 59% ERRERR
60% — 79% ", "L
80% — 100% ]
PARKS
PUBLIC PROPERTY

PUBLIC HOUSING PROJECT [N

NOTE.
This percentage was delermined by
dividing the number of substandard dwelling

units by the total number of dwelling units.

MAP 3
RACE OF HOUSEHOLD

(NAME OF CITY AND STATE)
SURVEY OF LOW-RENT HOUSING NEEDS {Mo.8 Yr)

WPA PROJECT NUMBERo— ..

PERCENT OF ALL OCCUPIED
DWELLING UNITS OCCUPIED

BY RACE OTHER THAN WHITE SYMBOL

0%

1% — 4%
5% —— 1 4% fisaanasail
I5% —— 24%
25% — 34%
35% —— 49% - Sy
50% —— T74% .
75% — 100% ]
PARKS e

PUBLIC PROPERTY
PUBLIG HOUSING PROVECT

NOTE:

This percenlage was obtained by dividing the
number of dwelling units occupled by a non-white race
by the total number of occupied dwelling units.

The other than white classification includes all
races other than white.

: l PARKS

MAP € ,
AVERAGE RENTAL FOR
SUBSTANDARD DWELLING UNITS

(NAME OF CITY AND STATE)
SURVEY OF LOW- RENT HOUSING NEEDS(Mo.8Yr)
WPA PROJECT NUMBER..._...__.__

RENT GROUP SYMBOL -
LESS THAN $5.00
$500 — 999 [iasaasasil
10,00 —— 1499 7777
1500 — 19.99
20.00 ~— 24.99
2500 — 29.99 SR
30.00 —— 39.99 -]

; 40.00 AND OVER | ]

PUBLIC PROPERTY
PUBLIC HOUSING PROJECT
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MAP 7
AVERAGE INCOME
OF WHITE TENANT FAMILIES
IN SUBSTANDARD DWELLING UNITS

(NAME OF CITY AND STATE)
SURVEY OF LOW- RENT HOUSING NEEDS(Mo. 8 Yr)
WPA PROJECT NUMBER . .___ '

INCOME GROUP SYMBOL

LESS THAN $ 200
$200 — 399 [
400 —— 599 asasases
600 — 799
800 —— 999
1,000 — 1,199
L200 — 1,399 RN
1,400 —— 1,599 -]
1,600 AND OVER | ]
PARKS

PUBLIC PROPERTY
PUBLIC HOUSING PROJECTS
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APPENDIX

A. Sample Tabulations to be Prepared by the Survey
B. Sample Forms Needed in Conducting the Survey

C. Schedule of Deductions Where Furniture 1is
Included in the Rent



A, Sample Tabulations te be Prepared by the Survey
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Blook No. Block Tally Sheet Name of City and State
E.D. No. Survey of Low-Rent Housing Needs (Month and Year)
WPA Project No._____ =
T-1. Distribution by Occupancy, Race and Adequaoy of All Dwelling Units Visited, :
Classified by Tenure and Monthly Contract Rent
T Total Occupled
enure Dwelling White . Other
. ‘:ﬁl Units All - Oocupsnts Oocupents Vacant
onthly Sub- Sub- Sub- Sub- Sub- T-3. Distribution by Number of Units
Contract Total St:“" stand-| Total|Stand=| gyang. | Stand-f g pg_ |Stand= | 4ong- |Total St:d' stand- of Occupled Substendard
Rent a ard erd | apq | 87d | gpq [ ard ard a ard Dwelling Units Classified
by Substandard Condition
Total Units
Number
Owner-Occupied Classification Units
Units, Total xxx | xxx XXX
Rental Units, Totel Units
Total l, Unfit for use
Less than 35
2, Needs major repairss
$ 5.00 - 9,99 lacks toilet and bath
- '3, Needs major repairs; has
10.00 - 24,99 toilet but no bath
15.00 - 19.99 L. Needs major repairs; has
bat
20.00 - 2.9 toilet and bath
5. Needs no major repairs;
25.00 - 29,99 lacks toilet and bath
30.00 - 39.99 6+ Needs no major repairs;
has toilet but no bath
140.00 and over 7+ Substandard for other
Average Contract reasons
Rent xx | xxx xxx XXX XXX xxx xxx xxx | xxx xxx
T-2. Distribution by Race of Tenmant Families Living in Substandard Dwelling Units Classified by Amual Income
Amual Inoome
Raoe Total | Under| $200- | $L,00-] $600- | $800- | $1000- | $1200- | $1600- | $2000 &| Kot Re- Avergge
$200 | 399 | 599 | 799 | 999 | 1199 | 1599 | 1999 | Over | ported | Income
Total Families
White
120698 Othor




Table 1

Distribution by Occupancy, Race end Adequacy of All Dwelling Units Classified
by Tenure and Monthly Contract Rent

Total Occupied
Te::ze Dwelling White Other - Vacant
Monthly Units All Ocoupants Occupants
Contract Sub- Sub- Sub- Sub- Sub~
Rent Total |Stand-|gtang- | Total |St8Rd- | giang. [ Stand=| geona. Stagd- stand- | Total St:gd- stand=
erd | grd ard ard ard ard ar ard & ard
Total Units
Owner-Occupied
Units, Total X% XXX o

Rental Units,
Total

Under $5.00

$ 5.00 - 9,99
10,00 - 14,99
15,00 = 19,99
20,00 = 2,99
25.00 - 29.99
30600 = 39499
LO.00 or more

Median Rent

120698

Neme of City and State
Survey of Low-Rent Housing Needs (Month end Year)
WPA Project No.




[

Ts

2

Classified by Tenure, Race and Monthly Contract Rent

Distribution by Condition of All Occupled Substandard Dwelling Units

Tenure, Race
and
Monthly Contract
Rent

standard

Dwelling
Units

Total Sub~-

Unfit or Needin

g Major Repairs

. Not Needing Major Repairs

Number
No
Need Toilet
Totel | Unfit | Major N° B;ti
Repairs °

With
Toilet,
No Bath

With
Toilet,
with Bath

Total

No
Toilet,
No Bath

With
Toilet,
No Bath

With
Toilet,
with Bathl/]

Total Substandard
Dwelling Units

Owner-Occupied
Total
White
Other

Tenant-Occupied
White: Total

Under $5.00
$ 5.(MJ - ‘9.€?9
10.00 - 14.99
15.00 -~ 19,99
20.00 - 24.%
25.00 - 29,99
30000 - 39.99

40,00 and over

Other: Total
Under $5.00
$ 5.00 = 9.99
10.00 = 14.99
15.00 - 19.99
20.00 = 2499
25.00 = 29,99
30.00 - 39.99
40.00 and over

l/This column includes units which need neither major repairs nor sanitary facilities, but which are substand-

ard because they are overcrowded and/or lack adequate heating facilities.

120698

Name of City and State
Survey of Low-Rent Housing Needs (Month and Year)

WPA Project Number




Table 3

Uistribution by Racial Occupancy and Tenure of Substandard Dwelling Units and Occupant Groups,
Classified by Number and Type of Group in Dwelling Unit

Number and Type of

Group in All Races White Other
Dwelling Unit Total Tenant Owner | Tenant Owner Tenant | Owner

A. Occupied Substandard Dwelling Units

Total Dwelling Units

Dwelling Units Occupied by
One Family

Dwelling Units Occupied by
Two or More Families

Dwelling Units Occupied by
Nonfamily Groups

B. Family and Nonfamily Groups

Total Groups

One Family per Dwelling
Unit

Two or More Families per
Dwelling Unit

Nonfamily Groups

Name of City and State
Survey of Low-Rent Housing Needs (Month and Year)
120698 WPA Project Number




Table L

Distribution by Monthly Contract Rent end Gross Rent of Tenant=oocupied Substandard
Dwelling Units Classified by Rece and Size of Household

Total House=-

holds

1 person
2 persons

8 persons

9 persons
or more

ross Rent

Race
Monthly Rent
£ R
Hixi;::hgld Totel | Under | 52,50~ | $5.00~ 4517+50= | $20,00- | $25,00~ | $30,00- | $40.00= | Not
:'P2050 L'-‘99 7‘)-|-9 e o O 19099 2)-'-.99 29'99 59‘99 & over Reported
A. Contract Rent
Total House=
holds XX
1 person XXX
2 persons XXX
= xxx
- xxx
8 persons iy
9 persons
or more xxXx
B,

120698

Neame of City and State
Survey of Low-Rent Housing Needs (Month and Year)

WPA Project No,




Table 5

Status and Monthly Gross Rent

Fgmily Size, Relief
i}“‘}' ’

Noe of Persons in Femily

Distribution by Annual Income of Tenant Femilies Living in Substandard Dwelling Units
Occupied by a Single Family Classified by kace,

Monthly Gross

Rent

Total

Annual Income
Under $1300- 81500~ 31600= $1800= $2000 Not
$100 e o o 1399 1599 1799 1999 & over | Reported

Total
Under §2.50
$ 2,50 = L4499
17050 - 19099
20.00 = 21;,99
25000 - 29099

30.00 - 39 .%

140,00 and over

Not Reported

As Relief and Nonrelief Families

Total

(Seame Rent Classes)

Be Nonrelief Families

l/ Gross rent of dwelling units with lodgers adjusted by subtracting the rent paid by lodgers.

120698

Neme of City end State
Survey of Low-Rent Housing Needs (lMonth and Year)

~ WPA Project No,




Table 6

Relief Status and Size of Femily

Race

Distribution by Monthly Gross Rentl/;f Tenant Families Living in Substandard
Dwelling Units Ococupied by a Single Family Classified by Race,

Size
of
Family

Total

Monthly Gross Rent

Under
$2.50

$2450=
Le99

$17.50-
19.99

$20.00-
21499

$25.00-
2999

$30,00=-
3999

340,00

& over

Not
Reported

Total

2 persons
3 persons

8 persons
9 persons
or more

A, Relief and Nonrelief Families

Total

2 persons
3 persons

8 persons
9 persons
or more

B.

Nonrelief Families

.L/ Gross rent of dwelling ﬁnits with lodgers adjusted by subtracting the rent paid by lodgers.

120698

Neme of City and State

Survey of Low-Rent Housing Needs (Month and Year)

WPA Project No.



Table 7

Dwelling Units Occupied by a Single Family Classified
by Race, Relief Status and Size of Family

Distribution by Annual Income of Tenant Families Living in Substandard

Size
of
Family

Total

Under
£100

2100~
199

$1300-
1399

$1400~
1599

Annual Income

$1600-
1799

$1800~
1999

$2000 &
Over

Not Re-
ported

Total

2 persons
3 persons

8 persons
9 persons
or more

. Relief and Nonrelief Families

Total

2 persons
3 persons

8 persons
9 persons
or more

B.

Nonrelie

f Families

120698

Name of City and State
Survey of Low-Rent Housing Needs (Month and Year)

WPA Project No.




Table

8

Distribution by Percentage of Gross Rentb/ to Income of Tenant Families Living in

Substandard Dwelling Units Occupied by a Single Family Classified

by Race and Annual Income

Race

Annual
Income

Total

Percentage of Gross Rent to Income

Under
10

10-
1.9

15-
19.9

20=-
2449

25-
2949

30=-

35~

3449 | 3949

10—
L9

5=
L9.9

50=
59.9

& over

Not
Reported

Median
Percent

Total Families

Under $100

$ 100 = 199
1300
1400 - 1599
1600 - 1799
1800 - 1999
2000 and over
Not Reported

3

.ﬁ/ Gross rent of dwelling units with lodgers adjusted by subtracting the rent paid by lodgerse

120698

Neme of City and State
Survey of Low=-Rent Housing Needs (Month and Year)
WPA Project No.




Table 9

Distribution by Annual Income of Tenant Families Living in Substandard
Dwelling Units Occupied by Iwo or lMore Families Classified by
Race and Size of Family

Race
Annual Income
Size of Family| Total |Under | $100- v $1300- | $1400~| $1600-| $1800={ $2000 | Not Fe-
' $100 | 199 1399 | 1599 | 1799 | 1999 | & Over | ported

Total Families

2 persons
3 persons

& persons

9 persons
or more

Name of City and State
Survey of Low-Rent Housing Needs (Ionth and Year)
WPA Project No.

120698




Table 10

Distribution by Annual Income of All Families Living in Owner-occupied
Substandard Dwelling Units Classified by Race and Size of Family

Race
____Annual Income _
Size of Family |Total | Under | $100- $1300- | $1400- | $1600-~1 $1.800~ | $2000 | Not Re-
' $00 | 199 [ " ° "} 1399 | 1599 | 1799 | 1999 | & Over | ported
Total Families
2 persons
3 persons
8 pérsona
9 persons
or more

Name of City and State
Survey of Low-Rent Housing Needs (Month and Year)
120698 WPA Project No.




Table 1l

Distribution by Annual Income of All Nonfamily Groups Living in Substandard
Dwelling Units Classified by Race, Size of Group and Tenure

Race

Annual Income

Size of Group

and Tenure

Total

Under
$100

$100-
199

§1300-
1399

#1400
1599

$1600-
AT99

$1800~
1999

$2000
& over

Not
Reported

Total Nonfamily
Groups

1 person
2 persons

8 persons
9 persons or
more

Total Owner
Groups

Totael Tenant
Groups

Neme of City and State
Survey of Low-Rent Housing Needs (Month and Year)
WPA Project No,

120698



Table 12

Average Monthly Cost of Utilities Used for Specific Purposes by Tenant
Families Living in Substandard Dwelling Units Occupied by a

Single Family, Classified by Race

Race

Type of Utility
end Use

Number
of
Reports

Average
Monthly
Cost

l.

2.

LB

Lie

Se

Electricity
as Lighting Only
be Lighting and Other Uses

Gas
a+ Cooking Only
be Cooking and Heating Water
ce Cooking, Heating Water
and Other Uses

Coal, Coke or Vood
a. Heating Only
be Heating and Other Uses

Kerosene, Gasoline, or 0il
ae Cooking Only
be Cooking and Heating Water
ce Cooking, Heating Water
and Other Uses

Water

120698

Neme of City and State
Survey of low-Rent Housing Needs (Month and Year)

WPA Project No.
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Table 13

Average Monthly Cost of Utilities Used by Tenant Families Living in Substandard Dwellihg
Units Occupied by & Single Family, Classified by Race and Annual Incoms

Race

All Utilities

o Families Reporting
Fa.mlli;: Ili.ezorting One or More Electricity
No Utilities Utilities Included

Notes

Annual Included in Rent in Homt Similer columns for the
Income - following:s (1) Gas,
verage Average | Average | (2) Coal, coke, wood,
R-I:ln:?—:;g Monthly REL?:I‘ Monthly RNum::i Monthly |(3) Kerosene, gasoline,
P Cost POTEing | (ogt OPorving | (ost 0il, (L) weter

Totel Families

Undor $100
$ 100 ~ 199

1300 - 1399
1400 - 1599
1600 = 1799
1800 - 1999
2000 and over
Not Reported

Neme of City and State
Survey of Low-Rent Housing Needs (Month and Year)

WPA Project No, ‘
120698






Table 14

Distribution of Tenant Families Living in
Substandard Dwelling Units and Owning an Automobile,
Classified by Race and Annual Income

' White Other
Annual Income Total Families Families

Total Families

Less than $200

$ 200 = .399
Loo - 599
600 = 799
800 = 999
1000 = 1199
1200 - 1599
1600 - 1999

2000 and over
Not Reported

Name of City and State
Survey of Low-Rent Housing. Needs (Month and Year)
WPA Project No,

120698




Table 15

Distribution by Annual Wages of Tenant Families Living in Substandard Dwelling Units
Occupied by a Single Family Classified by Race, Monthly Gross Rent and Annual Income

Race Monthly Gross Rent
_ Annual Wages
Total | Under | $100- $1300-| $1400-| 31600-| $1800- | $2000 &
Annual Income $1£x) 19,9 o o » 1:5;; 1J¥99 17")9 1€r99 Over

Total Families Reporting

Families with less than $50
income in addition to wages

Families with income of $50
or more in addition to
wages: Total

Under $100

$ 100 - 199
1300 - 1399
1400 - 1599
1600 - 1799
1800 - 1999

2000 and Over

Name of City and State
Survey of Low-Rent Housing Needs (Month and Year)

WPA Project No.
120698




rable 16 , e ' .
BRlock Data Table

Classification

Blocks

Block Number .

Subtotal
Blocks
—to__

A. Number of Dwelling Units
1. Total
2. Standard
3. Substandard

B. Tenure
1. Owner-occupied
2. Tenant-occupied
3. Vacant

C. Adequacy

1. Unfit for use, total

2. Needing major repairs, total
a. Lacks private flush toilet and bath
b. Has toilet but no bath
c. Has toilet and bath

3. Not needing major revairs, total
a. Lacks private flush toilet and bath
b. Has toilet but no bath
c. Has toilet and bath

D. Race of Occupants
1. White
2. Other

E. Average Contract Rent of Dwelling Units
1. Standard
2. Substandard

F. Average Income of Tenant Families in
Substandard Units
1. White
2. Other

120698

Name of City and State

Survey of Low-Rent Housing Needs (Month and Year)
VPA Project No.




B, Sample Forms Needed in Conducting the Survey
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OATH OF OFFICE

Survey of Low-Rent Housing Needs of

I solemnly swear (or affirm) that I will support and
defend the Constitution of the United States against all
enemies, foreign and domestic; that I will bear true
faith and allegiance to the same; that I take this
obligation freely, without any mental reservation or
purpose of evasion; and that I will well and faithfully
discharge the duties of the office on which I am about
to enter,

I further swear (or affirm) that I will in no way reveal
any of the information secured by me in the course of
my duties, except to the Survey Supervisor or to his

authorized agent.

Signature

Date

- 129 -



SURVEY OF LOW-RENT HOUSING NEEDS

Identification Card

SURVEY OF LOW-RENT HOUSING NEEDS

This will identify who
is hereby authorized to collect information for the
Survey of Low-Rent Housing Needs of

All information given to him will be held in strlctest
confidence. It will not be used for taxation purposes
or in any way to the detriment of the householder.

Chairman

Housing Authority

- 130 -



Squad No.

Squad Leader

SURVEY OF LOW-RENT HOUSING NEEDS

(City and State)

Tnumersgtor!s Production Record

Name:

i Date

Number Dwelling
Units Enumerated

Blocks
Turned In

Pate

Total

Standard Substandard

E.D. | No.

Number Dwelling
Units Enumerated

Blocks
Turned In

Total

Standard

Substandard

3

D.

No.

T




oo B ~ =
i
'
‘



Squad No.

Squad Leader

(City and State)

Squad Production Record

SURVEY OF LOW-RENT HOUSING NEEDS

—

. ) Number of Number of
HoErs Worked Num9er Sf Dwelling Completed Completed
Number of by Enumerators Jnits Enumerated Blocks Forms 2
%Date Enumerators Turned in per Man
at Work Total| Enumeration | Instruction| Total | Standard | Substandard by Squad Hour 0?
Leader Enumeration




SURVEY OF LOW-RINT HOUSING NZEDS

(City and State)

Summary Report of Enumeration

Employment Record of Enumeration Nuuber Dwelling Units Enumerated Completed Forms 2
Dates | pverage Persons Total Man Hours Total |Standara |~Substendard per man hour of
at_Work Daily Inumeration jInstruction Y¥o. } Percent Enumeration

1 2 3 4 5 6 7 8 9
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SURVEY OF LOW-RENT HOUSING NEEDS

(City and State)

Fnumerator's Daily Report

Name Date Squad No.

Time Started Work Time Stopped Work

Time Started Work Time Stopped Work

Hours Worked: Number of Dwellinz Units Enumerated

Total Standard Substandard

Enumeration

Instruction

Total

Completed Blocks Turned In:

B. D. Block No. E. D. Block No.

E. D. Block No. : E. D, Block No.




SURVEY OF LOW-~RENT HOUSING NEEDS

(City and State)

Squad Leader's Daily Report

Number
Name Date Squad No. Enumerators

Time Started Work Time Stopped Work

Time Started Work Time Stopped Work

Hours Worked by

Enumerators: Number of Dwelling Units Enumerated

Total Standard

Substandard

Enumeration

Instruction

Total e - “

Completed Blocks Turned in by Squad Leader:

E.D. Block No. : E.D. Block No.

E.D. Block No. : ®.D. Block No.







AN

BLOCK FACE CARD

No. of
~E.D.Now o Sheets: Form 1 -
. No. of
Block No. . - Schedules: Form 2 _
Operation No. Name Date
Enumeration Completed | 1
{
Checked, Not Approved - 5
Checker -
Corrected for Checker -~
Squad Leader 3
Checked, Approved -
Checker 4
Coded S
Coding Checked 6
1
Final Inspection 7
Tabulation ' ¢ 8

Note errors for Squad Leaders Correction -




E.D. No.

CHARGE SLIP

Block No.

Form 1

Block Face Card

Form 2

Out of File to: Name

Date

Returned to File: Date

Operation Completed:

Posted




C. Schedule of Deductions Where Furniture is

Included in the Rent
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C. Schedule of Deductions Where Furniture is Included in
Rent. '

In coding the Dwelling Schedules preparatory to tabula-
tion, the coders are instructed to deduct the equivalent of
rent for furniture from the contract rent of furnished dwel-
ling units before adding in the cost of utilities to obtain
the gross rent., It will probably be necessary toc prepare a
schedule of deductions for furniture in each community where
a survey 1is being made, The following table 1s suggested as
a possible form to be used. The values to be entered can be
determined after consultation with representative landlords
or managers of furnished apartments or dwelling units of the

type found in the area to be surveyed.

Schedule of AdJustments to be Made Where Furniture
is Included in Rent, by Rent Group and Size of Unit

Rent Group

Size of . ‘ ' ‘
Unit Less than $10- $20~ $30—~ $40 or
$10 19 29 39 more

Room
Rooms
Rooms
Rooms
Rooms
Rooms
Rooms
Rooms
More than 8

O~ O O i 61N
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