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CIVILIAN PERSONNEL CIRCULAR ) - > WAR DEPARTMENT,
; No. 1 ) Hhahingtﬂn 25, D.C-, '3 January l?#h |

—

. Maintenance of retlrement records of civilian employees outside
Unlted States.--1. Effective date and ecope.-- The provisions of
this circular are effective 1 January 1943, for all retirement rec-
ords of War Department employees outside the 48 States of the United
States, and the District of Columbia.

2, Eetaeblishment of Eantr&l.Retiremﬁnt Office.-- Civilian Per-
sonnel Regulation No. 55.16, Maintenance of Filacal and Service Records
for Retirement Purposee, 17 May 1943 (copy attached), prescribes that
- central retlrement offices will be established, the function of which
is to malntgain a consolidated record of retirement deductions from
the pay of civilian employees 1n the offices whlch they represent,
The Civilian Retirement Records Branch, A.G.0., 1s designated as the |
Central Retirement Office for all installatliona outeids the United : o
States. All reports of retirement deductions prescribed below will "
be malled to-: L . . L :
Civilian Retirement Records Branch, A.G « e el :
Temporary Building X,
Haﬂhingt:n Agt. DiJae

'l._

3. Transfer of records.-- The Central Retirement Office, ﬁrmy‘, PN
.Alr Forces, will poet Forms CSC-2806 from. W.D., F.D. Farmﬂ ‘Ne. 225

|-+ . (Record of Retirement Deductiéns) to the date mf eat&hliﬂhmant g TTE;;_H
' ; W.D. Form No. 43 (Individual Earnings Recorg, Card), or .to- the firﬂt T TN e |
| .pay roll period beginning January 19h3,"Whﬂra'EDrm.Hﬂ- L3 -1e not o e R
| | used, fior all oversea personnel under the jurisdiction of Army Air - ° ‘.. -,
| Forces previous to that date. The completed Forms 2808 will be . S5
B certified as to accuracy and forwarded to the Civilian Retirement $ - VNG

| Records Branch, A.G.O. : e
. 4, Maintenance of retirement records of civilian employees in | ‘

' Territory of Hawall, Alaska, Panama, and Puerto Rico.-- a. The pol- - .j‘é¥

flciﬁﬁ and procedures prEEcribad in Civiliaﬂ Personnsl Haguiﬂtinn No. e

'©5.16 are extendsd to apply to all installations; outside sthe contl- A
nbotal limits of the United States, which are ﬂperating artder the : s
revised pay roll procedures publishsd in Circular No. 412, War - Fae JCERE
Department; 1942, as amended. Such installations are located gener - o/ w LR
ally in.AlaEH&, Territory of Hawaiil, .Pamama, and Puerto Rico., In _ A
the event the revised pay roll procedure (Circular No. 412) ig ex- e |
tended to additional inetallatione, the provisions of Civilian Per-
sonngl Regulation No. 85.16 will likewlase be extanded :
b. Reports by certifying officers. -
(1} Instructione outlined in CPR &5 16 relative to'pro- .

) - cedures for quartermaagter and urdnance installations 6 J
will be dieregarded.
(2) All installattens to whom CPR-85.16 18 extended by this
f,. ¥ : cireular will prepare the Speclal Report on Form i
_ - ' WD-51, covering the semiannual period from installa- - |
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» 88 preacribed in
& CPR Bﬁ.lﬁuﬁgiﬁj. For employees 8eparated since the

lnstitution of Form No. 43, Installations will submit
Form WD-51 as prescribed in CPR 85.16-6b(6) .

(3) Preparation of Form Wp.s51. Statement of CTvil Service
' Retirement Deductions Withheld.
(&) The instructions on Form WD-51 will be fol-
"~ lowed, except that references to "Force or
Service" will be disregarded. Station ang
location will bs indicated by APO number,
Soclal Securdty numbers will be shown i+
avallable. If not available, and local
ldentification numbers are uged, they will
be shown on the form in the space for
"Soclal Security Number." !
(b) The original signed copy of Form WD-51 only
~  need be forwarded to.the Civilian Retirement
Records Branch. In ths cage of transfers no
copy of the form need be sent to the office
to which the employee transfers,
(c) The reason for Separation should bs clearly
~ indicated in item Ko, 9 following "type of
Separation," in order that it may be deter-
mined whether or not the employee is enti-
: tled to a return of g tontine,
: () The methoa of computing tontine charge is
Bhe -0 fitaned In CRR 85, 16-7, Tt shoyld be
e : noted that the only instance when the ton-

lﬂw.salary recelved the to-

1s less than
-$1*DD, in which cagg the entire deduction
18 charged tg tonting .
(e) ore deductiop

nely
ﬁ;pﬂrtﬂ fﬂllad Yo 1thds§taz the Periodic
(h) Reggrtgﬂ hl.ck indi ting dat:nﬂ;nfnr
DECLASSIFIED . &hilit:_r,r ;:Erl‘ing EBPEratiﬁn by death Lough
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(1) The original date of entrance on duty in the
War Department should be shown in Item & on

Form WD-51. If the employee was tranaferred
from some other service of the War Depart-
ment, the office from which transferred and
the location of the station, or the APO num-
ber, should be shown under the "Remarks.”
(j) In the event final salary payment is made by
~  the port of embarkation, a statement to that
gffect will be made under "Remarks."

5. Maintenance of retirement records of civilian employees in
other countries.-- a. Disbursing officers and speclal disbursing
agents stationed outeide the continental Unlted States are responsible
for submitting retirement record reports for all clvilian employces
subject to the Retirement Act who are not being paid under the revised
pay roll procedures published in Circular No. 412, War Department,
1942, as amended.
b. By Finance Circular 24 April 1943 (SPFDD 101/331467, Special),
subject: Supplemental Accounting Procedure--effective May 1, 1943,
digbursing officers were instructed to submit a retirement report on
W.D., F.,D. Form No. 4 (Revised). The first report covered the peri-
od from the first pay roll period beginning Jenuary 1943, to the last
payment dete in June 1943. The above-mentioned Finance Circular will
hereafter be disregarded. Form No. 4 (Revised) will not be submitted
for any period beyond the last payment date in June 1943,
¢. Form WD-51 is prescribed for use throughout the War Depart-
ment In meking reports of retirement deductions. The form will be i
prepared in accordance with instructions under paragraph 4b (3). :
The disbursing officer will be cgnstrued 1o be the "Certifiing Of ficer"
for purposee of completing this form. . |
d., If W.D., F.D. Form No. 4 (Revised) hes not been submitted for
ths .1agt half of the fiscal year 1943, Form WD-51 will be submitted in
lieu thereof. Upon separation of an employee from the Jurisdiction of
a disbursing officer, Form WD-D1 will be submitted immediately covering.
the period from the last payment date in June 1943, to the date of sep-
aration, Reports of retirement deductlons for the fiscal year 194k :
and for each succeeding fiscal year, will be submitted following.the L
last pay perlod in June of each yeaXr. ! g - s
e. All retirement reports will be maliled to the Civilian Retire-
ment Records Branch, addressed as Indicated in paragraph 2. |

6. Supply of forms.-- Form \-ﬂ}-ﬁl(ﬁt&tﬁmﬁn’ﬁ of Civil Service H-e.,
t+irement Deductions Withheld) will be procured through authorizsd
supply channels. It may be reproduced locally when regular printed
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stocks are not available Reproduction wi
! 11 be mad
inches similar to the attached S g e on paper 5 by 8

(A-G. 313.2 (3 Jan kb),)

By order of the Secretary of Wars

WM. H. EUEEHIGK,
Director of Civilian Personnel
and Training,
OFF1C1AL:

J. A, ULIO,
Major General,
The Adjutant General,

2 Inolsm,
Form WD-51.
Civilian Personnel Regulation Ko, 85-16
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1. 3. Boclal Becurity Mo.:

(Surname) {Firet mame) (Misdia name) 4. Date of hivth:

2. Emrroving OFrFice (force or serviee, station and 5. Sex ( T

Toeainly O] Male {7 Female
"%6. E. 0. D. date under
certifying officer:
T BTATEMENT OF RETIREMENT DEIUCTIONE
SHow BRUNEING AND Dﬂﬁﬁﬂ? ToTAL ToNTINE CHARE

-

Ir Esmrrovee TrawsreRg to the jurisdiction of another certifying officer
k. within the War Department, complete the following:

Foree o service

traneferred to
i d Date of
E?EEE:I? ——ae - transfor

[ e

— —— ——
9. Ir ApsoruTe SrazaTion from the Department, complete the following:

Type of separation LN
Was separatioz involuntary? (Yes or T et A RS O | e RS
If involuntarily separated, is delinguency or misconduet involved (Yes or
Mo) - i e,
Dept. or Agency Date of separation
transferred to from War Dept,

CHECE APPROFEIATE BLook BELOW

L Employee is not indebted to the War Department for any reason.
[[] Employee is indebted to the War Department (attach Form CSC 3037 or
letter giving full details).

10, REMARKS:

T e ——— — —
11, CERTIFICATION: I certify that the deductione and staterents shown hereoy
ara gorrect and complete #a shown on the records of this office.

{Bignature)

{Data) .

Form W81 ho = —= —
{Approved May 17, 1043) STATEMENT OF C. E;Ef&ﬂﬂﬂi?”ﬂlms WITHHELD

Incl. 1

{Title} _

TPEE e e e e e 8 o g e 8 e e e




1. 8. Social Security No.:
(e nine) (Firat name) Tiiddle name) | 4 Date of birth:
 EMPLoYING OFFICE (force or service, station and
8 Elumgnn}: FXIR Clokes b. Sex (check one) :
[0 Male [] Female
* 13
6. E. 0. D. date under
certifying officer:
7. _ STATEMENT OF RETIREMENT DEDUCTIONS
Ferion COYERED Groza RETIREMENT
Brow BEOINNING AND DEDUCTIONS, ToTAL ToNTINE CHARGE
Exping DATES IncLuniNG ToNTINE

S, Ir Enrrovee TRANSFERS to the jurisdiction of another certifying officer
within the War Department, complete the following:

Force or service

transferred to
Station and Date of
location - ! tra.nifer

e —

9. IF1ABGULUTE SpeazaTION fromn the Department, cﬂmplﬂ‘tt:_ the following Ty

Type of separation . il A
Was separatio involuntary? (YesorNo) ... S W i
If involuntarily separated, is delinquency or misconduct involved (Yes or

No), wanes S - .
Dept. or Agency Date of separation
transferred to - from War Dept.

(CEECK APPROPRIATE BLOCK BELOW

U Employee is not indebted to the War Department for any reason.
[:] Employee is indebted to the War Department (attach Form CSC 3037 or
__letter giving full details). a¥ ' 3

P S, TP LR

10. REMARKS:

——
—— —

S TSN &Y N T (R VY e, P
11. CERTIFICATION: I certify that the deductions and statements shown hereon
are correct and complete as shown on the records of this office. ;

(Signature) oo ’
[ 614 L) I ———

e i i ——

{Date)

Form WD-51 — _ = ——
Appr T WD-51 o STATEMENT OF C. SﬁiTLREﬁﬂgﬁumﬂws WITHHELD

e

Incl: 1

L
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1. SPECIAL Rerogy (See CPR 85.16-6) :

(2) The Tollowing jtems on Form WD-51 will be completed : 1,2,3,4,7,
and 11,

b) Items 5 ang g will be com if the employee entered on duty under
) the jurindjctiun-nf the certifying officer during the Period covered by
the special Teport submitted for

ple_t-&d

all employees,
2. SEPARATION REPORT:

3. EXPLANATION OF CERTATN ITEMg APPEARING ON Form WD-51.
Item

1. Name should pe shown gg i4 SPPears on the pa
employee hag chan na i
ve former oo PEed name i, Period reporteq

- Period covered (See CPR g
T include the tnnt:inn ch E'IM‘ b)

Brge ag o . GFI"DHE %t%'ﬂnent d&duc]t.inna
8hown on orm 3 under ¢g umn

headed “C§ Retiremen g for _
tontine charge ig COmputeq the periog sovered by the

_ report. Tota]
88 explaineq in CPR 85.16-7,
8. To be com leted if em 2Yee leaveg the iurisdicts 2nt certi-
- i:nngi cer but remg N8 within the \'J:"ari Ed;:: ;.E-Eefnttl?e E.:‘.‘-rlf::natfﬁnn
and unatn:ip of new SMployin g office ang date of transfer ag it ap-
E?Tﬁﬂl] ﬂ;ltc }thﬂﬂahml of Pergunnel Action” (Formg AEEP——EG.
—60, ete.).

¥ roll voucherg, If
» Bhow changed name

¢ War Dogro
When tnnti::: ti: 1;;;&;::&& ?&;ﬁ
Outsidg o' % E&l&zﬁl;;“jfngiﬁ only
indicate under remarkg in jtem 10 | Tement At
10. Use this block to supplem

certification should be signed by e riifying om
v T]}?-tdividualﬂ authorized to sign £o, b Provided |
pear below signature. A t

i ly or by
acsimile gigy ;e

eir nitialg g
T¢ may he Used jf ﬂE‘.‘EiI‘EId].

24-8p3 10ARCD
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CPR 85.16

-3
May 17, 19L3.
Section 16
MATNTENANCE OF FISCAL AND QERVICE RECORDS FCR
RETIREMENT PURPOSES

Paragraph
PDliGF L] " . L] ' . " . . " " @ ] : e " ] L * . w L & " W . 1
LAERT Bamtil o i a mye et sy s frgd Th B T R . o
T o S R P A O TR I L SR R 3
Plan for maintaining retirement records . . . « = = = * *° y
RopgponpibITITEEE .. ags o meee laoprapa, B S0 A g
Detalls of operations . . « . - + = *= * * ° ° a2 v fear Sy
Method of computing tontine . . . . .« « & = ® *. 0 007 g Ty 3

16-1. Policy.-- The polley of the Department is that retlre-
ment records for its civilian employees will be maintained so as to
afford maximum protection of employees' retlrement rightas, at a min-
immm of operating expense for the Department. The policles and pro-
cedures prascribed.herain'will gserve as the basis for the issuance of
detalled procedures for the operation of retirement offices 1n "the

respective forces and offices.

16-2. Legal basis.-- Section 12 of the Civil Service Retilrement
Act of 1930, as amended, provides as follows:

gsc. 12. (a) Under such regulations as may be prescribed by
the Civil Service Cormiseion the amounts deducted and withheld
from the basic salary, pay, or compensation of each employee for
credit to the "civil-service retirement and diepability fund"
created by the Act of May 22, 1920, covering gervice durlng the
period from August 1, 1920, to the effective date of this Act,
shall be credited to an individual account of such employee, to
be maintained by the department or office by which he is employed
and the amounts deducted and withheld from the baslc salary, pay,
or compensation of each employee for credit to the "civil-gervice
retirement and disability fund" covering service from and after’
the effective dete of this Act, less the sum of $1 per month oy
major fraction thereof, shall similarly be credited to such Indi-
vidual account. e

16-3. Definitions.-- a. Certifying officer.-- The person who is
charged with the reapunaibiiity of preparing and certifylng pay rolle
for an assigned group of civilian personnel, and of malntaining sub-
gidiary recorde in support of such pay rolle and the employment rep-
resented thereby.

b. Retirement office.-- Each office in the Headquartere, Army
Ground Forccs, Army Alr Forces, Army Service Forces; War Departmsni .
General Staff; Offlce of the Secretary; Army War College; and The In-
spector General, gpecifically aselgned the respongibility for maintain-
ing a consolidated record of retlrement deductions from the pay of ci~
vllian employees in the forces and offices which they represent.

Inel. 2.
DECLASSIFIED

Auﬂinﬁtng_ﬁ’_&«‘ﬂ}lg'




CPR 85.16

=D

ort.-- A report on War Department Form No. 51
{Stat%:;ening'igiviiPService Retirement Deductions Withheld), except as
provided in paragraph 16-6b for Quartermaster Corps and Ordnance De-
partment class IV installations, submitted by the certifying foiﬂEi
at the end of the fiscal year 1943, for all employees under his Juris-
diction at that time, covering retirement deductions, tontine charges,
b E,EEEE!;?&;&%L; report.-- A report on Form No. 51 submitted by the
certif}ing officer at the time of separation of an employee from his
jurisdiction, covering retirement deductions, tontine charges, etc.
sgee ﬂar‘;c%l; leave.-- All periods of leave In excess of 6 months in

the EEZEE'E_E-;E-W in any calendar year. In computing excess leave - W o B
periods of annual and sick leave, leave without pay, absence without
leave, and furlough shall be included.

16-4. Plan for maintaining retirement records.--a. Retirement
offices wlll be established ae defined above.

b. Fiscal information only and such service record information asg
is prescribed herein will be maintained.

c. Formas CSC-2806 or simlilar records covering prior service in

other agencies or departments will not be Procured.

Information will
be maintained only fggﬁcurrent War Department employment,
d. Forms CSC-2 will be completed through the fiscal year 1.
both Service and fiscal sides, year 19k2,

and consolidated in the ret
Tices ag defined above. etirement of -

€. W.D., F.D. Forms No. 225 (Record of Retire
e ment Ded
will be campleted by Office, Chief of Finance, to the date ;ﬂaii;:;grt—

WD, 1
warded to the appropriate retirameel —oro) “E?Tﬁgmhliﬂhﬂﬂ: Fini o
_ Ordnance Departmen

{. Records of retirement
lishment of Form No. 42 will b

fiscal side of Forms CSC-2806
i el from Form No. 225 op

€lbloyee fy

Completed tq om the Department
accuracy of deductiong and date of separatio ; y
Service Emﬂﬂiﬂn, any hﬂ&htgﬂneﬂﬂ 1, certified as to

together wity » 80d forwarded to the Civil
of Ret Form Cse- e
irement Deductions), i such appligtiggﬁ i(APPlic:atinn for Refund
16-5.

dures prescribeg herein aeral

8 Pending,
—B—Eﬂ}miyﬂitiﬂﬂ «==8
In w1 vercs. The policies

emain

1 , Btandards,
1 effect subject to such

Or policies ag may be
DECLASSIFIED
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b. Certifying or personnel officers are responsible for--
(1_}_ Maintenance on War Department Forms No. I3 of retiremsnt
deductions for employees under their jurisdiction subject to the
Retirement Act of 1930, as amended. Supporting information will
be maintained to determine wpontine” charges, any indebtedness
to the Govermment at time of separation, and excess leave during
a calendar year.

(2) Preparation, certification, and forwarding to the appro-
priate retirement office of reports 1n respect to the retirement
deductions of employees under their jurisdiction. Such reporis
will be prepared and certified in accordance with the instruc-
tions preanrihadiharein.

(3) Notification to employees gnder thelr jurisdiction of
thelr reapﬂnaihilitiaﬂ, rights, and privileges under the Retire-

ment Act of 1930 aB amended.
(4) Assistance to employees under thelr jurisdiction in the

completion of application for retirement, service credit, de-

posits, refunds, etc. .
(5) Notificatlon to employees approaching age of 70, of man-

datory retirement requirements (see CFR 85.3-1) at least 90
days prior to reaching retirement age.
c. Retirement officaa_are responsible for--
e (1) Establishing and maintalning, accurately and completely,
ords of retirement deductions, and for keeping
nt from reports received from certifying of-

consolidated rec
guch records curre

ficera.
rms CSC-2806 to other appropriate retire-

(2) Transfer of Fo
ment offices upon intradepart.nmntﬂl transfers, and to the Civil

Service Commission upon absolute separation.
(3) Receipt, oxamination, and processing to the Civil Serv-

ice Commission applicﬂtiunﬂ for refund, retirement, Bervice

credit, deposit, etc.
(4)  Furnishing of
migsion as may be required.

puch information to the Civil Service Com-

War Departmﬂﬂ't. Form No. 51

16-6. Details of operations.--2.
Statement of Civlil Service Retirement Deductions Withheld).-- Form No.

21 is preescribed for use thro out the Department in making separation

reports and the special report made at the end of the fiscal year 1943.

Any installation or activity desiring to utilize present machine equip-
ment in preparation of this form is authorized to redesign Form No. 51

to meet specilal conditions, provided all information on Form No. 51 is
included and the arrangement of items ig substantially the same. Du-
plication of such revised iorms will be arranged locally.

E- Procedures by certifying of ficers.

(1) A record of gross retirement deductions by pay period
will be maintained by certifyling officers on War Department
Forms No. 43.

(2) Tontine charges generally will be computed from in-
formation shown on Form No. 43. Otherwlse, adequate records
will be maintained from which tontine charges will be compuied
(see par. 16-7 for method of computing tontine).

DECLASSIFIED
-3 - Authorityy Jun SF3078 |



CPR 85.16
6

(3) The tontine charge for each employee will be computed at
each semliannual cloelng of Forms No. 43 ang noted below the closg-
ing totals in the retirement column, for example: "Tontine

6.00",
: (4) At the time of each semiannual closing of Forms No. 43
(see par. 7e, Cir. 412, WD, 1942) the totals of retirement de-
ductions and tontine charges covering the

period will be carried forward to the Form No. 43
Bemiannual period, Tontine charges carr

ace which will not interfere with
the audlting of the Form No. 43,

The period Covered by the ton-
tine charges ag noted on the Form No, L3 should be clearly iden-
tified.

(5) Special report: A report of retirement deductions, ton-
tine charges, etc., will be made on Form No. 5] at the time op
the semiannus]l closing out of Forms No. 43 in June 1943 . The

report will ineclude al1l employees for whom Forms No. 43 have
been establlshed, and for wiom g g

submitted. Insetructions on Form No,
ration of the special Tepert, All class TV Quartermaster Corps
and Ordnance Department Instal 8 B8peclal re-
port in list form covering the periog from th

€ beginning or the
Tlscal year 1943 to the semlannual cIosing of Forms No. L3 1ip

orm No, 51. A1l1l Other in-
Btallations will submit the epecia]l report on Forms No, 51
covering the semiannuail peri
through the last Pay period
(the time of the semlannua] i

(6) TUpon separation of an ®mployee from the urisdicti

the certifying officer, Form No. 51 : il
and forwarded to the appropriate
tirement deductions, tonting c elc. Tnst
No. 51 will govern the Preparatiop g, e

' the separaty
(2) If separation is prior to the date of the .l OR report,
“out of the Forms No. 43 4

Bg

Corps and Ordnance Department Installaticng v 1V Quartermagtey
tlon reports covering the Period from the begy i
year 1943 to date of Separation, °8-nning of the fiscal

. Bubmit a 8eparation report CoOveri
stitution of Forms N

date of separation.
(b) I1f saparaﬁian is subsequent to
“of Form No. 43 in June 1943 eri
tion report, Form No. 51 wiil 1nc1uﬂegﬂ b, ke
closing Form fo. I3 £q

DECLASSIFIED
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(c) 1In case of separations which have occurred prior 1o

this regulation, it 1s necessary that information
t+ deductions from date of in-

concerning retiremen
stallation of Forms NO. 3 to date of geparation

be avallable. Therefore, all inetallations and
activities, with the oxception of Army Alr Forces
installations, will submit & geparation report on
Ferm No. 51 (or Form NO. o5 pending receipt of
Forms No. 51) to the appropriate retirement office
for all separations which have occurred since date
of ingtallation of Forms No. 43, unless a separa-
+ion report covering all retiremsnt deductions
ghown on Form NO. 43 with other {nformation as
shown on Form NO. 51 hag been previously furnighed
the chief of the approprilate gervice. This report
will be gubmitted even though a separation report
has been gubmitted tO the Chief of Finance in ac-
cordance with paragraph 9d(2}, Circular No. 412,
War Department, 1942.

(7) If the employee 1a indebted for any unearned leave
tion from the gervics, the certifying

at time of absolute separs
officer will complete Form csc-3037 (Statement of Account of
and forward it, together with

Overdrawn Annual and/or Sick Leave)
the separation report on Form No. 51 to the appropriate retire-
gg 1s for other then annual or slck

ment office, Where indebtedne
leave s letter will be prepared glving the details of the in-
debtedness, including citation of appropriation, digbursing of -
ficET, disﬂurging gymbol, disbureling voucher number, and date of
Paymsnt, which will Dbe rorwarded with the separation report.

gar or at time of separation,

(8) At the end of each calendar ¥
if the aggregate period of leave of an employee during that
calendar year 1s 1n eXxc ntha, the form Notification of

ggs of 6 mO
P\Erﬂgmal kﬂtiﬂn {FGITIE CP GP*ﬁﬂj E‘tﬂ--} wlll be PI‘E-PEI'Eﬁ_

*59: AC,
and d1gtribution made 1n +he same mANNer as for other personnel
actions, A copy will mot be submitted to the retirement officer,
The form will show &8 ) i ‘Aﬂtiﬁn” the notation "Bxceasa
Leave, Calendar Year," and under nRemarks" will be shown the
total amount of excess 1e&ve, for example: Annual leave, 26 days;
glick 30 days; TLWOP 150 days; AWCOL ) ﬂﬂFE"-
Procedures by Office, chief of Finance. _
(1) M. D, FiRe 2ot No. 225 will be posted for all installa-
+tions and activities, except for class IV Quartermaster
Corpe and Ordnance pepartment installations, through
the date War popartment Forme No. 43 were established,
oxcept for the Aymy Alr Forces the posting will be be-
yond the date of installation of Forms No. 43, from
geparation reports. All postings and processing of
Forms No. 225 for class IV Quartermaster Corps and
installations will cease lm-

Ordnance Depﬂrtmﬂnt
mediately. When sostings for other: Bervices.sre com-

; DECLASSIFIED
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Pleted, Forms No. 225 will be certified asg to accuracy and com-
Pleteness and forwarded to the appropriate retirement office.

(2) Requests from the retirement offices for Forms No. 225 in
connection with separations Will be handled special:
belng completed as scon ag Practicable and forwarded Immediately
to the requesating office.

(3) All separation reports now on hand will be handled gpe-
clal, postings being completed ang Forms No. 225 forwarded to the
appropriate retirement office. Separation reports cover a
period for which Forms No. 43 have been maintained will be posted
to Forms No. 225 only to date Forms No. 43 were established, ex-
cept for Army Air Forces ag indicated in (1) above The Farm

No. 225, together with the separation report ccvering period be-

yond that posted, will then be forwarded to the appropriate re.
tirement office.

Procedures for i-atiremaant offices,
(1) Forms CSC-2806 will be established in retirement officesn,
r

from separation ang Speclal reportg a

| R

(b) Date of birth.

(¢) sex.

(@) sSocial Security number in the space "jo. %o Aie
“upper left hand corner of the form. B b P

(e) Date of present appointment fn war Department ip the
_columar space in the upper right hand corner op the Porm.

(f) Date of absolute separation from the Department ip Space
below the entry for appointment. (gee (J) below ag to
posting cause of separation.) i

(g8) Place of employment (station and force) in the ¢olumn
“entitled "Office." .
(h) Postings by fiscal year or at time of separation of grogg

deductions, tontine charges, net deductions, balance forward
1f any, and total credited to the employee i

“certification as to correctness of deducti
chief of the appropriate retirement office. i

(j) Upon absolute separation, certification a8 to correctness

af deductions, any indebtedness for unearned leavye » ete. ) angd

cause of speparation. (Cause of Beparation will be Bhown in the
"Remarks" column.)

DECLASSIFIED
-6 - ﬁuthﬁril.}quy_l'lg?_fz’{}?_g'




CPR 85.16
6-T

(4) Upon receipt of W.D., F.D. Forms No. 225 and the special
reports, the approprlate information thereon will be posted to
Forms CSC-2806. Tontine will be computed for the perdiod covered
by Forms No. 225, from information on those forms, or from in-
formation requested from certifylng officers in special cases.

(5) Upon receipt of notice on Form No. 51 from the certifyling
officer indigating transfer of employees to the jurisdiction of
another retirement office, Form CSC-2806 will be completed to
date of transfer, certified as to accuracy of deductions, and
automatically forwarded without request to the other appropriate
retirement office. :

{6} Upon receipt of notice of absolute agparﬁ+1au-un"Furm
No. 51, Form CSC-2806 will be complet-2 to dale of separation,
certified as to accurac¥ r aeductions, indebtedness, etc., and
transmitted te wne Civil Service Comnission.

(7) retirement of fices will compare the poetings on Forms No.
205 with the geparation and special repcrts during the Clomges .
over period to the procedure preacrihed.harﬁin, to avoid over-

lapping of postings- .
for refunds, retirement, ete.

Processing of applications
(1) Personnel Or certifying officers will verify employees
eligibility gufficiently in advance of reaching the mandatory

retirement age of TO to allow at least 90 days notice to the
employee. A gtatement ghould be gecured from the employee ahow-
ing service claimed and forwarded to the appropriate retirement
office for verificatlion.
(2) Personnel OF certifying officers will assist employees
1ir Juriaﬂictinn-in completing applications for retire-

ment . refund of dﬂﬂustinnﬂ,'applicatiun for service credlt, etc.
5ppliﬂatiﬂnﬂ will be forwarded to the appropriate re-

tirement office jn Washington. |
(3) Retirement offices will examine such applications and if

in order will + them to the Civil gervice Commission, with

completed Fbrm.csﬂ-EBDG where necessary.
(&) Subsequent transactions on applications will be handled “

rvice Commission, the appropriate retirement
fﬁ'g’?&

between the civil 5e
onnel offlcer concerned.
16-7. Method of computi tontine (Bee Bec. 2.4 of this regula- .
tion).-- Tontine 18 2 charge agalnst an employee 's total retirement > W
iy

|

office, and the pers
deduction account, made at the time of refund of deductions or ad-

judication of amnunity clalm. The tontine charge is $l for each

calendar month, a major fraction of which the employee 18 in a pay
tion of a calendar month is defined as more than

plished tour of duty for the calendar month.

status. A major frac
1/2 of the total esta

The following rules govern:
a. If the total rotirement deduction is less than $1, the entire
Otherwise, $1 1s charged.

deduction is charged a8 tontline.
b. For employees pald on & per annum basis, 15 and a fraction

DECLASSIFIED i
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~days 1n a pay status constitute the major fraction of a calendar month.

c. For emplcyees paid on an hourly or dally baeis, whose weekly
tour of duty is 6 days, 13 and a fraction daye in a pay status con-
setitute a major fraction of a month.

_:}_. For employees paild on an hourly or dally basis whose weelkly
tour of duty is 5 days, the number of regular workdays during each
specific calendar month will be counted, and i1f the number of regular
workdays actually worked exceeds 1/2 of the total of regular workdays
tontine 1g charged. gk i

€. If an employee 18 in a pay status in excess of 15 days but
for & winnr fraction of each of two consecutive months (10 days the

latter half of One menth and 10 days the first half of th
tontine 1s not charged for elt-nuiazﬂenm AR . e next month),

DECLASSIFIED
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(CP Cir. 2)

GIVILIAN .PERSONNEL CIRCULAR) WAR DEPARTMENT
No. 2 ) Washington 25, D.C., 4 January 194k,

Submission of claime for adjustment against employee's retirement
account.-- 1. The Civil Service (Commission has issued Retirement
Circular No. 110, 6 October 1943, announcing its decision to cease for
the duration of the present emergency the developing and reporting by
the Civil Service Commission of Govermment claims amounting to $10.00
or less in dual service cases and claims not involving theft or mis-

appropriation of funds.

s
.= 2. This circular has been erroneocusly interpreted in some instances
*" as meaning that claims of indebtedness against employees amounting to
$10.00 or less could be completely disregarded and, in the case of over-
payment, civilian pay roll certifying officers are relieved of further
. responsibility. This is not the case, as fallure to develop a claim does
not relieve the certifying officer of complete responsibility.

3. The intent of the circular is only to stop the developing by

the Civil Service Commission itself of claims of $10.00 or less not

involving theft or misappropriation of funds. Claims which are fully

developed by the Department, that ias, indicating the amount of indebtedness
. (gross amount, retirement deductions, tax deductions, net amount), the

periocd(s) involved, the appropriation number and symbol to be credited,

etc., will be accepted and reported by the Civil Service Commiesion to

the General Accounting Office for adjustment, irrespective of the amounts

concerned.

4, All civilian personnel offices of the Department will therefore
continue to forward fully developed claims to the approprlate hﬂ&ﬂquartera
retirement office for transmittal to the Civil Service Commission,

. Particular attention will be given to claims amounting to $10.00 or less
to determine that such claims are fully developed prior to submission o
the appropriate headquarters retirement office. For additional informs-
tion regarding submission of claims see CPR 120,7-7 (now in process of
publication).

(A. G. 248.% (4 Jan 44).)

By order of the Secretary of War:

WM. H. KUSHNICK,
Director of Civillan Personnel
and Tralning.
OFFICIAL: :
J. A, ULIO, -

. Major General,
The AdJutant General.

# Pl = 24-66360ABCD
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(CP Cir. 3)

CIVILIAN PERSONNEL CIRCULAR) WAR DEPARTMENT,
No. 3 ) - Washington 25, D.C., T January 194k.

Statement of wages recorded in old-age and survivors insurance

accounts under Social Security Act, as amended:--1. Many employees of the
Department have previously served in positions in private industry and
were covered under the Soclal Security Act of 14 August 1935, as amended,
for old-age and survivors insurance. Many of these employees will return
to private industry employment after the termination of hostilities. Under
the law, every employer covered by the law 1s required to report the wages
paid to hies employees to the Bureau of Internal Revenue quarterly. That
bureau tranemits the information to the Soclal Security Board, which uses
these wage records as a basls for calculating benefite when they become
due. However, same employers may have falled to report all such wages.
Therefore, the attention of all employing officers 1s called to the fact
that the Social Security Board has provided a post card (Form OAR-7004) on
which a worker may request a statement of hie wages In order to make sure
that all wages pald on Jobs covered by the law are properly credited.

Form OAR-7004, may be esecured from any of the Board's field offices or di-
rect fram the Bureau of 0ld-Age and Survivors Insurance, Candler Building,

Baltimore, Maryland.

2. The Social Security Board has fram the beginning of the program
urged all account holdere to ask once a year for a statement of their wage
credits, so that they might check for themeelves to see whether all the
wages they have been pald have been accurately reported by thelr employers.

3. &a. Recently, Arthur J. Altmeyer, Chairman of the Social Security
Board, issued a statement in which he declared that "no person has failed
to qualify for benefits because of inaccuracy Iin the wage records upon
which old-age and survivors insurance payments are made." Mr. Altmeyer
further explained that the Social Security Act contains a "four year 1imit"
provision which stipulates that the Board cannot correct a person's wage
record to include an omlitted wage item 1f--

(1) The person's employer reported the wages of all his
other employees but cmitted this one worker; and

(2) The Board learnse about the amitted wage item in such
a case later than 4 years after the year during which the
payment wag made; and

(3) A corrected tax return cannot be obtained from the em-
ployer.

b. The three "ifs" restrict the provision so much that it applies to
very few cases, and leave the Board free to correct practically any kind of
error that might occur in the wage records. Even if a person's employer
made no soclal security report at all for any 3-month pericd, if the Board
and the Bureau of Internal Revenue can locate him at any time they will get

e 1w S4-0583BABCD
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& report from him for that period and the employee's account can be
corrected, no matter how many years later the Board learns of the case.

L. A1l employees will be informed of this circular.
(A. G. 248 (7 Jan 44).)

By order of the Secretary of War:

WM. H. KUSHNICK,
Director of Civilian Personnel
and Training.

OFFICIAL:
J. A, ULIO,
Msa jor General,
The Adjutant General.

e

4= 85833ABCD
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(CP Cir. 5)
CIVILIAN PERSONNEL CIRCULAR) WAR DEPARTMENT,
No. 5 ) Washington 25, D. C., 10 January 194k,

Classification under Act of November 26, 1940 (Ramspeck Act)
and Executive Order 8743 - Employees appointed on July 1, 1941.--1.
Attached hereto for the information and guidance of personnel officers
is Civil Service Commission Departmental Circular No. 461, 28 December
1943, subject as above.

2, Attention is invited to the fact that the Departmental Cir-
cular does not make provisions for original recommendations for classi-
fication, but only for reconsideration of those cases previously dis-
allowed on the basis of not having been the incumbent of a position
affected by Executive Order No. 8743 on both 30 June 1941 and 1 July
1941, Recommendations should be made by memorandum and need not be
accompanied by forma.

(A.G. 230.01 (10 Jan hk4).)

By order of the Secretary of War:

WM., H. EKUSHNICK,
Director of Civilian Personnel
and Training.

OFFICIAL:
J. A."ULIO,
Major General,
The Adjutant General.

1 Incl.
Civil Service Commission Departmental Cilrcular No. L61.

'

24=88100ABCD
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D461-1

UNITED STATES CIVIL SERVICE COMMISSION
WASHINGTON, D. C.

December 28, 1943
SR:LIM:VC:A0

DEPARTMENTAL CIRCULAR NO. 461
(Serving -as Supplement 14 to Departmental Circular 291,:and superseding

Departmental circular 244, Supplement 2).

SUBJECT: Classification under the Act of November 26, 1940 (Ramspeck Act) and
| Executive Order B743 - Employees appointed on July 1, 1941.

TO HEADS OF DEPARTMENTS AND INDEFENDENT ESTABLISHMENTS :

Under section o of Executive Order 8743, the Commission held that in
order to be subject to classification ander Executive Order 8743 the employee
must have been the incumbent of a position affected by the Order on both June

30, 1941 and July 1, 1941

It is the view of the Attorney Genéral that a person appointed on July 1,
1941 and who thereafter served continously with merit for six months is eli-
gible for olassification if otherwise qualified. 8

The Commission has accepted the Attorney General's interpretation and
upon request will reconsider recommendations for classification under the
Ramspeck Act and Executive Order 8743 which were submitted to the Commission
prior to January 1, 1943 and disapproved because the employee was not appoint-
ed until July 1, 1941].

Inquiries concerning procedure under this circular should be referred to
Mrs. L. L. MeCallum, Civil Service Commission, Extension 3028.

By direction of the Commission:

Very respectfully,

T AL pepee

L. A. Moyer
Executive Director
and Chief Examiner

DECLASSIFIED
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 (CP Cir. 7) "
CIVILIAN PERSCNNEL CIRCULAR) : WAR DEPARTMENT,
o. 7 ) Washington 25, D. C., 17 January 194k,

Civil Service Commission Departmental Circulars.--1. By formal ar-
rangement between the Secretary of War and the Clvll Service Commission,
Departmental Clrculars issued by the Civil Service Commisslon are not
given general War Department distribution. Instead, negative plates of
Departmental Clrculars are furnished the Civillan Persﬂnnal Division,
office of the Secretary of War, as the office responsible for determining
the applicability of thelr cantsntﬂ to Department offices and installa-
tlone and determining distribution as attachments to Civillan Personnel
Circulars or incorporation in Clvilian Personnel Kegulations. This
procedure has obtained since 1 July 1943, the effective date of Cir-
cular No. 142, War Department, 1943.

2. In the interest of paper conservation, Departmental Circulars
are not reproduced and stocked by the distributlion depote of the Adjutant
General's Office and the publishing branches of the Area Alr Service
Commands unless it is determined that they are of interest in the De-
partment and are forwarded as attachments to War Department Civilian
Personnel Circulars. All offices should dlscontinue the practice of
requisitioning from distribution agencles Civil Service Commission De-
partmental Circulars which are not transmitted by War Department Civil-
lan Personnel Circulars.

(A, G. 461 (17 Jan b4).)

By order of the Secretary of War:

WM. H. KUSHNICK,
Director of Civillian Personnsl
and Tralning.

CFFICIAL: : .
J. A. ULIO, anby
Ma jor General,
The Adjutant General. |

24-871474BCD-30, 300
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CIVILIAN PERSONNEL CIRCULAR) WAR DEPARTMENT,
No. 11 ) Washington 25, D. C., 22 January 194k,

Distribution of civillan personnel publications outside conti-
nental United States.--1. Attention 1s directed to Circular No. 1L2,
War Department, l?hﬂ, Publications pertaining to civilian personnel,

2. The baslc principles, policles, regulations, and general
procedures emanating from the Office of the Secretary of War govern-
ing civilian personnel administration outside the continental limite of
the United States willl be 1ssued as integral parts of the publication
media established by paragraph 6, Circular No. 142, War Department,
1943, Future issuances of these publications will specify their appli-
cability to oversea commands.

3. Issuances relating to civilian personnel administration from
. other sources within the United Statea are not designed to have appli-
cability to those commands operating outside the United States which
report direct to the War Department.

L, Civilian personnel publications are distributed pursuant to_
AR 310-200 to establishments outside the continental llimits of the
United States as follows:

. a. Advanced distribution 1s made direct via air mail to oversea
distributing agencies from the Adjutant General Pentagon Depot,
Washlington 25, D. C.

b: Regular distribution is made by the Pentagon Depot through
ports of embarkatlion to distributing agencies oversea which redis-
tribute to installations.

¢. Requisitions for additional stoeks of publications are for-
warded from the installation to the distributing agency, which, when
necegsary, gecures additional stocks from the port of embarkation

. Berving the area. Reserve supplies of publicatlions are maintained
at the port of embarkation except that the Alaskan Department and
the Northwest Service Command are supplied by the Adjutant General
Depot, Ogden, Utah.

5. In order that present distribution liste may be revised on
the basle of needs, 1t is deelred that all installations ocutside
the continental limite of the Unlited States send malling addresses
and number of coples needed to thelr respective distributing agencies,
Distributing agencles are requested to consolldate this informstion

’ DECLASSIFIED
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and forward to the Oversea Branch, Civilian Personnel Division,
0fflce of the Secretary of War, Washington 25, D. C.

(A. G. 461.01 (21 Jan U44).)

By order of the Secretary of War:

WM, H, KUSHNICK,
Director of Civilian Personnel
and Training.

OFFICIAL:

J., A, ULIO,
Ma Jjor General,
The Adjutant General.

24-67960ABCD-39,300
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(CP cir. 12)

CIVILIAN PERSONNEL CIRCULAR) WAR DEPARTMENT,
No. 12 ) Washington 25, D. C., 28 January 194k,

Writing position descriptions.--1. Attached hereto for the

information and guidance of those responsible for position classifica-
tion and wage administration in the Department, is Clvil Service Com-
mission Departmental Circular No. 462, 8 January 194lL, Writing position
descriptions.

2. The importance and usefulness of well written position
descriptions are pointed out clearly in the Clrcular and the sugges-
tions for preparing such descriptions, 1t is beldeved, will be helpful.
Altﬁﬂugh thé intent of the Circular was.tn cover the writing of de-
scriptions of positions subject to the Classification Act of 1923, as
amended, the statements generally are aﬁplicabla to and might well be
considered when writing descriptions of positions subject to the deter-
mination of wage boards or other wage fixing authority.

(A. G. 230.01 (28 Jan 44).)

By order of the Secretary of War:

WM., H. KUSHNICK,
Director of Civilian Personnel
and Training.

OFFICIAL:
J. A. ULIO,
Ma jor General,
The Adjutant General.
1 Inelk. !

Civil Service Commission Departmental Circular No. Lé2.

24-65541ABCD-80300
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UNITED STATES CIVIL SERVICE COMMISSION

WASHINGTON, D. C.

January 8 , 1944
FC:IB:ks

DEPARTMENTAL CIRCULAR NO. 462

SUBJECT: Writing position descriptions.

TO HEADS OF DEPARTMENTS AND INDEPENDENT ESTABLISHMENTS :

s, descriptions of individual positions are

records of such importance as to require the highest degree of clarity and
accuracy in their preparation. This is particularly true in position-clas-
gification activities. 1In the departmental service, the record submitted by
an agency for action by the Commission establishing the grade and therefore
the statutory salary range of a position includes a position-description on
a prescribed form. In the field service a similar record is usually used by
an agency in meeting its own responsibility for the control of the grades of
field positions in its regional, state, and district offices. These records
are supporting documents for payroll items and as such should be given as
much attention as other vouchers to insure complete and accurate factual

statements.

1. TFor many personnel purpose

2  The Commission's long standing instructions for filling in the position-
description item on the prescribed form have included the following:

The description of the work performed is of the utmost import-
ance. It should be prepared with care and should show clearly, con-
cisely and accurately the actual duties of the employee. Superfluous
adjectives and general terms such as "hendle", "pass upon", etc.,
should be avoided. No conclusions, such as "performs the most dif-
ficult work", "takes dictation involving technical terms","requires
specialized knowledge", etc., should be incorporated in the job
description. The facts should be given and the classification of-
ficers allowed to reach their own conclusions.

. The Commission is convinced that sufficient attention is not being paid
to the writing of plain and understandable position-descriptions. TUnfortu-
nately, an impression has developed that position-descriptions have to be
written in "classification langusge" by persons trained in classifying posi-
Nothing could be more erroneocus. Ae a matter of fact, amy position-
be written as a straightforward statement by any operating
official or employee who knows the position thoroughly and whose objective i
to describe it objectively, correctly and fully. No special phrases or words
are necessary; plain English is all that is required.

tions.
description can
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4, In two recent reports of Congressional committees,

position-descrip-
tions used for personnel purposes have been vigorously c

riticized.

In the Interim Report on Investi
port No. 766, October 13, 1943),
said in part:

gation of Civilian Employment (Ho. Re-
the House Committee on the Civil Service

"Generally speaking, the language employed in the Job de-
scriptions ie vague and mysterious, Such meaningless expressions.
as 'wide latitude for independent action' run through all case
histories studied by your committee, There is a curious circumven-
tion of concrete definition of duties expected in the new job."

mmittee on Military Affairs (Ho.
ommittee said that one of the prob

Report No. 790, October 25, 1943), that C
lems involved in Government deferments is

"l. The classification language. The difficulty of discover-
ing, in the civil-service description of jobs, any clue to the
actual duties of the individual., The verbiage is likely to mislead
local boards unless the burden of furnishing understandable data
is placed on those making the deferment request, "

h The Commission urges each department and ageﬁg

- : Y to see that those who pre- ‘ r
pare position-descriptions in either the departmental or

the field Service
constantly bear the following points in ming:

(1) Position-descriptions should be written s
administrative and operating purposes -- not only Position-classi-
fication, but also the instruction, training, and supervision of
employees, the selection of employees for promotion or reassignment
the preparation of estimates for personal services, the study of ’
organization structure and flow of work, and the prosecution of

programs designed to see that the highest abilities ang skills of
present personnel are being effectively utilized full time.

© a8 to serve all

(2) In cases where the position being described is filled by
an employee, the position-description should be prepared in cloge
collaboration with both the employee and his immediate supervisor,
and their approval of the accuracy and completeness of the descrip-
tion secured. When the task of writing the deseription initially
is made the joint responsibility of the employee and supervisor,
there will be gained the operating advantage of a common understand-
ing on the part of the supervisor and the employee of what the em-
ployee's duties and responsibilities really are.

(3) The responsibility of the writer of a position-description
ig to see that he has the facts -- and all the facts -- about the

position before he attempts to describe it in writing. Failure to
have the facts available means that sufficiemt inquiry hae not been

DECLASSIFIED |
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mada'nr that those responsible for organizing, planning, and as-
signing work have not organized and P

lanned as thoroughly as they
should. These are administrative weaknesses that should be over-
come before position-descriptions are written,

(4) The responsibility of the writer of a position-descrip-
tion is not to make contentions or to draw conclusions, but to
prepare objectively, concretely, precisely, and fully a factual
work-picture of the work which the person occupying the posi-
tion does or (in the case of a vacancy) will do.

(5) It is his responsibility to draft the description in
specific terms, He should avoid the use of ambiguous words such
as "assist", "handle", "examine", etc., and use instead words
that show just what tasks or processes the assistance, handling,
or examination consists of, and their purposes or results. He
should refrain from characterizing tasks broadly as "difficult"
or "complex". Instead he should show degree of difficulty or
responsibility by facts rather than by adjectives.

(6) It is his responsibility to write a description of a
position -- not a class specification or a statement of stand-
ards covering many positions, which is necessarily more gener-
alized. A description of an individual position is just that
and nothing more. The writer is not called upon to create or
copy from other sources expressions describing difficulty or
respongibility of work in terms of general levels or broad con-
cepts. These have their proper place in class specifications
but no place at all in position-descriptions. Class specifica-
tions and other statements of standards are NOT intended to pro-
vide ready-made position-descriptions. The temptation to copy
class specifications or statements of standards or gengral
phrases or expressions from them should be vigorously resisted.

The writing of such phrases or expressions into a position-
description wastes everyone's time.

(7) It is his responsibility to see that a position-de-
scription is a true statement. A classification sheet is an
official document supporting a payroll item. In effect it
certifies that the employee has been, or, in the case of a va-
cancy, will be assigned to the work described. The writer of a
position-description should be keenly aware that it is his in-
tent to have his own agency and other government agencies rely

on the integrity of his description and pay out taxpayers'
funds on that basis.

By direction of the Commission:

Very respectfully,

 Je Ay
DECLASSIFIED -

Authorityy jyg §53078" R

Exacutive Director
and Chief Examiner

e




"“I.lllll

(CP Cir. 13)
CIVILIAN PERSONNEL CIRCULAR) | WAR DEPARTMENT
No. 13 ) Washington 25, D.C., 31 January 1okl ,

Reviged War Department Classification Sheet (Field Service).--1.
Attached hereto for use of civilian personnel offices 1n recording
position descriptions is WD Form No. 49, War Department Classification
Sheet (Field Service), approved 6 May 1943, superseding Form CP-8, War
Department-Field Service Classification Sheet. Thls form is used for
positions graded under the Classification Act of 1923, as amended. Its
use is optional for such positione outeide the continental limits of
the United States.

2, Copies of this form may be secured from the AdJjutant General
publication depots, located within the service commands, for all Army
Ground Force and Army Service Force fleld installations within the
United States, and from area air service commands for all Army Alr
Force field installations within the United States. Oversea stations
may procure the form through regular supply channels from ports of
embarkation. The Alaskan Department and the Northwest Service Com-
mend are supplied by the AdJutant General Depot, Ogden, Utah.

3, TUse of Form CP-8 may be continued until present supplies are
exhausted.

(A. G. 315 (31 Jan U44).)

By order of the Secretary of War:

WM, H, KUSHNICEK,
Director of Civilian Personnel

and Training.
CFFICIAL:
J, A, ULIO,
Ma jor General,
The Adjutant General.
1 Indl,

WD Form NO. 49
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il o WAR DEPARTMENT
(Supersedes Parm CP B) CL&SSIFIC ATION SH EET R::quisitinn 2 [ TS

FIELD SERVICE

’ HECK TO InMbicaTE | | ALLOCATION

-~ :

WHETHER SHEET |5 FOR— Give FoLLOWING [NFORMATION FOR ]“aﬂ_______b‘_ 1!

S ———— re=
SERVICE | CLASS | GRADE INITIALS

NEW POSITION |

———— | Recommended by
operating (o S

OTHE Recommended by
R CHANGE f;:iightr echelon..

Final allocation—-.

S —

pe——

1
| ._/’—/’__/_/_—/_-_ Date of , Paosition
==y — 0 ot m:i Eni”_ml_sif. I_iticin__l'lf:_;.ﬁm_htjiglhu:} I | final n.ll.n-cat-nn__d..-___.__‘___,__ No. _.,:___-__._
1. Name o st 5. Position No., last sheet . e N T
i o0 g s T === Given name) (Initial)
I 3. S'EF"ICE, force, or cgmn-;;lnd RO e e i et SRS 4. Btﬂﬂd'l i et s e = SR A
' ‘hﬁim Bl L= = 6. Section or unit .- ST Wl - =t S
I e £ e i T e R B i e i e e e
aceitls . g Classification title . - i o St
7. Gfgﬂ.l'l-iza_t]:nnal title .- e b T { For use of Classification Office}
9. D : ‘ —— Tyescribe accurately and completely in your own language (do not use phrases and language
s A RESPGNSIB[LHIES' = ibilities of the position under consideration. Describe the actual work

. i e : . ties and respons! . ;
copied from printed Spﬂﬂﬁfﬂ-tmm} H“E ‘{_'i::l s impﬂl:;ﬂt following in order, and give as accurately as can be determined the

performed stating the major tasks firs . £ T e A ST d
: : : o L distinct type of work. The statement shou so prepared as to give a clear an
approximate amount of hime Jevoted to each 1 YP : * liate oLganization. {]f “\ditional

. concise word picture of the position itcelf and its relationship to other positions in the
sspace is required, use additional ghest ol _ s ! s oshue pond

| PERCENTAGE
OF TIME ON
EACH TASK

DECLASSIFIED
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9. Duties and responsibilities— (continued), PERCENTAGE

— —

—_— —

H

DECLASSIFIED
Authority, Jyn 553078

10. () For what purpose and by whom is any

part of the work described above reviewed within the same organizational
or unit?

subdivision
{J Form. {7 Accuracy. [] Adequacy. [] Conformance with policy. [] Other (explain fully).

(6) Give names, titles, and grades of employees in similar positions.

I B e e e o o e T . e e L Bl

11. Give name, title, and grade of employee's immediate supervisor e S
12. (4) Does the position involve supervision over other employees? {] Yes. [] No.
If the answer is "Yes,” check the appropriate items.
[ Assigns work to subordinates.
[] Gives instruction in methods,
(%) Give names, titles, and grades of employees supervised

[[] Reviews work of subordinate (not routine checking).
[] Administers control (approval of leave, reporting absences, etony.
by this position; if numerous, list the number in each grade separately.

13. Date when employce entered upon the duties and assumed the responsibilities described above
14. I CERTIFY that to the

—— e ———

best of my knowledge the above statements are true, accurate, and complete,

Signature of em];:;up:e S

T N e s e
(Where practicab R —

————— ey,
o - e e e i i

15. I CERTIFY that to the best of my i{ﬂDWIEdg{: the above statements are true and

that the work outlined above s actually involved in
the position described, except as noted below.

(Signature of supervisor) B o —__.

{ Signature of pr:pa.ring-uﬂi.:etl]:“- e fEiEn;i‘u_:;:-a}-;;;_i;;-E_g_ﬁ;;]_"_—"' e s

e — =
- —

(Title) (Date) Tty e




(CP Cir. 14)

CIVILIAN PERSONNEL CIRCULAR ) WAR DEPARTMENT,
No. 14 ) Washington 25, D. C., 31 January 1944.

Coverage of Classification Act of 1923, as amended.--1. Attached
hereto, for the information and guidance of those responsible for position
classification and wage administration in the Department, is Civil Service
Departmental Circular No. 465, 18 January 1944, subject, Meaning of the
clause "subordinate, incidental, or preparatory to work of a professional,
scientifie, or technical character," in Section 5 of the Classification
Aet of 1923, as amended.

5. The contents of the attached Circular will be incorporated in
Civilian Personnel Regulation No. Z20.

(A. G. 248 (31 Jan 44}.1.

By order of the Secretary of War:

WM. H. KUSHNICE,
Director of Civilian Personnel
and Training.

OFFICIAL:
J: A TLID;
Major General,
The Adjutant General.

1 Inecl.
Civil Service Commission Departmental Circular No. 463.

DECLASSIFIED
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UNITED STATES CIVIL SERVICE COMMISSION

WASHINGTON, D. C.

January 18, 1944
PCD:IB:ks

DEPARTMENTAL CIRCULAR NO. 465

SUBJECT: Meaning of the clause "subordinate, incidental, or preparatory
to work of a professional, scientific, or technical character",

in Section 5 of the Classification Act of 1923, as amended.

TO HEADS OF DEPARTMENTS AND INDEPENDENT ESTABLISHMENTS:

With the exception of two groups, Section 5 of the Classifica-
tion Act excludes from that act workers in recognized trades and crafts
and skilled and semi-skilled laborers. The two groups which are included

within the purview of the act are:

(a) those who work under the direction and control of
+he custodian of a public building, that is, Crafts,
protective, and Custodial positions involving the
regular maintenance, operation or custody of public
buildings and equipment, and

(b) those who perform work which is "subordinate, incidental,
or preparatory to work of a professional, scientifie,
or technical character". |

. The purpose of this circular is to explain what is meant by
work which is "subordinate, incidental, or preparatory to work of a
professional, scientific, or technical character".

Positions in recognized trades and crafts (apprentice, helper,
and jnurnﬂyman} and in skilled or semi-skilled manual work, having duties
falling within the meaning of the clause quoted from Section 5 of the
act include only those positions, the incumbents of which directly assist
and work closely with professional, scientific, or technical personnel
in carrying out professional, scientifie, or technical projects,
characteristic of which are engineering practice, or scientific or techni-
cal testing, experimentation, and research. General prior or overall con-
trol of design or objectives by professional or scientific workers is not
gufficient to include crafts or skilled positions within the act. ‘The
language of the quoted clause implies the concurrent or intermittent
commingling of effort, or the close association of the professional or
ascientifiec workers on the one hand and the craftsmen or skilled manual

DECLASSIFIED
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D465-2

workers on the other in the joint accomplishment of a task or sequence of
tasks. The relationship must be such as to afford opportunity for mutual
work upon the finished product throughout the sequences of tasks involved
in the creation of that product. When the craftsman's work begins where
that of the professional or scientific worker ends in the work process,
this relationship is usually absent. Similarly in assembly line or mass
reproduction this relationship would rarely if ever exist.

Typical examples of work coming within the quoted clause and
therefore under the Classification Act are: the construction by an in-
strument maker of an instrument or piece of apparatus particularly fitted
to be used by a professional or scientific worker in testing or experimenta-
tion or the construction, repair, or maintenance of equipment used by a
professicnal or scientific staff in a testing or research laboratory or unit.

Examples of positions falling outside the quoted clause and
therefore outside the Classification Act are apprentice, helper, or journey-
man positions and skilled and semi-skilled positions involving the perform-
ance of quantity lithographic reproduction processes, such as presswork,
transferring, photolithography, platemaking, lithographic drafting or engrav-
ing on glass negatives, or copper, zinc, aluminum, or stone plates, and litho-
graphic type composition.

This meaning of the clause "subordinate, incidental, or prepara-
tory to work of a professional, scientifie, or technical character" is
consistent with a decision of the Comptroller General, 10 Comp, Gen. 142,

144, September 19, 1930, in which he commented that the quoted clause "has
relation more particularly to the few assistants of indivdual professional,

scientific, or technical men, and should not be considered as relating to an
entire force of subordinates in the trades or crafts under a bureau or office
simply because the duties and responsibilities of the supervisory officials
may be professional, scientific, or technical in character."

By direction of the Commission:

Very respectfully,

T Al ey

L. A. Moyer
Executive Director
and Chief Examiner

DECLASSIFIED
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(cp cir. 17)

. CIVILIAN PERSONNEL CIRCULAR) WAR DEPARTMENT,
No. 17 ) Washington 25, D. C., 2 February 1944.

Statement of policy concerning employment of minors under 18 years of
age *¥.--1. Some War Department installations in labor shortage areas have
found it expedient to employ minors under 18 years of age. Wherever this
practice is followed, interference with the public requirements for the
education of minors must be avoided, regardless of the need for labor. In
addition, speecial attention should be given to the health and safety of
young workers. To this end the following directions are given as War Depart-

JF ment policy for all employment of minors under 18 years of age within the
» & continental limits of the United States, including Alaska. Arrangement for
) employment of such workers will conform to this policy and any existing

arrangementS in confliet with it will be revised immediately.

2. General requirements.--The administration of the program for employ-

ment of youth under 18 will be a special responsibility of the personnel

. officer. This circular sets forth only basic points to be observed. The
personnel officer will set up any further standards which the local situation
may require.

a. No person under 16 years of age will be employed by 2 War Department
installation.

b. A letter of parental consent to employment will be filed in the 201
file of each minor under 18 employed. An age certificate will also be
required, and filed in the 201 file. Such certificates may be furnished by

. the publie school through cooperation with the Civil Service Commission or
United States Employment Service, and attached to the worker's application,
Civil Service form.

¢. Determination as to whether an occupation is suitable for minors
under 18 will be made by the medical officer of the installation when re-
quested by the personnel officer. 1In all cases, however, no minors will be
employed in hazardous occupations. Hazardous occupations will inelude those
which have been so declared by the Chidren's Bureau:

. (1) Work in or about plants manufacturing explosives.
(2) Motor vehicle driver or helper on motor vehicle.
(3) Work in or about coal mines, with certain exceptions.
(4) Logging and sawmilling, with certain exceptions.
(5) ° Operation of power-driven woodworking machines.
(6) Work involving exposure to radioactive substances.
(7) Other activities that may be so defined by the Children's
Bureau under the Fair Labor Standards Act.

d. Where a number of students or other young workers are employed, the
installation has the responsibility for checking periodically on the health of
such employees and for giving special attention to the maintenance of

*Thga ecircular is in accordance with the prineiples prescribed in the
"Statement of Policies and Standards Governing the Nonagricultural Employment
of -In-School Urban Youth under Eighteen Yeara of Age," issued jointly 3
September 1943, by the War Manpower Commission, United States (Qffice of
Education, and the Children's Bureau.

DECLASSIFIED
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(cP Cir. 17)

healthful, safe working conditions. Care should be taken to allow adequate
rest and meal periods.

e. Evening employment in no case will be permitted between 10 p.m. and
6 a.m. The elosing hour ordinarily should be earlier. There should be at

least 9 night hours free from employment. Adequate provision for the safety
and welfare of minors who work on an evening sMift should be made.

f. Work will not be performed on more than days of the week.

g. Wages for minors under 18, whether such workers are employed on a
full-time or a part-time basis, will be determined as for adults doing
similar work. In the War Department, 8uch wages will be set either in

accordance with the Classification Act, or in Accordance with prevailing
rates of pay, through wage board procedure.

3. Employment of school children.--The following regulations will rep-
resent minimum standards to be observed in employing in-sehool youth. In
many cases, individual adjustments will pe fnecessary where maximum hours of
work are too strenuous. TIn no case, haw&ver, will these standards be lowered
or relaxed.

a. Daily hours of work will not exceed 4 on school days and 8 on
Saturdays. The maximum work week will h

sessions and work will not exceed Iransportation factors should be
taken into account, hours of work being shortened where an unusually long
period is required in going to ang from work,

b. Minors attending sehool will be given part time appointments made
in accordance with Civilian Personne] Regulation No. 145.1, Fart time
employment. All such employments wi]] be limited to a ter& of less than 1

year. The daily and weekly tour of duty for such employees will be fixed as

8 definite number of hours, and in no cage will mo h
c. Every effort will be made i re hours be worked.

avoi ; 2
full-time basis of minors under 1§ who h:i: Eizr?itment i e
d. All recruitment and employme
18 who are attend ing school will
the appropriate public school aut
Commission or TUnited States
only where the Civil Service

2 a day,

-time basis of minors under
h the specific approval of
United States Civil Service
Such labor will be emp loyed
States Employment Service

be conducted wit
horities and the
Employment Service,

Cnmmissimn or United

Service and the school authorities, dﬁtermizg :;eg:lzzd EE?tEH‘EmplﬂFmiﬂt
students may be used. In general, Students wilq . hr which in-schoo
(1) Which interferes with full-time sehogl e used for work--
(2) In a manufacturing OcCupat o 0ol work:
(3) In any way dangerous op Unusyua
Checking, shipping, clerical woplk

11y strenuous.
of occupations appropriate for sSuch wo

y Messen

4. TIn addition to the fore
will conform with Federal and 9t
ordinances dealing with school a
over the respective areas in whi

€0ing standapgg
ate Ghild—lﬂbﬂr
ttenﬂﬁnﬂﬂ and ch
Eh thﬂ. iﬂET-Elllat.

y War De
lawg and 1
ild labor

ions

ocal municipal

are located,
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(cP Cir. 17)

5. Attention is directed to The Adjutant General's Memorandum, AG 680.42
{7-15_41} ME-M, 16 August 1941, on related aspects with reference to minors,
subject, "Activities of Children in Army Camps."

(A.G. 230.1402 (2 Feb 44).)

By order of the Secretary of War:

WM. H. KUSHNICEK,
Director of Civilian Personnel
and Training.

OFF ICIAL:

J. A, ULIO,
Major General,
The Adjutant General.

DECLASSHWED
Autimrity&lﬁgo 18-—
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(CP ¢ir. 18)

CIVILIAN PERSONNEL (CIRCULAR ) WAR DEPARTMENT,
No. 18 ) Washington 25, D. C., 3 February 194k,

Final salary payment for civilian employees of War Department
returning to United States from oversea stations ----ccemeeeo_____ 1

Payment of travel vouchers of civilian employees returning
from oversea stationg -------—-—-ccen oo e T T TS ——— o I3

I--Final sa nt for civilian employees of War Department
returning to United States from oversea stations.--1. Scope. --The pro-
visions of this circular will apply to all War Department civilian per-
sonnel except--

- a. Employees of contractors, and

b. Civilien employees of the Transportation Corps on vessels op-
erated by the War Department in accordance with paragraph 4, AR 55-305.
The Chief of Transportation will issue such regulations as may be nec-
eapary to Implement this procedure for marine personnel.

2. A procedure has been established to facilitate the payment of
salaries dus ¢ivilian employeee of the War Department being returned to
the United States for termination of employmsnt:

8. Oversea statlons returning civilian personnel through stations
listed in paragraph 3 will adhere to the procedurs preacribed below.

b. Where civilian personnel are returned via air and not through
those stations listed in paragraph 3 oversea stations mAy prepars and
effect final salary payment or follow the procedure outlined below,

whichever 1s more practicable. When final salary paymente are to
be made by oversea statioms, the employees concerned will be ao
notified. Iump sum paymente of final salary are not authorized,
The proportinate amounte due each pay period will be paid.

3. The following War Department ports of embarkation im the
United States will effect final salary payments when provided with
the nescessary authorlzation and information:

&, Boston Port of Embarkation, Boston, Mass,

b, Charleston Fort of Embarkationm, Charleston, 8. €.
¢. Hampton Roads Port of Embarkation, Newport News, Va.
d. New Orleans Fort of Embarkation, New Orleans, la,
e. HNew York Port of Embarkatlon, 1st Avenus and 58th
Street, Brooklyn, N. Y. ;
f. Ban Franclsco Port of Embarkation, Fort Maeson, Calif,
g. BSeattle Port of Embarkation, Seattle, Wash.
b. TLos Angeles subport of Emharkation, Los Angeles, Calif,

%, Procedure.--a. The appropriate authority at the oversea station
will authorize the appropriate War Department statlion listed in para-
graph 3 to prepare pay rolle for salary dus by furnishing ths following
to that station:

(1) Three coples of Form CP-50 (Report of Field Personnel Actian)
(copy attached) executed by the oversea station.

DECLASSIFIED
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(CP Cir. 18)

(a) "Effective Date", item No. 3, will be "Upon Expira-

o tion of Annual Leave."

(b) The "Remarks" will contain a statement indicating the

& mount of accrued ennual and sick leave to date of
employees' departure from oversea station.

(¢) In tranemitting copies of Form CP-50 to the appropri -

iy ate statlion, request will be made for the command-
Ing officer of such station to set the effective
date of termination, including all leave due the
employee after the employee arrives at his destina-
tion stated In the travel orders. No charge will

be made to annual leave while the employee ig in
official travel statua.

(d) Reason for termination.
(e) If Forms CP-50 are not available,
tion will be submitted by letter.
(2) Copy of travel orders, which will contain in addition to
the usual information found therein, the following:
(a) Designation of position, grade, Balary,
base and overtime, and gl11 authorized

ductions, such ag retirement
allotments.

| @ | A

necessary informs-

Pay roll de-
» Withholding tax, and

showing number of hours
ked at 8traight time ang
overtime,

(¢) Payment data, including voucher numbey,

officer and 8ymbol laat paig by, and dat
which last paiq. E 5 > een

(d) Finance Department General Allg

chargeable.

(e) The amount of accrued annual ang
to date of departure.

(f) Destination to which return transportation ig author-
ized at Government eXpenss,
(g) Authorizetion fop one of

Bick leave earned

of conditions of em loyment.
b. The appropriate authority at the overses station willpcam-
plete the following actlona:

(1) If the person has made oys an allotpy
ent, W.D.
Form No. 30 (Notificatiop » W.D., A.G,0

; of Discuntinuanca of Allot-
ment) will be Completed at the overges station, Bn:
copy wlll be gent direct tgo the Office of Depende
Beneflits, Newark, Ne £ it

3 JEIH&F: With directy
0
acknowledgment of gycp diacuntinuﬂnca t Ne Lo remit

the United States offecting 1
to the oversea station. ?E nal payme

Office of Dependency Benefitg will
_ ordinarily pe made
vie radiogram with W.D,
. er » A.G.0. Form po. 50 a8 a follow-
(2) The employee will be Inforued of the

above ctione, of the
--E__
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(1)

The
(1)

(2)

(3)

(4)

—~d
L&

(2)

(3)

.

station designated to handle final salary payment, and
of the procedure prescribed In c(1) below to secure pay-

(CP Cir. 18)

ment.
employee will--
Report to the appropriate War Department gtation in the

United States authorized to effect payment for terminal
annual leave and present cOpy of travel orders, Or cCom-

municate with station by mail inclosing copy of travel

orders and advise address to which checke should be

mailed.

designated stetion in the United States will--

Upon receipt of authorization and pay roll information
from oversea atation and upon receipt of copy of travel
orders from employee and notification from employee of
address to which checks should be malled, prepare at
+he end of each pay roll period a W. D. Form 43 and Ll
and other necessary documents covering payments due the
employee and submit same tO local disburseing officer.
A1]l necessary information will be entered in the head-
ing of W. D. Form 43, and under "explanations” will be
ontered "Final pay - oversea eservice," and reference

e to the authorization of such pay by date.

will be mad
guch Pagmﬂnt will be charged to the approprlate oversea

theater apprﬂpriatiun.
Report tO the oversea stations at the beginning of each

month the names of employees being carried on the rolls
sor purposes Of final pay and the funde expended for
th. This will include the date of termina-

the past mon
of employment occurring during the month for each

tion
employee -

get the effective date of termination to include terminal
gnnual leave due the employee and insert same on coples

of Form CP-50. (One copy of Form CP-50 will be for-
warded to the Civil Service Commission, Washington,
. O and one copy given to the employee.

After the last pay period, prepare a Form W. D. 51 for
petirement deductions withheld from final salary pay-
menta and pemit form to the Civilian Retirement Records
Branch, Adjutant General's Office, Temporary Building
x, Washington 25, D. C. The "Remarks" block on Form W.
p. 51 will bear the notation "Final pay - oversea serv-

ica."

prepare Treasury Department Form W-2, (Statement of In-
come Tax withheld on Wages) if withholding of tax is
made .

roll deductions from final salery payments.

E;tiremﬁnt deductions--Will be made from salaries for
terminal leave if deductions were made at the over-
gea statiod,

Withholding tax--Deductlons will be made from salaries
for terminal leave only when withholding was made at
+the oversea station.

Bonds--Bond reservations will be canceled at the oversea
gtation before the employee returns to the United

_5_
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¢ &
States. No bond deductions will be made from final sal-

ary payments.

(4L) Allotments--Deductions for allotment will be continued un-
til acknowledgment is recelved from the Office of-De-
pendency Benefits (see b(1) above) that "Notification of
Discontinuance of Allotment" has been recelved, as rs-
quired by AR 35-5520. The Office of Dependency Benefits
will advise the date to which the allotment has been
pald and will authorize the repayment to the employee of
any pay in excese of allotment paid.

(CP Cir. 18)

II--Payment of travel vouchers of civilian employees returning
from oversea stations.--1. War Department stations listed in paragraph
5, section I, will assume responslbllity for certifying travel vouchers
of civilian employees traveling to the United Statee on orders from
oversea stations.

2. A responsible officer of the oversea station will--

&. Authorize the appropriate station listed in paragraph 3, mec-
tion I, by specific designation in travel orders to certify wvouchers
for travel pursuant to the travel orders lssued by the oversea station.

b. Furnish the station 1n the United States with--

(1) A copy of the travel order.
(2) Date employee entered on travel status.

c. Advise employee as to station authorized to certify travel
voucher.

5. The employee will prepare travel voucher and submit same with

a true copy of travel orders to appropriate station in the United
States for approval,

. The certifying officer of the station in the Un’ted States

will check and approve the voucher, and submit to a local disbureing
officer for payment.

(A. G. 248 (3 Feb bh).)

By order of the Secretary of War:

WM. H. KUSHNICE,
Director of Civlilian Personnel
and Training.
Officisal:

J. A, ULIO,
Major General,
The Adjutant General.

1 Incl.
Form CP-50.

L ll‘ 4 24=-HPTE4AABCD-38300
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(cP cir. 19)

& CIVILIAN PERSONNEL CIRCULAR ) WAR DEPARTMENT,
No. 19 ) Washington 25, D.C., 5 February 194k,

Approval of W.D. Form No. 43 - TBM, Individual Farnings Record.--

1. Attached ie a reduced copy of W.D. Form No. 43 - IBM which has been
prescribed by the Comptroller General of the United States in his let-
ter, 14 December 1943, A-51624, as the form to be used in pay roll of-

fices using International Business Machine tabulating equipment. The

size of the form will be 103 by 163 inches. Requisitions for this

form should be submitted through regular supply channels.

. 2. This circular will not be interpreted as an indorsement by
+the War Department for using Internmational Business Machine tabulating
equipment in pay roll offices, but prescribes a form to be used where

. such equipment is 1n use. See CFR 120.17-2.

! (A. G. 315 (5 Feb 44).)

By order of the Secretary of War: -

WM. H, KUSHNICK,
Director of Civillan Persomnnel
and Training.

OFFICIAL:
J. A, ULIO,
Major General,
The Adjutant General.

r

1 Engl
W.D. Form No. 43 - IBM, Individual Earnings Record.
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EMFLOYEE
NUMBER

dAMAISSVIDHa

CARD
e INUMBER
Employees Last Nome First Nome Middle Naome Enfd onDuly Oa jce  Birth Sec. Sec. No Force — Service = Gommand |
Employees Address Efraaf Designafion of I[nsfallafion
 Employees Address Town Stafe Oivision or Secfion
Maoame of Spouse Location
P X TAX AR R ZATIONS
[ EX. Dots | Daofe Action ype Action asignafion rade Hale t atus ive Date |Pur. Price | Amt.Ueducl] Gode|  Mama(s) ond Addrassies) of Foyess
1
i i e Rl " B | = ™
Date PAYROLL Ng | SCHEDULE OF NORMAL PAY AND DEDUCTIONS DISEURSING OFFICER -~SYMBOL NUMBER
!
| L
CODE Pay P_EH REGULAR SALARY OVERTIME DEDUGTIONS HNET AMT [WAR SAVINGS BOND YOUGHER EXPLANATION
Mo. Doy| Time Amount Time| Amount Fed.Tox | Ratirm't.  [Codel Olher Bond PAID (3P e Puret 5|i Balance Mumbar | Mo.

INDIVIDUAL EARNINGS RECORD - WAR DEPARTMEMT FORM NO. 43-1BM - Form prescribed by Comptroller Gemeral, U. 5., December 14,1043
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(CP Cir. 20)
CIVILIAN PERSONNEL CIRCULAR ) WAR DEPARTMENT,
No. 20 ) Washington 25, D. C., @ February 194k,

Equal compensation for egual work, 1freagﬁctiva of sex.--Section II,
Civilian Personnel Circular No. 26, 6 September 1943, is rescinded and
the following substituted therefor:

1. The policy of War Department wage administration is to pay equal
compensation for egual work. The manpower demands of the war emergency
have made it necessary and advisable to employ an increasing number of
women in war jobs which had previously been considered open only t2 msn,
General Order No. 16, National War Labor Board, 24 November 1942 provides:

"Adjustments which equalize the wage or salary rates paid to females
with the rates pald to males for comparable quality and quantity of work
o the same or similar operations, and adjustments in accordance with this
policy which recognize or are based on differences in quality or quantity
gf wzrﬁ performed, may be made without approval of the National War Labor

oard.

. 2. Inequalities in the pay of women employees of the War Department
will therefore be adjusted in accordance with the above order. Eéport
w%ll be submitted through channels to the War Department Wage Administra-
tion Agency in all cases in which the wage rates of female émployeea are
adjusted to equalize them with the rates of male employees. Such rate
ad justmentes will be subject to review by that agency. ;

(A. G. 248.3 (9 Feb Lk).)

By order of the Secretary of War:

WM., H. KUSHNICK,
Director of Civilian Personnel
and Tralning.

UFFICIAL:Z
J. A. ULIO,
Ma.jor General, i
The Adjutant CGeneral.
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(CP Cir. 21)

CIVILIAN PERSONNEL CIRCULAR) WAR DEPARTMENT,
No. 21 ) Washingtcn 25, D. C., 21 February 194k.

Reporte of personnel actlions, form of employee's nams.--1. The
Department is in receipt of a letter fram the Clvil Service Commission
calling attention to difficulties arlising from inconsistency in the
form of employees' names on Forms CP-50 and AC-CP 50. For example, an
employee'se name may appear as Jokn J. Smith on the certificate or
aunthorlzation for appolntment, but hls appolntment instrument identifies
him as John Joseph Smith, and later J. Joseph Smith is used on a report
of promotion or separation. Since the Commission maintains approxi-
mately 5 million indlvlidual servlce records, 1t 1s imperative that the
employee's name be coneistent Iin form on all documents which must be
ldentified for filing with the employee's service record.

2. Accordingly, personnel officers should exercise care to assure
that the employee's name is consistent on all such documents, including
application for employment (Standard Form No. 57 or No. 60) and sub-
sequent reports of personnel actions. The form of name may follow
elther of two patterns; first name, middle initlal, last name, or first
Initial, middle name, last name, so long as conslstency is observed.

5. The Civil Service Commiesion has lndicated that reports of
perscnnel actions which do not conform to the above instructions will
be returned to the amploying station for correction.

(A.G. 230.7 (21 Feb Lk).)

By order of the Secretary of War:

WM. H. KUSHNICK,
Director of Civilian Personnel
and Training.

OFFICIAL:

ROBERT H. DUNLOP,
Brigadier General,

Acting The AdJutant General.

DECLASSIFIED
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IMMEDIATE ACT1ON
(CP Cir. 23)

CIVILIAN PERSONNEL CIRCULAR ) WAR DEPARTMENT,
No. 23 ) Washington 25, D.C., 25 February 194k,
Sactlion

Preparation and submission of 1943 Individual Earnings
Records (W.D. Forma No. 43) for audit ......cceu.. St s T

Digposition of clvlilian pay roll files, deactivated
EtﬂtiDnE & % F & F FF S ESFREFERRE RS eSS ER R R e g E R FE BN C II

Submission of Retirement Report (W.D. Form No. 51) on
furloughed employees ....... B0 R R S S e e e A A e TIT

T--Preparation and submission of 1943 Individual Farnings
Records (W.D. Forms No. 43) for audit.--1. Clvilian Personnel Regu-
lation No. 120, Payment of Civilian Personnel, 13 December 1943, pro-
vides complete insitructicne for the maintenance of pay records and
final forwardlng of Indlvidual Earnings Records to the Army Reglonal
Accounting Offices for audit by the General Accounting Office (see
CFR 120.14-6 and 120.9-7). The Individual Earnings Records main-
tained for the year 1943 must be submitted to the Army Regional Ac-
counting Office prior to 1 May 194k, To facilitate the audit and
to hold exceptions to a minimum, it 1s necessary that the Individusl
Earnings Records be In as good a condition and as complete as is
practicable. The Individual Earnings Records should be carefully
checked prior to shipment to the Army Regional Accounting Office for
the following items: 5

&, Employee's name. Last name, first nams, middle name or initial,
Soclal Securlty number,
lName and address of the Installation.

., Datesa of entrance on duty and cath of office,

Tax exemption atatus,

. Appolntment and status changes. Dates of action, effective
dates, types of actlon, and designation. Grades and rates must agree
with or be reconclled to pay entriles, :

g. Explanations. Thle block must contaln a complete explanation
o’ every pay entry which is a wvarlation from normal or standard pay.
Each explanation should be keyed to the proper entry. Explanations
should be brief, but must be clear and complete. All L.W.0.P. and
AM.0.P. dates must be shown in accordance with CPR 120.9-4d(2) (p. 95)

.E. War Bond authorizations. Information in this block mugt be
complete and show all authorizations and/or cancelations,

1. War Bond record. The serial numbers of all bonds issusd to
the employee must be shown. Where the war bond account wag maintained
on a geparate record, this record will be stapled to the Individusl
Earninge Record.

d- The disbursing officer's symbol number, vouche
month of payment must be shown.

k. The Indlvidual Earnings Records must be
totaled. The yearly totals for columns 6 to 22, Eizii;iiec%ziz: iﬂd
columns 7, 9, and 17), must be shown. Where quarterly and Bami_ﬁnnuﬂl

Iwlao|lAalo) o

I number, and
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(CP Gir. 23)

totals have not been entered, it will be satisfactory to enter only
the yearly totals.

2. After i1t has been determined thaet the Incividual Earnings
Records contain all the required information and have been totaled
and balanced for the year, all Individual Earnings Records active,

inactive, and coples for deceased and mentally incompetent employees
(the originals having been transmitted with the claim to the General
Accounting Office) for the entire year must be arranged in one strict

alphabetical order regardless of pay roll arreangement. The Individual

Earnings Records will then be gerially numbered in the black-bordered
box titled "Card No."

5. Individual Earnings Records Certification (now called the
Individual Farnings Records Summary Control (W.D. Form No. 61) (see
CPR 120.11), after being balanced with the Individual Farnings Records,

must be submitted in triplicate. At, least the orlginal must be signed
by the certifylng and disbursing officers.

4. The Individual Earnings Records must e ¢

All packages must be clearly ldentified to the total shipment. For
example, 1f 1t were necessary to pack the Individual Earnings Records
in four packages, the packages would be numbered ag followa: "1 of 4"
"2 of 47, "3 of L7, and "4 of 4". The Individual Earnings Recopds —
Certification (all three coples) and a letter of transmittal will be
included in package No. 1 1f there is more than one package.

arefully packed. 0

Careful
conslderation should be given to the slze and weight of the package
to determine the best method of transportation, but the certifying ‘

officer should ascertalin that the method of shipment to be used
requires signature of recelpt by the Army Regional Accounting Office.

5. Each package ls to be clearly marked as follows:
Civilian Pay Roll Records.
6. Address each package as follows:

Regionel Representative, Civilian Pay Roll Administration
Section, Office of Fiscal Director, Army Service Forces,
c¢/o Army Regional Accounting Office, (Address of Army
Regional Accounting Office to which records are to be

sent, see CPR 120.1k4-6.)

II--Disposition of civilian pay roll files, deactivated
stations.--1., CPR 120,14-6c requires that all pay records (see CFR
120.14-2) of deactivated stations will be sent to the appropriate
Army Regional Accounting Office immediately after deactivation and
completion of all payments due the employees.

2. Prlor to publication of CPR 120, acting under the provisions
of paragraph 7f(1), Circular No. 133, War Department, 1943, deactivated
gtatlions Ehippgﬂ their Individual Farnings Records with the Individual
Earninga Records Certification to the Reconciliation and Clearance
Division, General Accounting Office, Washington 25, D. C. These are

DECLASSIFIED ey
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(CP Cir. 23)

now being turned over to the appropriate Army Regional Accounting
Of fice for audit by the General Accounting Office.

3, To permit audit by this agency and to aid in the removal of
objections found a8 & result of the audit, higher echelons to whom
the pay roll files have been turned over by the deactivated stations
7ill immediately transmit these Files to the appropriate Army Regional
Accounting Office (see CFR 120.14-6d) with a letter of transmittal
giving all Information necessary to jdentify these files to the
, Individual Earnings Records previousely transmitted to the General

Accounting Office.

TII--Submission of Retirement Report (W.D. Form No. 51) on
furloughed emplo, oeg.--1. Attention is directed to Civilian Personnel
Regulation 1EG.T-EEEH] which provides that a report on W.D. Form No.
51 should not be submitted to the headquarters retirement office for

loughed until the periodic reports are

employees Who have been fur
called for.

Attention is also directed to section I ebove regarding the
the Individual Earnings Records to the appropriate

Accounting Office prior to 1 May 194k, Certifying

14 ascertain that Forms No. 51 have been prepared on all

nich were procesged during the last 6-month period of

2.
+ransmittal of
Aymy Regionel
officers shou

5. Tnasmuch as the Individual Earninge Records are the source
for obtalning t+he information required on the W.D. Forms No. 51,
hereafter such reports should be prepared at the time the furlough is
effected and retained in file until the next pericdic report 1ls made.

(A.G. 248 (24 Feb 4h). )

By order of the Secretary of War:

WM. H. KUSHNICK,
Director of Civillian Persommel
and Treaining.

OFFICTIAL:
dy A OLIUy
Ma Jor General,
The AdJjutant Gensral.

I}EELASSIFI Eﬂ
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(CP Cir. 23)

now being turned over +o the appropriate Army Regional Accounting
Office for audit by the General Accounting Office.

3, To permit audit by this agency and to ald in the removal of
objections found &8 & result of the audit, higher echelons to whom
the pay roll files have been turned over by the deactivated stations
will immediately +ranemit these files to the appropriate Army Regional
Accounting Office (see CFR 120.1k-6d) with a letter of transmittal
giving all _information NOCEBEA-J to identify these files to the
Individual Earnings Eecarﬂﬂ_greviﬂuﬂly transmitted to the General

Accounting Office.

11T--Submission of Retirement Report (W.D. Form No. 51) on
furloughed QEE;DJEEE.—-l. Attention is directed toO Civilian Personnel
Regulation 129_7_uE{h} which provides that a report on W.D. Form No.
51 should not be submitted to the headquarters retirement office for
employees who have been furloughed until the periodic reports are

called for.

5. Attention ls also directed to section I above regarding the
transmittal of the Individual Earnings Records to the appropriate
Army Regional pAccounting Office prior to 1 May 1944, Certifying
officers should ascertain that Forms No. 51 have been prepared on all
furlough cases which were procesged during the last 6-month pericd of

1943.

3, Inasmuch as the Tndividual Earnings Recorde are the source
for obtaining the information required on the W.D. Forms No. 51,

hereafter such reports should be prepared at the time the furlough is
effected and retained in file until the next periodic report is made.

(A.G. 248 (24 Feb 4k).)

By order of the Secretary of War:

WM. H., KUSHNICK,
Director of Civilian Peraommel
and Tralning.

OFFICTIAL:
J. A, ULIOy
Major Genseral,
The AdJutant Gensral.
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(CP Cir. 27)

CIVILIAN FERSONNEL CIRCULAR) WAR DEPARTMENT,
No. 27 ) Washington 25, D. C., 9 March 194k,

Employment of part time personnel.--1., Attached for the information
and guidance of civillan persomnel officers i1s Clvil Service Commission
Depertmental Circular No. 468, 24 February 194k, subject as above,

2, Departmesntal Clrcular No. 468 amsnds Departmental Circular No,
389, Revised, 10 July 1943, The provisions of Departmental Circular No,
389 are incorporated in Civilian Personnel Regulation No. 145, 13 July
1943, Part time and intermittent employment.

3. Departmental Circular No. 468 will be effective throughout the
Department pending appropriate revision of CPR 145,

(A, G, 230.14 (9 Mar 4k),)

By order of the Secretary of War:

WM. H. EUSHNICK,
Director of Civilian Personnel
and Training.

CFFICIAL:
Je A. ULIO,
Major General,
The AdJutant Genseral.
1 Incl,

Civil Service Commisaion Departmental Circular No. 468,

24-THL1BAABCD-80,300
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UNITED STATES CIVIL SERVICE COMMISSION

WASHINGTON, D. C.

February 24, 1944
XS:SHK:alb

DEFARTMENTAL CIRCULAR NO. 468
(Amends Departmental Circular No. 389, Rewvised, of July 10, 1943)

SUBJECT: Employment of part-time perasonnel .

In order to simplify procedure for converting to full-time the appoint-

! ments of part-time personnel who may become available for full-time employ-
r ment, sections 3 and 8 of Departmental Circular No. 389, Revised, are here-
. by a;nended as follows: (new material underscored)

n(z) Nature of appointments

Where persons who apply for part-time employment are
equally qualified with the best qualified persons available
. for full-time employment, they will be certified. for
. Temporary War Service Anpointments Not to Exceed One Year
(Full-time). Fersons so certified may be appointed for
part-time duty. Section 6 does not apply to persons so
certified and their working hours may be fixed at the dis-
cretion of the appointing agency subject to existing
provisions of law, Executive Orders, and Comptroller General's
decisions.

Where persons who apply for part-time employment are
. tully qualitfied out are not equally gualified with the best
gualitied availaole for tull-time duty, their appointments
will be authorized as Temporary War Service Appointments
Not to Exceed One Year (Part-time)."

"(8) Change-in-Status

a. The following changes-in-status will require prior,
approval of the Commission:

l. Any change-in-status of a part-time employee
involving a change in grade or duties.

2. Any change-in-status of a part-time employee to
full-time, whether or not a change in grade or

duties is involved, except as indicated in b-2
. and b-3 immediately“below.

DECLASSIFIED b. The following changes-in-status will not require
Authorityp JuD %13- approval of the Commission:
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By direction

An intra-agency transfer of a part-time employee
to another part-time position not involving a
change in grade or duties.

A change-in-status of a part-time student employe. |
to temporary full-time for any period during which
the school he attends is not in session, provided
no change in grade or duties is involved. (In k
this connection see Departmental Circular No. 460)

A change-in-status to full-time work of a part-time

employee whose appointment was originally authorized

as "Temporary War Service Appointment Not to Exceed

One Year (Full-time)," provided no change in grade

or duties is involved, and provided further that no

extension of the duration of the original appointment

is made without prior approval of the Commission." .

of the Commissinon:

Very respectfully,

Tk clop -

L. A. Moyer
Executive Director
and Chief Examiner

DECLASSIFIED
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(CP Ccir. 29)

CIVILTAN PERSONNEL CIRCULAR ) WAR DEPARTMENT,
No. 29 ) Washington 25, D. C., 16 March 194k,

Approval of personnel action.--Paragraph 2, Clylilian Personnel
Circular No. 69, 16 December 1943, is rescinded and the following
substituted therefor:

o, (Qivilian personnel actions (Form CP-50, AC-CP-50) must be
signed by the official of the installation who is authorized in writ-
ing to approve personnel actions. Such authority must originate from
a delegation of authority from the commanding general of the appro-
priate force, service, or command to the officlal exercising the
command function at the installation; such officials may authorize

in writing subordinates (preferably by position title) to sign per-
gonnel actions provided the delsgation from the force, service, or

command authorizes such action, In any event, if a subordinate is
authorized by an official in command to sign personnel actions, he
must sign his own name personally "For the Commanding officer," or
"By Order of the Commanding Officer," etc. The subordinate will not
authorize another individual to eign in his place, except when the
individual is acting in his position because of his absence from

duty.
(A.G. 230 (16 Mar W4h).)

By order of the Secretary of War:

WM, H. KUSHNICK,

Director of Civilian Personnel
and Training.

OFFICIAL:
J., A. ULIO,
Major General,
The Adjutant General.

DECLASSIFIED
Authority, jug ﬂ q’ﬁlg—

24=TBLETABCD=39 , 300



(CP Cir. 30)

CIVILIAN PERSONNEL CIRCULAR ) WAR DEPARTMENT,
No. 30 ) Washington 25, D.C., 20 March 194k,

Tuberculoglis--standard for determining as to employabllity of
persone with a history of.--1. Attached is Clvil Service Commisaion
Departmental Circular No. 472, 3 March 194k, subjJect ae above, for
the Information and guidance of all concernmed. Appolnting officers
are responsible for determining that appointees fulfil phyesical re-
quirements for positions to which they are being appointed, and in
doubtful cases should consult with the medical offlecer located in the
approprilate Clvll Service reglonal office, or with the Medical Divieion
of the Civil Service Commission, Washington 25, D.C. see CFR 35.1-4,

2 ﬂppninting_ﬂfficarﬂ at fleld installations may obtaln s lim-
ited supply of Form 4434 by contacting the appropriate Civil Service

Commisslon reglonal office. Appolnting officere In the Departmental
. Service 1n Washlington may cbtaln a small supply from the Civlil Serv-
| lce Commission (extension 3076).

(A.G. 710 (9 Mar 44),)

By order of the Secretary of War:

WM, H, KUSHNICK,

Director of Clvilian Personnel
and Tralning.

OFFICIAL:
J, A, ULIO,
Major General,
. 4 The Adjutant General.
1 Tnol.,
Civll Service Commission Departmental Circular No. 472.

I DECLASSIFIED
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UNITED STATES CIVIL SERVICE COMMISSION
Washington 25, D. C.

March 3, 1944
M: ARB: MBK

DEPARTMENTAI CIRCULAR NO. 472
TO: HEADS OF DEPARTMENTS AND INDEPENDENT ESTABLISHMENTS

SUBJECT: Tuberculosis - gstandard for determining as to employablility
of persons with a history of

The Commission's physical standard covering persons with active
tuberculosie (or who have 8 history of that condition) has been:

"Pergsons with tuberculosis may be admitted to

but they will not be certified for ap-
ti1 (1) the condition has been arrested
and (2) the general health is

examination,
pointment un
for at least 1 year,

good.

This requirement has been amended to conform to the elassifica-
tion of the National Tuberculosis Association of an arrested case which

is as follows:

Arrested Case:
(1) Constitutional symptoms absent.

(2) Sputum, if any, must be concentrated and
found mieroscopically negative for tubercle
bacilli.

(3) Lesions stationary and apparently healed

according to x-Tay examination; no evidence

of pulmonary cavity.

These conditions shall have existed for a

eriod of six months, during the last two
of which the patient has been taking one
hour's walking exercise twice daily, or its

equivalent.

(4)

DECLASSIFIED
Authority, u s SF3075

aprd with regard to arrested cases applies to
Federal employments where the work is light, sedentary or moderate and
where the employment is not subjeoct t? unysuﬂl hazards of temperature,
humidity or dusts OT other air cﬂntﬁm1nat1ﬂn._ GEnﬂrallg_this requirement
will apply toO desk and sedentary types of Pﬂslt}ﬂﬂﬁﬁ For arduous duty
positions a longer period of arrest may be required depending upon history
of amount of disease, recommendat ions of private physician or hospital, and
the opinion of Federal medical examiner who reviews case,

The above new atand

+ion discloses a history or other evidence of tuberculosis
et the above standard, the Commission will aceept
referral will not be made until medical evidence

If an applica
and the applicant cannot me

the application. However,
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based on the above eriteria is furnished by the applicant that the condition is
arrested and that consequently the employment of the individual will not con-
stitute a hazard to himself, fellow employees or others in accordance with pro-
visions underscored in preceding paragraph.

A special form, No. 4434, sample attached, must be executed to determine
the condition. Limited quantities of this form will be furnished upon request
by calling the Office Services Division, Civil Service Commission, extension
3076. The fee for this examination must be paid by the applicant where made by
a private doctor of medicine.

When a history of tuberculosis is disclosed at any stage in processing of
a case, the special form must be secured and approved before either certifica-
tion or appointment. In cases where a history of tuberculosis is not disclosed
until the case is processed for appointment the special form must be executed
and approval given by either the medical officer of the employing agency or,
upen request, by the medical officer of the Commission's centrel office or re- .
gional office, before appointment can be made. The special form must be com-
pleted and approved as outlined above, even though the regular medical certifi-
cate has been submitted. Ordinarily only one filirng of the form will be required
in order that the applicant may mot be put to unnessary expense.

The new procedure will be effective one month from the date of issue of this
circular. TInquiries concerning procedure under this circular should be referred .
to the Medical Division, Civil Service Commission, extension 3008.

By direction of the Commission:
Very respectfully,
T Al oepar
L. A. Moyer .

Executive Director
and Chief Examiner

Attachment .

rm 4454 . :
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(CP Cir. 31)

CIVILIAN PERSONNEL CIRCULAR) WAR DEPARTMENT,
No. 31 ) Washington 25, D, C., 24 March 194L,

Employment practices in compliance with War Manpower Commission
policiesa.--1. Attached hereto for the information and guidance of

civilian personnel officera is the Civil Service Commission De-
partmental Circular No. 442, Supplement No. 3, 13 March 194k, to
which is attached War Manpower Commission Regulation No. 5, Revised,

2. Civilian Personnel Circular No. 49, 4 November 1943, in-
cluding sttachments thereto, is rescinded. Special attention is
directed to Civilian Personnel Circular No. 70, 21 December 1943,
concerning the furnishing of statements of availability in cases of
undue personal hardship (Section 906.5 (e¢) (2) (i) of the attached

Regulation).
[E. G, 230.14 (24 Mar 44)]

By order of the Secretary of War:

WM, H, EKUSHNICEK,
Director of Civilian Personnel
and Training.

OFFICIAL:
. ROBERT H, DUNLOF,
Brigadier General,
Acting The AdJutant General,

1 Incl.

Civil Service Commission Departmental Circular No. 442, Supple-
ment No. 5.
-1 - 24-77410ABCD-39300
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UNTITED STATES CIVIL SERVICE COMMISSION
WASHINGTON, D. C.

March 13, 1944
X:ER

DEPARTMENTAL CTRCULAR NO. 442, Supplement No. 3

qUBTECT: Employment Practices in Compliance with War Manpower
Commission Policies.

TO HEADS OF DEPARTMENTS AND INDEPENDENT ESTABLISHMENTS :

There is transmitted herewith War Manpower Commission
Regulation No. 5, Revised, effective on and after March 13,
1944, which governs appeals. The new regulation supersedes
the original regulation which was an attachment to Depart-
mental Circular Wo. 442, issued October 19, 1943.

By direction of the Commission:

Very respectfully,

FEE g

L. A. Moyer
Executive Director
and Chief Examiner

Attachment :
War Manpower Commission Regulation No. 3

DECLASSIFIED
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) Title 29 - LABOR
Chapter VII -- WAR MANPOWER COMMISSION
Part 906 - REGULATION GOVERNING APPEALS

[Regulation No. 5]

Pursuant to the authority vested in me as Chairman of the War Man-
power Commission by Executive Orders Nos. 9139 and 9279, Part 906,
Sections 906.1 to 906.9 inclusive, effective May 22, 1943, entitled
"Regulation Governing ﬁpp&a]s,“'{ﬂ F.R. 6816) is hereby amended,
effective March 13, 1944, to read as follows:

Sec.
906.1 Right of appeal. _
906.2 Tirst appeals stage: arcs level.

. 906.% GSecond appeals stage: regional level.
906.4 Appeal to the Cphairman of the War Manpower Commission.

906.5 Bffect of appeal on action appealed from or on further action
in accordance with decision agggaled from.

906.6 General provisions. + _ '
Authority: Secs. a06.1 - 906. 6 inclusive, issued under Executive Order

No. 09139, 7 F.R. 2919, Executive Order No. 9279, 7 F.R.
10177, and lixecutive Order No. 9728, 7 F.R. 46B8l.

906.1 Right of appeal. Any person who claims that any action taken,
action denied, OT decision rendered with respect to him, with respect to
his employer OT with respect to any of his workers, under any War Man-

power Cgmmisﬁigu regulatiﬂn, program, oOr poliey, 18 unfair or unreasonable

as applied tO him, or 1s inconsistent with any such regulation, program

or policy, may appeal from such action or decision in accordance with the
provisions of this regulation. .

. 906.2 First appeals stage: area level. (a) To whom appeals taken.
In areas for whnich an Area Manpower Director and an Area Management-

labor War ManpoweT Ccommittee have been appointed appeals shall be taken
to such Committee and hearings shall be afforded before such Committee,
or, at the discretion of that Committee, before one or more Area Appeals
Committees composed of an equal number of representatives of management
and labor (including agricultural representation, as provided in Section
906.6 (h)), selected by +he Area Manpower Director from a panel chosen
by the Area Management-Labor War Manpower Committee. The Area Director,
or his designated representative, shall serve as the non-voting chairman
of the Area Managﬂment—Lahnr War Manpower Committee in appeals hearings

and of the Area Appeals Committees.

(b) Decision atb first appeals stage.

(1) At the first appeal stage, a decision shall be rendered on
the merits of the case on the basis of the record of the
action from which appeal is taken and the evidence presented
.t the hearing. The decision by a majority of the Committee

DECLASSIFIED
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EEall be final unless further appeal is taken in aceordance
with Section 906.3 (a) of this regulatiqn. Members of the
Committee may file majority and minority reports. In the
event of a tie vote, the case including the complete record
thereon, shall be transmitted promptly to the Regional
Wanagement-Labor War Manpower Committee for review and

decision in accordance with Section 906.3 (b) and (e) of
this regulation.

(2) An :a.a.:l:'e:?l. ?h‘IE_lnagErnent-—LabﬂI‘ War Manpower Committee may take
jurisdiction of, hear and render a decision, which shall
supersede any decision rendered by an Ares Appeals Commit -
tee, on any case assigned by that Committee to an Area
Rppﬁals E'Dmﬂ]ittuﬂﬂ, at any time after the ﬂﬂﬂignmaut of the
case to an area Appeals Committee and prior to the ex-
piration of the pefiod for further appeal or the filing of

a further appeal to the Regional Management-Labor War
Manpower Committee.

(¢) Intermediate appeals stage between area and regional Levels.
A Regional Manpower Director, with the specific approval of the
Chairman, may, with respect to an area presenting special problems
and for which a duly constituted Management-Labor War Manpower
Committee is functioning, provide for an intermediate review stase
between the area appeals stage and the regional level. The review
of appeals at such an intermediate review stage shall be subject,
in all respects, to the procedures and requirements set forth in
this regulation with respect to review of appeals at the regional
level.

906.3 Second appeals stage: regional level. (a) Who may appeal
to regional level. Any person who (i) has a right to appeal as
provided in Section 906.1 of this regulation and (ii) has attended
the hearing at the area appeal level in person or by a representa-
tive, or shows good cause for his failure to attend such hearing,
may appeal to the regional level within the time prescribed for
taking such appeal. Within the same time, the Area Manpower
Director, upon his own initiative, may transmit any case for
review at the regional level, after decision at the area level.

(b) To whom appeals taken. Further appeal from decisions at
the area appeals level shall be taken to the appropriate Regional
Management-Labor War Manpower Committee which may at the discretion
of that Committee, act through a Regional Appeals Committee com-
posed of an equal number of representatives of management and
labor (including agricultural representation, as provided in
Section 906.6 (h)), selected by the Regional Manpower Directior
from a panel chosen by the Regional Management-Labor War Man-
power Committee. The Regional Manpower Director, or his
designated representative, shall serve as fhe non-voting chairman
of the Regional Management-Labor War Manpower Committee in appeals
cases and of Regional Appeals Committees.

DECLASSIFIED
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(¢) Decision at second appeals stage.

(1) The Regional Committee shall render a decision on the basis of
the record in the case unless, in ite judgment a further near-
ing is necessary 1o enable the Enmmitte? to reach a fair and ‘
just decision. If the Committee determines that further hearing
is necessary, the Committee may either conduct such hearing
itself, or remand the case to the area level fbr‘such further
hearing. Tne decision by a majority of the Commitiee shall ?e
final unless further appeal is taken in accordance ﬁlth Section
906.4 (a). Members of the Committee may file mﬁjnrleand minority
reports. In the event of a tie vote on a case 1n which a
decision has been rendered at the area appeals level, the
decision at that level shall be final unless further appeal
is taken. In the event of a tie vote at both the area and
regional appeals levels, the case, including the complete

record thereon, shall be transmitted promptly to the

‘ Chairman of the War Manpower Commission for decision in

accordance with Section 006.4 of this regulation.

(2) A Regional Management-Labor War Manpower Committee may take
jurisdietion of, hear and render a decision, which shall
supersede any decision rendered by a Regional Appeals

Committee, on any case assigned by that Committee to a

. Regional Appeals Committee, at any time after assignment of

the case to a Regional Appeals Committee and prior to the

expiration of the period for further appeal or the filing

of a further appeal to the Chairman of the War Manpower
Commission.

906.4 Appeal to the Chairman of the War Manpower Commission,

(a) Who may appeal. Any person entitled to appeal from a decision
at the area appeals level may appeal from a decision at the regional
. ljevel to the Chairman of the War Manpower Commission, within the time

prescribed for taking such appeal. Within the same time, the Regional
Manpower Director, upon his own initiative, .ay transmit any case to
the Chairman of the War Manpower Commission for review, after decision
at the regional level.

(b) Taking of jurisdiction by Chairman. The Chairman of the War
Manpower Commission may, in his discretion, take jurisdiction of any

appeals case at any stage of the appeals process and render a final s
decision on that appeal.

(¢c) Final decision by the Chairman. The decision of the Chairman
of the War Manpower Commission made after consideration of the record
in the case and recommendations submitted by the National Management-
Labor Policy Committee, shall be final in all cases.

. 906.5 Effect of appeal on action appealed from or on further ac-
tion in accordance with deecision appealed from. (a) Effect of appeal.
Whenever in the first instance or pursuant to a decision on appeal,

the War Manpower Commission or any agent or agency acting on its
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behalf or with its consent, issues a statement of availablility to or
mekes a referral of any worker, neither the appeal or the employer

nor any decision on such appeal (other than a final decision finding

fraud or misrepresentation on the part of the worker) shall in any way

prejudice the right of the worker to whom the statement or referral
had been issued to accept new work on the basis thereof, or the

right of an employer to retain a worker whom he has hir;d in reliance
upon such statement or referral. In all other cases the taking of an
appeal shall suspend the action appealed from pending final decision,

unless the Chairman of the Committee to whom an appeal is taken
specifically directs otherwise.

(b) Immediate issuance of statements of availability or
making of referrals. cept as otherwise provided pursuant %o
subsection (0) of this section, an individual found to be entitled
to a statement of availability or a referral pursusnt to a
determination of the War Manpower Commission or any agent or agency
acting on its behalf or with its consent, or pursuant to any appeal
decision, shall be entitled to immediate issuance of such statement

or referral notwithstanding any appeal or further appeal from such
determination or decision.

(c) Optional procedurs with respeot to issuance of statements
of availabIliTy and making of referrals.

(1) Method of exercising option. Any Area Manpower Direotor,
‘after consultation with his Area Management-Labor War
Manpower Committee, may elect to make applicable in his
area the procedure described in this subseotion with
respect to issuance of statements of availability to
and making referrals of workers. Such election shall
be evidenced by an order issued by the Aree Manpower
Director, and approved by the Regional Manpower Director,
& oopy of whioh order shall be filed with the Chairman
prior to the effective date thereof. Such election
shall be effective until revoked by further order of the
Area Manpower Director, approved and filed in the same
manner. Any such election shall have general application
in the area, end may not be made with respect to
particular cases only.

(2) Procedure governing suspension of issuance of statements
ET_E§IIIEE%TIty and making of referrals.

(1) In and only in any ocase in which it is determined by
the War Menpower Commission, or any agent or agency
acting on its behalf or with its comsent, that a
statemsnt of availability should be issued to a worker
on the ground that continuance of his employment would
involve undue personal hardship or that referral of the
worker should be made to other available employment
in which the individual will be more fully utilized in




|
|

(i)

(iii)

(iv)

D44253-7
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the war effort, the issuance of such statement of availabil-
ity or the making of such referral shall be suspended for

a period, designated by the Area Director, which shall

not be mcre than three days from the date of notification

to the employer of the determination to issue the state-
ment of availability OT make the referral.

The employer shall bé ijmmediately notified ?f tye‘
determination +o issue the statement of availability

or make the referral. If the employer does not file
his appeal, in J/riting, within the parind_deaignated by
the Area Director pursuant to paragraph (i) hereof, the
statement of availability or referral shall be issued in
accordance with such determination without prejudice
however, to the employer's right to appeal therefrom on *he
merite as provided in this regulation. If the employer
files his appeal in writing within such period, the
sssuance of the statement of availability or referral
shall be suspended for a further period, designated by
the Area Director, which shall not be more than ten days:
from the date of notification to the employer of the
determination to issue the statement of availability

or make the referral. If within such designated

further period, the case has not been decided at the
area level, the statement of availability or referral
shall be issued immediately upon the expiration of

such period. Kxcept as permitted in this paragraph,

no suspension of the lssuance of a statement of
availability or referral shall be directed or
authorized.

If the employer, upon notification of a determination
to issue the statement of availability or make the
referral, indicates that he does not intend to appeal,
the statement of availability shall be issued or the
referral shall be made immediately; if the employer
indicates his intention to appeal but does not
perfect his appeal, in writing, within the period desig-
nated by the Area Director pursuant to paragraph (i)
hereof, the statement of availability shall be issued
or the referral made immediately upon the expiration
of such period.

An Area Director may withhold the application of the
procedure set forth in this subsection for suspending
the issuance of statements of availability and
referrals as regards an employer whom the War Manpower
Commission finds, after notice, hearing and final
decigion, to be arpitrarily and capriciously abusing
hig right of appeal under this subsection and for so
long as such employer fails to satisfy the Area
Director that such abuse will be corrected.
DECLASSIFIED
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906. 6 General provisions. (a) Notification of action or
decision and right Lo appeal. Any worker or employer who has a
right to appeal from any action or decision shall be notified of
gsuch action or decision, and shall be advised at the time of
notification of hisg appeal rights and of the method of taking an
appeal, except that this subsection shall be construed topermit

reasonable posting or publieation of notices in ecases in which
personal notice is deemed impracticable. '

(b) Time for taking appeals. Appeals to the area and
regional levels shall be taken within the time prescribed by
the Regional Manpower Director, which shall be not less than three
and not more than seven days following receipt of notice or
posting or publication of notice, as the case may be, of the
action or decision. Appeals to the Chairman of the War Man-
power Commission shall be taken within seven days following
receipt of notice or posting or publication of the notice, as .
the case may be, of the decision. When notice of the action or
decision is given by mail, such notice shall be deemed to have
been received on the second day following the date of mailing, and
en appeal shall be deemed to have been taken on the date of
mailing of a notice that appeal is taken.

(c) Method of taking appeal. Any person entitled to
appeal as provided in Section 906.1 of this regulation may
give notice of his appeal in perscn, in writing, or in any
Other manner which duly apprises the War Manpower Commission of
the taking of the appeal.

(d) Notice of hearings and further appeal. The appellant
and any other person who following the decision to be made on
appeal would be entitled to appeal, shall be given reasconable
notice of the time and place of any hearing upon the appeal,
and shall be promptly advised of any further appeal. .

(e) Appearance by interested persons. Any worker or
employer, group or organization of WOrkers or employers, and
Other persons or organizations who claim to be prejudiced by
any action whieh is the Bubject of an appeal under this
regulation may be permitted by the Chairman of the Committee
hearing an appeal from such action to attend and be heard at
the hearing.

(£) Right to representation. Any action which any
Person or organization may take under thie regulation may be
taken on his behalf by his duly authorized representative.

(g) Consolidation of appeals. Whenever appropriate for
the full and expeditious determination of common questions
raised by two or more appeals, the Chairman of the Committee to
whom such appeals are taken may consolidate them.

DECLASSIFIED
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(h) Agricultural managgpent and labor representation.
Whenever agricultural employment 18 involved in an appeal, the
Comnittee before whom such appeal is pending shall include

representatives of agricultural management and labor.

(i) Conduct of hearings OO appeal. All hearings on appeals
shall be conducted informally and 1in a manner that will best
develop the facts, and assure & fair and just decision in the matter,
without regard to whether a worker or employer has erred as to the
issues involved or as %o his grounds for relief.

() _EEEiEiEEE#EEEEE_EEFEEEEEEEE—EEEEentEd at a hearing. A
decision of an appeal made on the record as provided in Sections
906.3 (c) and 906.4 (¢) of this regulation shall be made ex-
clusively upon evidence presented at a hearing before a lower
appeals commitiee, but written or oral evidence which is submitted
gubsequent to & hearing in an appeals case may be considered by
the appeals committee which afforded the hearing or on any
subsequent appeal, if all the parties agree in writing to the
consideration of such evidence, OT if such evidence is presented
in the course of a subsequent hearing which all parties have been
afforded an opportunity to attend, or if such evidence has been
requested by the Committee before which the appeal is pending.

(k) Impartial appeals committees. Any person directly
interested in the outcome of an appeal shall be disqualified
from actine as a member of any appeals committee considering the
appeal.

(1) Committee attendance required for consideration of
appeals cases. On the hearing of appeals by Regional or Area
Management-Labor Committees or by Regional or Area Appeals
Committees, an equal number of representatives of management
and labor, respectively, shall be present and participate as
voting, members of the committee.

(m) Interim appeals committees. At any appeals level for
which a Management -Labor War Manpower Committee has not been
appointed, appeals shall be taken to, and nearings shall be
afforded before, an Appeals Committee in the locality composed
of an equal number of representatives of management and labor
(including agricultural representation, as provided in Section
906.6 (h)), selected by the Regional or Area Manpower Director.
A representative designated by the Regional or Area Manpower
Director shall serve as the non-voting chairman of the Appeals
Committee.

(n) InaEplicahiligy to special appeals. Nothing in this
regulation shall be construed as applicable to actions taken
or decisions rendered under War Manpower Commission Regulations
Nos. 1 and 6, or Executive Order No. 9309, or to transfers be-
tween Executive departments or agencies of the Federal Govern-

ment under Executive Order No. 9243,

DECLASSIFIED
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{o) Modification of other policies. The provisions of any
prior War Manpower Commission policy, program, regulation or other
direction, to the extent that they are inconsistent with this
regulation, are hereby modified to conform with the provisions of
this regulation.

/S/ Paul V. McNutt
Chairman
War Manpower Commission

February 11, 1944

This is to certify that this is a
true and correct copy of the original.

Certifying Officer

February 11, 1944
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(CP Cir. 32)

CIVILIAN PERSONNEL CIRCULAR) WAR DEPARTMENT,
No. 32 ) Washington 25, D. C., 24 March 19k,

. Submission of travel vouchers by clvilian employees,--1, The
General Accounting Office has advised the War Department that travel
vouchers for civillan employees are being submitted at intervals other
than those preacribed by the Standardized Government Travel Regula-
tions, as amended 30 January 1942,

2. Paragraph 84 of the above-mentioned regulations provides that,
unless otherwise required by law, vouchers must be submitted currently
for each trip of less than 2 months' duration or for the period ending
with the month following the beginning of the travel, or for the period
beginning with the month preceding the completion of the travel, but
not more frequently than monthly, by calendar month. For travel in-
volving mileage only, amounte claimed for use of personally owned
motorcycle or automoblile may be vouchered more frequently than monthly

when the amounts due aggregate in excess of §25,

5. DNecessary action should be taken to insure that vouchers are
not submitted in violation of the provisiona of the Standardized Govern-
ment Travel Regulations, OSuch action will eliminate the unnecessary

additional work and cost involved in preparing, certifying, paying,
and auditing of numerous vouchers,

4, The above instructions will be brought to the attention of
8ll concerned.

[A. G, 248.7 (24 Mar 4k).]

By order of the Secretary of War:

WM, H, KUSHNICK,
Director of Clvilian Personnel
and Training.

OFFICIAL:
ROBERT H. DUNLCP,
Brigadler General,
Acting The Adjutant General,

e Wi B0 -
Authuﬂtifh.}—— PO 34-77411ABCD-39300



(CRCir. 56)

CIVILIAN PERSONNEL CIRCULAR) WAR DEPARTMENT,
No. 36 ) Washington 25, D. C., 28 March 19k,

Shipment of household goods and perscnal effects.--1. Adminis-
trative Memorandum No. 26, War Department, 23 April 1942, subject,

Regulations governing the payment of expenses of transportation of
household goods and persconal effects, and AR 55-160 publish Executive

Order 8588, 7 November 1940, and War Department requirements for ship-
ment of household goods and personal effects. Executive Order 8583
requires that all such shipments, when authorized upon transfer of em-
ployees from one permanent duty station to another, shall begin within
© months of the effective date of the transfer of the employee, unless
an extension is granted by the head of the Department.

2. Many instances have come to the attention of the Department
whereln employees changing permanent duty stations, though authorized
to ship thelr household goods at War Department expense, have been re-
fused payment for the shipment because of failure to comply with this
limit. In most cases, the employee was not aware of this rule. Also,
many employees are not aware of the rule requiring that on and after 1
September 1942, and for the duratlon of the war, only one shipment of
household goods at War Department expense will be authorized (see AR
55-160). To prevent future misunderstandings, the following statement
should be included in all travel orders for permanent change in duty
stations which alsc authorize the shipment of household goods and per-

sonal effects:
The shipment of household goods and personal effects must be

effected within 6 months after the date of entrance
on duty at the new station, or the approval of the
Secretary of War must be obtalned through this office
within that 6 month period for an extension of such
time period. IT household goods and personal effects
have previously been moved on or after 1 September
1942, at War Department expense, the authority for
shipment contained herein is sutomatically revoked.

(A. ¢. 52k.2 (27 Mar 44).)

By order of the Secretary of War:

WM. H. KUSHNICE,
Director of Clvilian Personnel
and Training.

OFFICIAL:
Jd. A, ULIO,
Ma jor General,
The AdJutant General.

N for
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(CP Cir. 38)

|'l CIVILIAN PERSONNEL CIRCULAR) WAR DEPARTMENT,
No. 38 ) Washington 25, D. C., 3 April 194k,

Per diem rates for clvillan employees travellng in oversea thea-
ters.--1., Ssction 301, First Supplemental National Defense Appropria-
tion Act, 194k, provides:

Sec. 301. Appropriations for the executive departmsnts and inde-
pendent establishments for the fiacal year 194k available for travel
expenses shall be avallable for the payment of per diem allowances in
lieu of subsistence eXpenses without regard to the Subsistence Expense
Act of 1926, as amended (5 U.S.C. 821-833), to elvilian officers and
employees of such departmente and establishmentse while traveling on
officlal business outside the continental 1limits of the Unlted States
and away from thelir designated posts of duty: Provlidsd, That the a-
mount of such allowances shall be determined by the head of the dapar
ment or independent =sftablishment concerned or by such official as he

. may designate for the purpose, but shall in no case, notwithstanding
any other prcvision of law, eXceed the maximum sstablished by resula-
tions prescribed by the Prealdent for the locality in which the travel
is performed: Provided further, That the availabllity of appropria-
tions of the War and Navy Departments with respect to the foregoirg
shall not be rsstricted thereby.

. 2. Travel orders lssued to cilvilian employees of the War Depart-
ment for travel beyond the continental limits of the United States
will gpecify the rate of per diem in lieu of subsistence which the
traveler 1s to receive, In accordance with the schedules listed in
paragraph 3. The per diem allowances provided herein represent the
maximum allowable, not the minimum. It is the responsibility of the

official authorizing the travel to see that the per diem allowancs
authorized is not in excess of ths maximum, and 1s below the maximum

whenever Juetified by existing clrcumstances. The per dlem allowance

. should not be In excess of that necessary to cover authorized ex-
penses. Orders directlng civilian personnel to travel to oversea
theaters for temporary duty may be amended by the administrative
authority thereat to prescribe per diem rates consistent with the
pollecy of the command.

3. The specific localities and maximum per diem rates author-
lzed are as follows:

Locallity Maximum pear diem rates
Afghanistan------------ e $ 8.00
Africa (except Egypt)----ecccreanan- 7.00
Egypt----rrmcecccacene cceaccnvaaa 9.00
. Agla:
Ghifmes--dapstoroceo e contmtonmune .00
Gl loneeeem e 8,00
Iridia and Cey O DECLASSIFIED

Authorityy Jun ST207E
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OFFICTAL:
ROEERT E. DURLOE,
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By order of the Secrelery O War:

WM. B, KISHNICK,
Director of Clvlillan Persoonsl
and Tralning.

Brigadler General,
teting The Adjutant General,
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(CP Cir. 39)

CIVILIAN PERSONNEL CIRCULAR) WAR DEPARTMENT,
No. 39 ) Washington 25, D.C., 5 April 194k,

Filling of vacancies by direct recruitment.--1. The President,
on 26 February 1944, addressed a letter to the heads of all executive
departments and agencies, requesting that special emphasls be given to
the employment and reemployment of veterans in the Federal service.
Tn accordance with the policles prescribed in this letter, the Civil
Service Commission, in a letter 7 March 19kl requested all depart-
ments to assist in the recrultment of qualified personnel by author-
izing, wherever possible, the filling of vacancles by direct recrult-
ment. A copy of the Commission's letter is attached hereto. Also
attached is Civil Service Commiseion Departmental Circular No. 477,
29 March 1944, relative to the use of direct recrulting methods.

2, It is requested that all appointing officers take such
action as may be necessary to insure compliance with the polieies of
the President and the Commlssion's request. It should be noted that
the determination of the types of Jobs to be fllled by direct recruit-
ing 1s the responsibllity of the appointing offlcer. The Commission
wlll not insist upon direct recrulting aunthority for unusual types of
jobs, that is, either technical or key administrative jobs, nor will
it ordinarily insist upon direct recruiting for the filling of any
positions in grades above P-1, CAF-5, SP-6, or CPC-T7.

3. If the reports required by the Commission's letter of T
March 194l have not already been submitted, they should be submitted
as soon as practicable after recelpt-of this circular.

( A. G. 230.04 (4 Apr LL).) -

By order of the Secretary of War:

WM. H. KUSHNICK,
Director of Clvilian Personnel
and Tralning.

OFFICIAL:
ROBERT H. DUNLOP,
Brigadier General,
Acting The AdJjutant General.

2 Incl.
Copy of letter from Clvil Service Commission.

civil Service Commission Departmental Clrcular No. 477.

| DECLASSIFIED
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(CP gy, 1D

CIVILIAN PERSONNEL CIRCULAR ) WAR DEPARTMENT
No. 40O ) Washington, 25, D, C., & April 19hl,

Upward adjustment of salaries under section 8} War Overtime Pay Act
of 194%,--1, War Department establishments which have gross inﬂquitiaa_
in pay between graded and ungraded positiona to the point of interference
wlth the prosecution of the war should apply for relief under section &,
War Overtime Pay Act of 1943, Attached are instructions to guide person-
nel officers in the preparation of requests for adjustments.

2. These inatructions indicate relationships which are sufficilent
bases for requeating such adjustments, and further delineate the rsquirs-
ments established by Civilian Personnel Circular No, 2, War Department,

1943, and Civil Service Commission Departmental Circular No. 425, 24 May
1943, attached' thereto. Requests will be submitted in accordance with
. these 1nstructions in order to eliminate delays.

3. ©Such data, together with the described substantiating exhibits,
will be forwarded in duplicate to the Office of the Secretary of War,
through channels. Additional coples should be provided for the other
echelons of command which review the request,

. (A.G, 2484 (7 Apr L4).)

By order of the Secretary of War;

WM, H, KUSHNICK,
' Director of Civilian Personnel

and Training.

. OFF IC 1AL

ROBERT H, DUNLOPF,
Brigadier General,
Acting The Adjutant General.

2 Incla.'
Inatructions.
Sample form outline,

. DECLASSIFIED
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(CF Cir. ko) INSTRUCTIONS
the ilrstallatlon. Show the officisl title of the agency authorizing the
; . . wage ratea and the date of authorization. '
1| S ta o 1.‘. - i =
tion £ ;;f,,.q'n.&.i iL:J;Z_ :':;dhitmzil"-gl- 5"‘&1‘_5I'1§5 _Df graded positions unde= Bec- & ittach 1iat.of the nemes of the lncumbsnta of &ll the gradsd
ar Dmerti F £ 30k W gl i 3 : ¥ fittach 1iat.of the nemes of E

av:i:l:::r'd;rcn: Wwith thess Instructions JAE:;P?EDEQDTE“EH-I":‘& and presented noglticna for which salsry edjustments have been requested by tltle, service,

" . SN " ke o 1arm To opr : oo ¥ o st e e - = 1 3 A0 -. ¥ 3 1
attached. + -0 Berve ea a model ig srads. and basic salavy befors asnd after proposed adjustment. The informe-

| tfan requlred by each item in the attached form is explained below.
By The followling exhibiis should be ats

tached to each copy of th - - i *
i I - Pl LY Ol GhE 1ThG- | oy et =4, --Balf-arplanatory.
guest. Two coples of attachmente ¢ end & ghould accompany the original (1) Ttems Nea. 1 alf I p

Attachments: : (2) Item No. 5.--Describe in detail by Type of Job and salary

or wage level the relationahips betwean 1ncumbsntd of un-
&

a. Attach organization chart of the e graded Joba and incumbenta -of the graded posltions Ior

the title and a brief dsecription of the fun - ‘netallation, giving whom ralief is sought. For example, dlscuss the supsr-
PR F 0f the functions of mach me jor orgeniza- visory, working, or other relatlomehlps between the graded
h and ungraded employees. OShow the difference In responsi-

b. Attach separate charts of as bility between ungraded and graded positions in the pame

AC Pyt
h organ it
adJustment of entrance salaries of gradad Ilﬂalt.ga ilzation segment 1in

ch | organization or physlecal locstion. Indlcate whather the
008 18 requestsd; includs

(1} & btrief deacri pticn of the functions of ey normal lines of promotion are or would be from ungraded %o
title, and grade of all authorized and allecet s oot and {2) the number, . . graded poaiticna. Show whether incumbents of graded and
8 S Saoh sanant. ocated graded and ungraded posi- ungraded positions are recrulted from the same source and

according to the same qualification reguliremente.

Indlcate the graded and

| ; PP : Ts - T
diubinotive karer,  Ons Bhgedaton IIJEI‘LI:'-:,-.& i-ﬂ-EL..;nﬁJI or marking in some other batyeen the related graded and ungraded posltions interfera
position on the chart and to 1tg E‘:'I'T"‘-‘I-I.lr:-r-df;n-,;nazgmim 8 number to sach with the ';;Eu:‘ gffort. hﬁ%}lﬂi Eﬁiﬂi:f?ﬁncan 12 EE.':-' Iat.ag

2 et S sheat . . betwaen The mora regpong & Eradgd Do D8 &l ne lesg

-~ (1) Bubait Job shects fae _ . responalble ungraded jobs cause disgsatisfaction reaulting
7 aljuBtmantal ave & Stfed poRitiona for which smlacy in inefficlency on the Job or in resignationa? Is it
Jln-'I;HL Bttt & ;:quﬂﬂtaﬂ_and for the related ungra ﬂﬂé" difficult or imposalible to recrult smployeea to f1ll graded
| ﬂu'-‘lng SRR i;‘:‘ﬂ:ta “aeription for emch ]-.GEiL:-lrm positions because higher wages are paid for ungraded jobs
| Havarg i-i-snti-:-aijf; 1 terent dutiag. Whan poaiticona ' having the same or lower gualificatlon requirementa? Arse
R E e Euﬂ'{‘itjﬂj?.ﬂut in different nr.gani.m-.Lsu-Ju incumbents of graded poeitioms, which require previous ex-
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mit the Job des Py ¥ performed. Sub- : i A i
e fé]_ : criptions fop Eraded posttiong MEd :'::"]b araded positions requiring previcus experience inithe re-
AR A881fication Sheet), o r_‘ut'ﬂ; EL SR lated ungreded work because the salary is lower? Clte
14 roan ] : 3 iy & Ly L ¥
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bilities, end dutien, g g ::ﬂc&jvaﬁ’ ﬂ"‘zp‘ﬁ'n'laﬂf'ﬂ reapongl ungraded pesltions involved.
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(5]

Storekeapar, CAF-2:

Junior laborer,Grade 2;

(f-] HNo previous experlencs. {a-] Ho previous
gexparisnce.
(b.] Abllity to read, write, {B.] HNo previous

and parform slmple
mathematical computations.

aducation.

(£.] Accuracy in performance it
of storekesping
operations.

Freedom .from
aerlisus phy-
galcal dalacts
and abllity
oo 11fE up to
100 pounda.

(d.) Ability to perform
arducus tasks ag eyi-
denced by Civil Sawy-
lce Madical certificate.

Or 20-120 daya' experlence ag =
Junior laborer during which time
the abllity fo perform Storal
keopar, CAF-2, duties has been
demonatrated.

Item Nog H.--"-I:GHI'.'I'*ha, praferahl

S g o : £ 7 in Labular f
prnmﬂ?iuhal plan_n; the inatallstian i _DTT; tha
graded and ungraded positions and indicate apzaﬂzﬁi:*
11:Eh“2f Pfﬁ?3§1&? from leng Tesponslible Ungﬁaded-hg;p to
R Pl P BT e e L B R R el
graded pomitione. 2 responeibla

Examplie:

Title Grede

Entraneg

, nce palap
40-hour e
ul=noar

; e : o=hiok
Laborer  grade 3 3151810 par apgupins
= o v L s L GTE = i =
ir, utif;. EA;_E 1%?U.cﬁ PO anrmm 1153,32 PB: a%num o
ast. Btkpr.CAF-3 1620.00 per apmm 1570.68 ﬁg; anm 19'
E A ATITImM . To
Item No. J.--Indicate thg
garved in each atep of the
comlng eligible for withip-
Bxample: An employee may
the firet step and 60 days
becoming aligibvle for wit

Pericd of time
requlired %
Ungradsd s q d To ha

Erade 2alery advancement .

h?rrigujrad “0 @erve 30 daye in

hin:gr;§ BeCond step rate hefors
® salary advancement,

Item No. 1O, --Include any dat

it T T L ? “8 gop

tlon Lo be pertinent and pas alraﬂglﬁﬁr

gectlones of the form. A

REfEPﬂncE
ineguities which constitote & darT:iL:E

8l ¥ the tngtalla-
vered by othar

made to galsry
Froblem, aven

=N

B

|

(8]

n I'T.'l_-ﬁﬁﬁlFlF'} |
Authority, W 5y '?:-l?_E"

(CF Cir. Lo)

thaugh 1t might smppear that guch ineguitiae cannot be
corrected under the provialong of section B, War Over-
time Fay Act of 13k3.

Item No. 11.--Recommendations.--List the graded positions
EEF_;EfEE_Eﬂ]ﬂTF ad justments are requested and the re-
Jated ungraded jobs mccording to their relative difflculty,

Tenponaitility, and gqualification reguirements.

Column 1.--List the number of positions by title and

a)
grade.

(p) Column 2.--Give the pay roll deelgnation for the
~ poeltion 1n each grade. Examplea: Storekésper,
Laborer, Skilled Laborer, Helper Flumber.

(¢) Column 3, --Give the service and grade of graded posi-
= Yiops in emch class and the grade approved for each
diffarent mngraded Job. |ILLI3U."."‘I'.‘I‘ blank where no grads

has been sasigned the ungraded Job. )

(a) Column h.--Glve the base pay (for 4O-hour weak) of

=" the different classes of positiena. For graded
positiona, uas the entrance smalery of the grade, Te-
gardless of ths salaries of present lncumbente. For
ungreded Jjoba, uae the second step rate for thope
yoba having lesg than five steps in the grade range;
and the third step for those Jobs having five or
more steps in the grade range. The annual compen-
sation of ungraded Jobs pald on & per hour beais ls
to be nomputed by multiplying the per hour rate by

o, 080

fﬂ} cglumg_j;-ﬂﬁl?ﬁ the grose annual compenEatlion {Iﬁr

=" LB-noor week) of tha different positlions. The gross
annual compensation of Bll positicons pmid oo per
annum beais 1e to be computed according to the salery
tnbles in the United States Government Salary Tables
tpgued by General Accounting O0fflice.» The grosa per
apnum compensation of ungraded jebs pald om & per
hour beais is to be computed by multiplying the per
hour rate by 2,704.

(£) Column ©.-=Indlcate recommendatlicons for adjustment of

=" Yhe baas salary rate for each clase to elleviete the
grose inequity. In making compariscons between the
ungraded and graded ratea for determlining recommend-
ations, use the wege for ungraded Jobs as computed
in column 4. In making recommendmtions, provide for
g correct reaulting eslary allnement of all the grad-
ed positione. Partlcular cars should be exercised %o
retain an adequate salary differential between the
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lghest grade for which a

. naw minimom rate 1s recom-
mended and the next higher graded pPosition for which . . |

no adjustment ig being

=4

olomn T ==t h e rraaE s 5 ]
OLUMN [.=-wlVe Toe groas pay (base pay plus ovartims |

récommendsd by the Installation. Cop the groas
1 o L | e i i
e United Statea Qovernment aalarsy

.-_
;m
pr
-

ips exlgting between graded snd un-

iq the raquest for reliaf,

. § T T . Py L R ] T
- = 718 G o R B R h L = el S S L s SR =L
£ el | ok i he 153 B 1 1 - = ]
1 . ¢ Ha proEs, inegr Z
; W dog i Wlis 5o = HERE, : 11 .

war effort? Bpecifie examples,
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{on reguiremsnte 10L& EIACCE i ungEratsd

y 1 q e
cacs maw o palated graded and nnEraded DOEiITIONE,
5 ] 1.1 of promotlion o e !

§ ada - gelary nolictes for ingraded Joba,
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. FRecommendations.
R (CP Cir. 40)

il 2 3 L £ 6 i 8 9 10 11 12
Mmhen ™+tles in Present salary Recommendations Action by Civil
£ Installation Force OSW Service iaai
of posid4 order of rela Grades |O-hour h&—haurug T 5 i 2 Commission
tions | tive importance TR i e -hour|#O-hour (40-hour HO-hourdO-hour{40-hour
of poaitions i week | week weel week week week
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(CP Cir. 41)

CIVILIAN PERSONNEL CIRCULAR) WAR DEPARTMENT,
No, 41 ) Washington 25, D, C,, 11 April 1okk,

Group life insurance for civilian personnel serving outside con-
tinental 1imits of United States,--1. Arrangements have been made
with the War Agencies Employees Protective Association to maske a-
vallable group life 1nsurance protection to United States citizens
actilvely engaged as clivlilian employees of the War Department outside
the continental limits of the United States, This insurance meets
& need which 18 not provlided for by most insurance policies and
should be brought to the attention of eligible employees. The def-
initlons of the classes of employees who are eligible for this in-
surance and the procedure for submitting applications is outlined
in the attached announcement folder,

2. Applications wlll be accepted from all eligible War De-
partment employees wlthout medical examination until 1 October 194k,
After that date applications will be accepted without medical exam-
ination if submitted within 60 days from the date the employee first
becomes eligible for The imsurance. The date of becoming eligible
for the insurence is the date an employee acquires an employment
status which meets the standards of one of the classes of eligible
employees as outlined 1n the attached folder, Attached is a State-
ment of Health form which will be completed to fulfil the require-
ment for a medical examination. Thie form may be reproduced lo-
cally, or the information required therein may be submitted by
letter, This form may be signed by a War Department physiclan or
a reputable private physiclan.

5. For the purpose of determining the amount of insurance for
which a person is eligible, the baslic annual salary specified in the
appointment will be used. For employees paid on a per dlem or hourly
rate, the per annum equivalent of the per diem or hourly rate will be
used, excluslve of overtime and any allowances,

4k, Any officer in & position to know that an employee is eli-
gible for insurance may 80 certlfy on the application form, The
initiation fee of $2.00 plus the first ® months contributions should
be submitted with applicatlions to The War Agencies Employees Pro-
tective Association, cfo Office of Foreign Economic Administration,
515 224 Street, NW,, Washington, D, C. Applications from employees
serving outside the Unlted States at the time the applications are
made should be transmitted to the above address by the officer cer-
tifying to the employee's eligibility or by any other responsible
War Department officlal. Employees serving outslde the United States
phould arrange to pay subsequent premiums by class E allotment,
Such allotments will be made on W.D,, A,G,0, Form No. 29, (Author-
ization for Allotment of Pay), which is to be transmitted to the
0ffice of Dependency Benefits through channels prescribed in CQir-
cular No, 15, War Department, 1944, AR 35-5520 will be amended to
gtipulate allotments may be made by clvllians for the payment of

life insurance premiums,

DECLASSIFIED
Authorityy Juo E?’%{_ :-‘_E'"
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5. A supply of the announcement folders, each of which contalns
an epplication form, is being forwarded to each oversea distributing
egency for redistribution to individusl installations, The appll-
cation form may be reproduced locally if soc desired., Requisitions

for additional stocks of the folder willl be submitted through regular
supply channels, A supply of the folders will be stocked by the

War Agencies Employees Protective Association st the address shown
in paragraph L4,

(A, G. 019.1 (11 Apr 4b4).)

By order of the Secretary of War:

WM, H, KUSHNICEK,
Director of Civilian Personnel

and Training.
OFFICIAL:

ROBERT H. DUNLOP,
Brigadier General,

Acting The AdJutant General,
2 ]ﬁTﬂlEn

Ammouncement folder, Group Insurance Plan form,
Statement of Health form.

DECLASSIFIED
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MEMBER AGENCIES AND DEPARTMENTS
OF

THE WaAR AGEnNcIES EMPLOYEES PROTECTIVE ASSOCIATION

In order of qualification

The White House Office

Office of Foreign Economic Administration
(excluding Rubber Reserve and Rubber Development)

Office of War Information
Office of the Coordinator of Inter-American Affairs
Bureau of the Budget :

Department of Agriculture

Department of State (Foreign Service Auxiliaries and Division of
Cultural Relations)

War Shipping Administration

Department of the Treasury

Office of Scientific Research and Development
Federal Communications Commission

Office of Censorship

Office of Price Administration

AALAISSVIOHAd

Department of Commerce
War Production Board
Defense Supplies Corporation
Defense Plant Corporation
Metals Reserve Corporation
U. 8. Commercial Company
Federal Security Agency
Department of Interior
Millspaugh Mission

Navy Department

The Panama Canal

Panama Railroad Company
War Department

(From time to time additional Agencies and Departments may be qualified
for membership in the Association. Employees who are eligible under the
constitution and by-laws will be permitted to apply at once even though the
name of their employing Agency does not appear above),

-

g

G’mup Insurance Plan

FOR WAR DEPARTMENT MEMBERS
OF

THE WAR AGENCIES EMPLOYEES PROTECTIVE ASSOCIATION

¢/o OFFICE OF FOREIGN ECONOMIC ADMINISTRATION
515 TWENTY-SECOND STREET, N, W.
WASHINGTON, D. C.

A NON-PROFIT PROGRAM OF WORLD-WIDE LIFE
INSURANCE PROTECTION AGAINST ALL WAR-TIME
HAZARDS FOR ELIGIBLE CIVILIAN EMPLOYEES
OF THE FEDERAL GOVERNMENT SERVING OVERSEAS.

OFFICERS OF THE ASSOCIATION

Lauchlin Currie, President The YWhite Housé Office
David B. Vaughan, Vice President  Office of Foreign Economic Administration
Stacey K. Beebe, Secretary-Treasurer  Office of Foreign Economic Administration
Oscar S. Cox, Counsel Ofhce of Foreign Economic Administration

- e .

i S R

The articles of Association provide that Officers and Directors serve
withon! compensation.
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METHOD OF PAYMENT: The $2 membership fee and the first three
months contributions are payable by check, draft, money order, or in cash with
the filing of the application form. Subsequent contributions will be made by
payroll allotments. This procedure is explained on the reverse side of this page.
Employees who are not eligible for payroll allotment may pay contributions

quarterly, semi-annually, or annually by check, money order, or cash, direct to
the Association,

INDIVIDUAL CERTIFICATES: In accordance with the terms of the policy
between the Association and the Society, individual certificates evidencing the

insurance will be issued to members insured under the plan. These will give
the name of the insured, the beneficiary and the amount of insurance.

LIFE INSURANCE: In the event of your death from any cause whatsoever,
while you are insured under this policy, the full amount of life insurance is
payable in ONE LUMP SUM, OR IN INSTALMENTS, IF DESIRED, to the
person you have named as your beneficiary. You may change your beneficiary at
any time by filling out a request form. You may name more than one beneficiary,
if you wish.

Although your life insurance automatically terminates thirty-one days after
termination of membership, you nevertheless will be entitled to have issued to
you, without medical examination, provided you make application to the
Equitable within thirty-one days after termination of membership, a policy of
life insurance in anv one of the forms customarily issued by the Equitable
(except Term Insurance, or a policy providing benefits in the event of total
and permanent disability or additional benefits in event of accidental death),
in an amount equal to—or, at your discretion, less than—the amount of your
protection under the Group Life policy, upon the payment of the premium
applicable to the class of risk to which you belong and to your age at the time

of conversion, such policy to become effective at the end of thirty-one days
after termination of membership.

HOW YOU MAY JOIN IN THIS PLAN

1. Tear off this page and complete the application form on the reverse
side. In case sufficient copies are not available at your station a typed copy
will be acceptable,

2. Have your application certified by your supervisor or superior. File a
copy with him. This ds for your protection should the original be lost in
transit. Your insurance is in force from the date you sign up and arrange for
transmission of the application to the Association with your first payment,
provided, of course, you subscribe during the period you are eligible for the
insurance without medical examination. If these precautions are taken, you
have satisfactory evidence that your insurance was in force.

3. It is imperative that you give us a reference point within the United
States, such as the name and address of your wife, a close relative, your bank,
or an individual holding power of attorney for you, with whom we may com-
municate at all times in case of necessity.

4. Make certain that the application is complete in all details, that you are
applying for the correct amount of insurance and that the payroll allotment
form has been properly filled out. There is no option with respect to the

amount of insurance, You must apply for the full amount to which your salary
class entitles you.



(For ELiGIBLE WAR DEPARTMENT PERSONMNEL OnNLY)

The War Agencies Employees Protective Association
/o Office of Foreign Fconomic Administration

515 22nd Street, ™NW., {Republi:: 7500 Ext 15417)
wWashington, D- C.

1 hereby make application for membership 10 The War Agencies Employees
Protective Association.

1 understand _that if admitted to membership 1 chall be eligible to apply for
Group Life Insuranco under the Group Contract issued to the ; Association

The Equitable Life Assurance gociety of the United States and 1 hereby apply
for the amount of insurance for which T shall become eligible under the Group
Insurance Plan. For purposes of becnming‘insured 1 hereby certify that 1 am

actively at work of the date of this application.

I Wi BOD corercvmmmeirs=" i e 1 designate as my Group
{month} (day) {year)
Life Insurance 'I:I-EnEfICmr'j'
{Mary gmith Jones—not Wre. John E. Jones)
Relationship Hnmu hdd:csr.

Mote: 1f more than oOne beneficiary 18 named, the death heneht, unless
nthErwise_pmvided herein, will be paid in equal shares to the r_'lr:!-;igrl‘:lmd

beneficianes who survive the employee; if no such beneficiary Survives
payment will be made in accordance with the terms of the policy.

My basic Salary I8 e Amount of fianranke o sainmrmmT
Enclosed is my check made payable to the Association T S payment of
$ 7.50 £ 2,000 of insurance, g 9.50
First three months contributions of 1125 for 3000 plus §2 ini- 1329
18.753 5,000 tiation fee 20.75
37.50 10,000 - .. 'Total 39.50

Check one:
O To provide for subsequent contributions this is to certify 1 have executed
payroll allotment O begin three months from date of application.

1 will make future payments directly, oOf through my henehciary-

Stgned
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WAR DEPA‘B.TM.EHT

Name and address of person to whom certificate is t0 be sent— S
( Permanent Reference Point within United States unless otherwise indicated)

S VT L il S WP pmsmgaETEamEEE capsmpsSEEeeReEE
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Your insurance COVCIAEE begins the samec day you complete this uppli-:aticm.
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The Equitable Life Assurance Soclety

393 Seventh Avenue
New York 1, New York

STATEMENT OF HEALTH

with my application for membership in the

ted in connection
+ion which is attached hereto.

This statement is submit :
ive Associla

War Agencies® Employees Protect

d under the Group Life Insurance plan of this Asso-

insure -
tification:

For putposes of becoming ;
following cer

ciation, I hereby make tne€
”EXCEFTIDHS”

Except as stated below under

" 1. I am now in good h
2 I have had no illness or injury for the past 60 days.

gulted any physician or practitioner, nor

not con
z . I have y hospital for the past 60 days.

been a patient in an

: EXCEPTIONS:

nExceptions”. including dates and complete details.

here any _= '
{¥?tia exceptlons write "No Exceptions").

Insurance hereby applied for is not effective unless

the Group - 3
The Equitable Life Assurance Society of the

Lu that
nderstand - acceptﬂd by

. this application 1%
United States.

TO BE COMPLETED BY: #AR DEPARTMENT DOCTOR

I have interviEWEd the applicant who has signed above and from my observation the

statements given are correct.

DECLASSIFIED
Authorityy Juo 5530 ?E’

__________
———————————
-------------
_________
-------------------------
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-----------

Location




(CP Cir. U43)

CIVILIAN PERSONNEL CIRCULAR) WAR DEPARTMENT,
No. 43 ) Washington 25, D. C., 17 April 194k,

Requisition for oversea supplles of Emblems for Faithful, Meri-

torious, and Exceptional Civilian Service.--1. Requiseitions for Em-

blems for Faithful, Meritorious, and Exceptional Clvilian Service, as
provided in CPR 104, Revised, 12 April 194k, will be consolidated by
commands so far as is practicable, and submitted to the Overseas Branch,
Civilian Personnel Division, Office of the Secretary of War, Washington
25, D. C. Initlal requests should be limited to the number of employees
currently eligible for awards, plus a small supply for contemplated
future awards. The silver wreath (Emblem for Meritorious Civilian Serv-
ice) will be requisitioned only by commands which have been delegated
anthority to award the emblem. The gold wreath (Emblem for Exceptional
Civilien Service) will not be requisitioned, since this emblem is fur-
nished at the time the award is made by the Secretary of War.

~, Installations within the United States may submit requisitions
direct to the Philadelphla Quartermaster Depot, Philadelphia, Pennsyl-
vania, for such oversea emblems as they have been delegated authority
to present, unless other procedures are prescribed by the forces or
offlces concerned.

(A. G. 200.6 (15 Apr 44).)

By order of the Secretary of War:

HI'IL E-i EUEE:H-IEEJ
Director of Civilian Persomnel
and Training.

OFFICIAL:
ROBERT H. DUNLOP,
Brigadier General,
Acting The AdJutant General.

! 24=B057AABCD-29300
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WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULAR

CP Cir. 44

17 April 1944

CIRCULAR No. 44

PERSONNEL (201) FILES FOR CIVILIAN EMPLOYEES
OUTSIDE UNITED STATES

1. Scope.—The provisions of this circular
are effective for all eivilian employees of the
War Department who are located at, employed
by, and under the jurisdiction of stations out-
side the continental limits of the United States.

2, Policy re maintaining and disposing
of records.—a. Records for continental United
States citizens. The policy of the Department
is that one personnel file will be maintained for
each employee who is a continental United
States citizen employed outside the forty-eight
States and the District of Columbia. The
policy for maintaining personnel files within the
United States is preseribed in Civilian Personnel
Circular No. 3, War Department, 1943,

(1) When an employee of the War Depart-
ment is transferred from a duty station outside
the United States to another station either with-
in or outside the United States, the personnel
file will also be transferred to the new station.
See paragraph 4a. .

(2) When an employee of the War Depart-
ment is transferred from the United States to a
duty station outside the United States, the
personnel file covering prior service will be
transmitted to the Discontinued Projects
Branch, The Adjutant General’s Office, 911
Douglas St., Omaha 8, Nebr. See paragraphs
6 and 7.

(3) When an emplovee is separated from War
Department employment, the personnel file
will be transmitted to the Discontinued Proj-
ects Branch, address as in (2) above. See
paragraph 4a (2).

b. Records of employees other than continental
United States citizens,—Records of personnel
transactiong for employees other than conti-
nental United States citizens will be maintained
go far as is practicable. The type and content
of such records will be determined locally.
When such an employee is separated from War
Department employment, the personnel file
ordinarily will be retained locally. See para-
eraph 4b.

3. Type and contents of personnel file
for continental United States citizens.—
a. o far as practicable, the file will consist of a

STRTO] & —dd—AGD ITT

letter size manila or Kraft folder of the heaviest
erade obtainable,

b. The folder tab will show, in order, the
employee’s last name, first name, and middle
mmitial. If the middle name is used in preference
to the first, the first initial and middle name may
be shown. The Social Security number (identi-
fication) will be shown after the name, provided
the employee has been assigned such a number.
For example, Doe, John D, (or Doe, J. Dennis)
578-32-5134.

¢. The coutents of the folder will consist of
copies of all personnel transactions affecting the
employee’s employment status or position, all
employment forms which have been executed,
and copies of any miscellaneous correspondence
relative to the employment of the individual.
Normally, the following forms or items will be
included in the file:

(1) Application for Employment (Standard
Forms Nos. 57 or 60), or other parsonal history
data form,

(2) Oath of Office and Personnel Affidavit
(Standard Form No. 61 or 6la).

(3) Certificate of Medical Exammation (Civil
Service Commission Form No. 2413).

(4) Appointment, change of status, and
separation instruments (Forms CP-50 or AC-
CP-50).

(5) lLetters of commendation or reprimand.

(6) Any efliciency rating reports (Standard
Form No. 51).

(7) Character or loyalty investigation reports
which are not elassified pursuant to AR 380-5.

d. All items of permanent record value will
be fastened to the right side of the folder.
Miseellaneous correspondence ot temporary
record value will be fastened to the left side,

4., Procedure to be foilowed by stations
outside United States for transfer of per-
sonnel files and transmittal to Discon-
tinued Projects Branch, The Adjutant
General’s Office.—a. Hecords for confinental
United States citizens,

(1) In transmitting personnel files from one
duty station to another or to the Discontinued
Projects Branch, The Adjutant General's Office,

DEC LASSIFI ED‘ |
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WAR DEPARTMENT CIVILIAM PERSONKEL CIRCULAR

careful consideration must be given to reason-
ably safe transit. In any casze where the safety
of such files in trapsit ie doubtful, the transmit-
tal ahould be delayed until aafety is assured; or,
im lieu of forwardiong the file to the receiving
station when safety is doubtful, it may be trans-
mitbted to the Discontinued Projects Branch,
The Adjutant General's Office, and the other
station so notified by any appropriate commu-
nication facilities,

2 Lxisting reconds of employees sepoestaed
prior to the receipt of this cireular may he
shipped, whenever practicable, to the Discon-
tinued Projects Branch, The Adjutant General®s
Offce, for disposal.  Reasonable care must he
taken in packing such records to avoid damage
in transit, Sueh records need not be processed
in any manner to remove duplieates or extrane-
oz material, ete., but all records on one indi-
vidual ghould be placed together, and the files
arranged by name in alphabetical order,

b. Records for employecs olher than cordinental
United States citizens.—Records of emplovees
other than continental United Stales citizens
ordinarily will be retained with the other
gtation records until the station is discontinuad.
Such filea may be transmitted to the Discon.
tmued Projects Branch, The Adjutant Gieneral's
Office, npon separa tion Trom the servies il desired.

¢. Dhispesition of records ahen o slofion ie
discontinued. —When a station is discontinued,
personnal records should be transmitted to the
Discontinued Projects Branch, The Adjutant
General’s (Office. However, if the station
records are stored ouotside the United States,
the personnel records may alse be stored and
the Discontinwed Projecte Branch advised of
the place of storage,

B, Reemployvment outside United States,
or in United Btates for transfer outside
United States of former War Department
employees.—The inactive personnel file will
naot be obteined from the Discontinwed Projects
Branch, The Adjutant General’s Office, but a
new fle will be established, Pertinent infor-
mation pertaining to previeus Federal employ-
ment, statue, or other infermation vsually con-
tained in the personnel folder may be requeated
from the Discontinued Projecta Branch, Upon
soparation, the new file will be forwarded to the
Discontinued Projecis Braneh, The Adjutant
General's Office, to be incorporated in the pre-
vious inpetive file.

8. Procedures for disposal of personnel
file and individual documents upon trans-
far_ of employees from station within
.Unlt-&li States to station outside United
Etﬁ.t-?s;—"i'i"hnn employees are transferring from
tllm United States to stations outside the United
Stetes, the personnel file covering prior em-
ployment with the War Departiment in the
United States, ineluding a copy of the persomnel
action (Form CP-50 ap AC-CP-50) effecting
the transfer, will be transmitted to the Dis-
continued  Projects Branch, The Adjutant
General's Office. The following documents,
uu_mp] eled al the time of transfer, will be trans-
Ll h;"_&" mail to the staljon to which the
emploves is transferring:

a. Appli‘natinﬁ for Federal Employment
{(Standard Forms No, 57 ar No. 60) or otlisr
personnel history date form.

m:. E;f'l.c-'lrt_[?j CI!’hnnmt.u: Investigation, either a
yoLW. ., E. M. G.0-L D. Form
1 _ S0-1 D Mo, 58
-[:-"ETHI'I-'IH].EI Security Questionnaire), and report
:.'!I'I:j von, if such report, has been gecured from the
,-;-,:.“T or ufthlul.ﬂl_;-;nl Seeurity of the serviee com-
nd or the ice of the Pray

nd or the : ) oat. Marshal,
:'ni[]lﬂ.il}" District of W ashington, at the time of
r:_r.ru:mel for overseq h=siEnmetite, or, a
E:I.mLETL-.nL that favorable de:ta-;ruinut.iqlu ua- Lo

\e character of the employes b,

i ! . ¥ee his been made,
?'J'}JEL Ihelhzfsls of de'r.urrnjnﬂl'mn, for example,
o z;lvl:-mphu}:ﬂ: has long Governmeni BXParience
i flﬂ ¢ ﬂfl'“'“'f and loyalty ape known to be
1.-[:--:.5 r"’-:'l:'li'}'- or “The employee has been in=
[-]-JIE'_" “0 Previously by (inger any of the
{':-' WHEF which apply: T, Prowost, “-Inr-ah&l.
trhcu'i:'nda Office, tha Civil Sorvies C‘umlmim:;inn
G‘;&Wru eral Bureay of Im'u.nd-igut.inn 0 .-:rtl.'mll'
doseruteat agmey H name), and such jnvesti-
ﬂ-ﬁF';-"'I] ﬂ_” I{I_" i

_ Ports  classified

1;1'11“5':':1“1 Loy ﬂI-H 380-5 will noy, pe muintuI::Trlhih
willkha_" O¥es's persaonngl Tolday Zueh rnp;u-rtﬁ

b mantaine g "
mws{u_ﬂ elassifiod filps i i
e. Certificate of Mectin

i, L edics) Ex i Yivi
Een':?e Commissioy, Form xu_gﬂg?uu" S

d. The Persounel action off
trangfer (Formg (0

[
e. Travel order
Ested,

¥ IEIEI.- [y .;_]11_1;.!-!1

ufhﬂ'r il 5.'r'“i|.ll'l| numbar
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by whom last paid, voucher number, and data
through which last paid.

A. If the employee is transferred to & graded
position (subject to the Classification Aet of
1023, as amended), the following specific data
will be furnished for purposes of determining the
date the employes will become eligible for pay
mnerense (periodic) under act | August 1041
(Public Law 200, 77th Cong.) and for pay
purposes (see CPR 45, 8 February 1943, andd
CP Cir. No. 52, WD, 1043}

(1) Amount and effective date of last equiv-
alent salary increase from any cause other than
“agpecially meritorious” Incresse or Increase
beenuse of salary differential for service oulside
the United States, or :

(2} Date employee entered on duty in Federa.
service, where thers has been no subsequent
break m serviee exceeding 30 days and no
equivalent increass in compensalion, other than
an ‘' especially meritorious'’ IDErease or salary
differential 1

(3] Date of any “especially mentongus in-
crease subsequent to date mdieated under (1)
or (2) above. !

{4) Current (offimal) efficiency raling.

{5) Total days of leave without pay, since
date indicated under (1) or (2) above.

DECLASSIFIED
Authority o E?':"L'__J'_EF
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t. Buch forms or information which may be
requested by the station to which transferring.

7. Procedures for establishment of per-
sonnel file and disposal of certain docu-
ments upon engagement within United
States for assignment outside United
States.—A personnel file will be established by
the station performing the details of appeint-
ment, tranaportation, ete. All decuments alfeot-
ing the employess status or position, mcluding
i report of charaster mvestigntion as in para-
oraph 6b, will be ineluded in the file as outhined
in paragraph 3, and transmitted by sir mail to
the station to which the employes is assigned.
A copy of the personnel action form (Form
CP=50 or AC-CP-50) will be transmitted to the
Discontinued Projeets Branch. The Adjutant
Creneral’s Oilice

A T BT (IS Apr. #4110

BY ORDER OF THE SECRETARY OF WAR:
WM. H EUSHNICE,
[hreetor of Cirition Personnel and Training.

OFFroiaL:
ROBERT H. DUNLOP,
Brigadier General,
Acting The Adyuland General.

Bi. ScVEmENEAT PHINTIHE GFFfl PeEE



WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULAR

CP Cir. 46

20 April 1944

CIRCULAR No. 46

FINAL SALARY PAYMENT OF CIVILIAN EMPLOYEES OF WAR DEPART-
MENT RETURNING TO UNITED STATES FROM OVERSEA STATIONS

1. Paragraph 45(1) and e(4). section I,
Civilian Personnel Circular No. 18, War De-
partment, 1944, is rescinded and the following
substituted therefor:

45(1) If the person has made out an allot-

ment, W. D., A. G. O. Form No. 30
( Notification of Discontinuance of
Allotment) will be completed by
the personnel officer preparing
final pay and such form will be
forwarded to the Office of Depend-
ency Benefits, Newark, New Jer-
sey, in accordance with the provi-
sions of Circular No. 15, War
Department, 1944, The Notice of
Discontinuance to the Office of De-
pendency Benefits will be made by
the most expeditious means other
than radio. The discontinuance
date will be that date which per-
mits action being taken without
resulting in an overpayment.

e(4) Allotments—Deductions for allotments

i

will be discontinued without
awaiting receipt of acknowledg-
ment from the Office of Depend-

670701 *—44—AGO 230

ency Benefits. If the Office of De-
pendency Benefits determines that
the allotment cannot be discon-
tinued as of the effective date
stated on the allotment discon-
tinuance form, the disbursing of-
ficer who forwarded the form will
be advised to take necessary action
to insure that proper deductions
are made and the final pay ad-
justed accordingly.

2. Certain oversea stations have reported
they are unable to determine or, because of se-
curity reasons, disclose the port of embarkation
through which employees will enter the United
States, In such cases the port nearest the em-
ployee’s final destination may be designated by
name to effect final salary payments.

[A. G. 248 (19 Apr 44).]

By orper oF THE SECRETARY OF WAaR!:
WM. H. KUSHNICK,
Director of Civilian Per-
sonnel and Training.
OFFICIAL:
ROBERT H. DUNLOP,
Brigadier General,
Aeting The Adjutant General.

H. 5 GOVERNWENT PRINTING SFFICE: 1844
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WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULAR

CP Cir. 47

20 April 1944

Circular No. 47
EMPLOYMENT OF ENLISTED PERSONNEL IN CIVILIAN POSITIONS

lz. It has come to the Department’s
attention that certain installations have inter-
preted the procisions of section IV, Circular
No. 321, War Department, 1943, as permitting
employment in ecivilian positions of enlisted
personnel on furlough. In this connection,
attention is directed to paragraph 1d, AR 35-
2320, which provides as follows: '

1d. Employment in another capacity.—An en-
listed man of the Army may not, in the absence

of specific Ht-uLuLDrE}f anthority, during the period -

of his enlistment, be employed in another capa-

city under the Government and receive pay

therefor, other than the pay and allowances
[A. G, Z20.41 (19 Apr 445.)

BY ORDER OF THE SECRETARY oF WAR:

OFFICIAL:
ROBERT H. DUNLOP,
Brigadier General,
Acting The Adjutant General.

ETOT01 " —H—A G 361

DECLASSIFIED

that accrue to him by reason of his enlisted
status. I Comp. Gen. 40.

b. This rule is restated in 18 Comp. Gen. 213.
The Comptroller General has also ruled (17
Comp. Gen. 1049) that an enlisted man may
not be employved in a Federal civilian position
and accept compensation therefor during any
period of furlough from bhis military duties,

2. In view of the above and the Department’s
policy prohibiting acceptance of gratuitous
services of individuals (see CPR 135.2-2), the
provisions of section IV, Circular No. 321, War
Department, 1943, are applicable only to
employment of enlisted mea in private industry,

WM. H. KEUSHNICK,
Director of Civilian Personnel and Training.

U, B GOVERHMERT FRINTING GFFICE- t9da

Authorityy Jun %_S_L%LJJ_EF




WAR DEPARTMENT
CIVILIAN PERSONNEL CIRCULARS

CP Cir. 48

20 April 1944

CIRCULAR No. 48

section
Character and lovalty investigations of civilian
employees recruited outside United States_____ |
Character and lovaliy investigations of civilian
employees recruited within United States for
duty at stations outside United States________. I

1. _Character and loyalty investigations
of civilian employees recruited outside
United States.—1. Commands employing ci-
vilians under authority delegated in Orders M,
19 June 1943, are responsible for ascertaining
the character and loyalty of their employees.

2. When employees are recruited outside
the United States, the oversea commands will
tauke appropriate steps to establish their suit-
ability for employment, either before or after
entrance on duty as deemed necessary, and will
maintain such records thereof as may be deemed
to be essentinl. No reports of character in-
vestigations conducted by oversea commands
will be submitted to authorities within the
United States unless deemed advisable in view
of the nature of the information disclosed there-
in, in which case reports will be forwarded to the
Office of the Provost Marshal General. War
Department, Washington 25, D. C.

3. In the event civilian employees are re-
cruited outside the United States who are fo
be engaged on work of a confidential nature or
where great opportunity for disloyal activifies
exist, and who give character and employment
references within the United States, the Ofhee
of the Provest Marshal General, Washington
25. D. C., may be requested to conduet char-
acter and lovalty investigations. In such n-
stances, the Office of ‘he Provost Marshal
General will conduet appropriate investigation
and will issue a report to the requesting ageney.
A Routein or Special Investigation as deseribed
i Chivilian Personnel Regulations No. 36 will
be requested as warranted The responsihili
for employment in such cases remains with the
“appointimrotiiver—
e T =R =TT L 23

IT__ Character and loyalty investiga-
tions of civilian employees recruited within
United States for duty at stations outside
United States.—1. When employvees are re-
erunited within the United States for oversea
duty, necessary character and loyalty investiza-
tions will be completed and decision made as to
the suitability of applicants prior to their de-
parture from the United States.

2. Investigations required.—a. The direc-
tor of Security and Intelligence of the appro-
priate service command headquarters or the
Office of the Provost Marshal, Military District
of Washington, will be requested to conduct a
character and loyalty investigation of all War
Department employees recruited in their re-
spective jurisdictions who are procecding to
permanent duty siations outside the United
States, except employees with long Government
experience whose character and loyalty are
known to be satisfactory by the appointing
officer, or where evidence exists that an em-
ployee has been investizated previously by the
Office of the Provost Marshal General, the
Civil Service Commission, the Federal Bureau
of Investigation, or other Government agency,
and that such investigation was favorable, and
there is no subsequeni information ereating a
suspicion of disloyalty,

bh. A Routine Investigation (see CPR-36)
will be conduected for all employees oullined in
a above who are required to be investigated,
except that, in the following cases. a Special
Investigation will be made:

(1)  When information 1s possessed
which creates suspicion of dis-
lovalty to the Allied cause; or,
lovalty to the Allied cause; or,

(2) When information possessed indi-
cates that the person’s background
is connected with an enemy coun-
try in such a way that a thorough
investigation is expedient; or,

DECLASSIFIED
Authorityy Jygy E_?EEJ'LE}—
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(3) When the requesting agency and the
director of security and intelli-
gence of the service command, or
the Provost Marshal of the Mili-
tary District of Washington or
their representatives agree that a
thorough investigation is deemed
Necessary.

3. Reports of investigations.—Actions on
unfavorable findings resulting from investiga-
tions made pursuant to paragraph 2 will be
taken as prescribed in section 3, CPR-36.
When employees are recruited in the United
States for oversea duty, the War Department
station in the United States requested to per-
form the details of appointment, transportation,
etc., will submit reports of character invesiiga-
tions to the oversea station as prescribed in
Civilian Personnel Circular No. 44, 17 April
1944, Personnel files for civilian employees out-
side United States.

4. Maintenance of records.—Final investi-
gation reports transmitted to appointing officers

DECLASSIFIED

will be filed in the personnel file (201 folder) of

the subject or in the files of the intelligence
officer, except that reports which are classified
pursuant to AR 380-5 must be deposited with
the intelligence officer and appropriate reference
thereto made in the subject’s personnel file
(201 folder). AR 380-5 requires that docu-
ments be classified as CONFIDENTIAL where
disclosure of information contained therein
might prove prejudicial to the interest or prestige
of an individual, and that doecuments be marked
RESTRICTED wheu theinformation contained
is for official use only, or when its disclosure
should be limited for reasons of administrative

privacy, or denied the general public.
[A. G. 230, 741 (10 Apr 44).]

BY ORDER OF THE SECRETARY OF WAR.

WM. H. KUSHNICK,
Director of Civilian Personnel and Training.

OFFICcIAL:
ROBERT H. DUNLOP,
Brigadier General,
Acting The Adjutani General.
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WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULAR

CP Cir. 50

o4 April 1944

Circular Meo. 50

EXPERTS AND CONSULTANTS—COMPENSATION AND
LEAVE BALANCES

1. Basic compensation.— Inquiries re-
ceived from constituent elements of the De-
partment indicate need for clarification of the
method of computing basic compensation for
experts and consultants paid on a per diem
basis “when actually employed”. Whenever
services are rendered for a full day, such in-
dividuals would, of course, be paid the full
per diem salary rate fixed by the Secretary
of War (at not to exceed $25 per day), pur-
suant. to applicable provisions of the Military
Appropriation Act of 1944, In those in-
stances, however, where the consultant or ex-
pert. renders only a partial day’s service, the
amount of compensation to be paid for such
service will be fixed by administrative deter-
mination of the officer or employee having full
information as to the nature of the services
rendered. In making this determination the
following standards should be observed :

a. If the services rendered are truly con-
sultant in character (that is, consisting of con-
ferences, etc., for the purpose of giving tech-
nical advice and assistance to operating of-
ficials), the full day’s compensation may be
paid for any services rendered on that day.

b. If the individual has been engaged to
perform actual services of a technical or pro-
fessional nature, a daily tour of duty should
be established wherever practicable, and full
daily compensation paid for each full day's
service with appropriate fractional payment
for portions of days served. Experts and con-
sultants are to be regarded as rendering inter-
mittent service, notwithstanding the fact that
such individuals may oceasionally work in ex-
cess of 40 hours per week. Accordingly, a
weekly tour of duty will not be established for
such individuals,

2. Computation of additional compensa-
tion.—War Department Orders () and Civilian
Personnel Regulation No. 80, 15 December
19043, rescinded Orders H, 14 May 1943, in-

5TOT0] *—a4—A G 283

cluding that portion of the Orders which pro-
vided that “The rates of pay of experts and
consultants appointed by the Secretary of War,
whose rates of pay are set by the Secretary
of War, will be deemed, for the purpose of
these Orders, to be set at a rate includ-
ing the additional compensation presecribed
herein.” In view of the above and in accord-
ance with recent decisions of the Comptroller
General (23 Comp. Gen, 17; id. 398), experts
and consultants appointed at per diem rates
*when actually employed” (except consultants
to the Secretary of War appointed without
compensation) dre entitled to receive addi-
tional compensation provided in section 3(a),
War Overtime Pay Act of 1943 (Public Law
49, 78th Cong.). Since experts and con-
sultants are regarded as rendering intermittent
service, they would not under any ecircum-
stances be entitled to overtime compensation.
See decision of the Comptroller General, 2
March 1944 (B40560).

a. Basic regulations governing payment of
additional compensation to experts and con-
sultants are contained in Civilian Personnel
Regulation No, 80.3-Ta(2). In arriving at the
per annum rate to be used in computing the
additional compensation for such individuals,
the daily rate fixed by the Secretary of War
should be multiplied by 313. As an aid in
computing such additional compensation, the
following eriteria may be used:

(1) If the daily rate exceeds $9.26

2000100 2900
5; [ r . .
( 213 ) .1.'35(..“3 }ihpﬂrﬂnt)

will be paid as additional com-
pensation,

(2) If the daily rate is $9.26 or less, but

9

not less than $6.39 (_HE[;{J;;},’ 15
percent of the actual daily rate
will be paid as additional com-
pensation.

DECLASSIFIED
Authority W Q_E_% 3078
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(3) If the daily rate is $6.39 or less,
payment will be made on the basis
of the $300 annual rate or 25 per
cent of the basic daily rate (see
CPR 80, 3-Ta(2)), whichever is
applicable. In computing the
daily or annual rate, the figure 313
will be used as above.

b. Administrative officers should make ret-
roactive payvments of additional compensa-
tion for services rendered since 15 December
1943 : Provided, That the individual is still
carried on the Department’s rolls. Individ-
uals who have been separated from the serv-
ice and who request payment of additional
compensation previously earned should bhe
advised to submit a eclaim to the (General
Accounting Office.

3. Disposition of accrued leave.—IPursu-
ant to the provisions of section 6.1(e), Ex-

BY ORDER OF THE SECRETARY OF WAR:

QFFICIAL:
RoeertT H. DUuxLOP,
Brigadier General,

Acting The Adjutant General,

DECLASSIFIED
Authority, jyn 53078

ecutive Order 9414, 13 January 1944, and para- -

eraph 2g, (‘1\'1]31'113 Personnel Cuul]ul No. 8,

War Department, 1944, experts and consult-

ants are excluded from leave rights under ap-
plicable statutes and are precluded from taking
leave earned prior to 1 January 1944 under
earlier regulations. In such instances, any an-
nual or sick leave which may have been earned
but not granted prior to 1 January 1944 will
remain to the credit of the individuals con-
cerned. Upon appointment without break in
service to a position covered by Executive Order
9414, such leave credits will be transferred to
the individual’s account for use at a later
date. Claims for payment of earned annual
leave to exerts and consultants who are sepa-
rated from the Federal Service should be di-
rected to the General Accounting Office for
decision and adjustment.

[A. G. 248.4 (22 Apr 44).]

Wu. H. KusuNIcK,
Direetor of Civilian Personnel and T'raining.

AGD 203 .
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WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULARS

CP Cir. 51

24 April 1944

Circular Me. 51

REQUISITIONS FOR
CIVILIAN PERSONNEL FOR PERMANENT DUTY OVERSEAS

1. Attention is directed to Memorandum No.
W620-7—43, 27 August 1943, subject, Requisi-
tions for Civilian Personnel (copy attached).

2. The attached form has been developed [or
use by oversea stations in requesting civilian
personnel to be appointed or transferred from
within the continental limits of the United
States for permanent duty overseas. Consider-
able difficulty has been experienced in the past
in recruiting personnel for duty overseas be-
cause of the fact that frequently sufficient
information was not submitted concerning the
position and conditions of employment. The
format of requisition may be varied provided
the pertinent information requested in the
attached form is furnished. The form will be
reproduced loecally at oversea stations to meet
the local needs.

3. The following is in reference to the num-
bered items appearing on the attached form:

a. ftem 1.—The APO number of the duty
statioo 1s to be given.

b. Iitm 2.—This refers to the number of
persons to be recrvited to occupy identical
positions.

¢. Jtem 3.—If possible, cite reference number
of job description from classification manual
giving complete reference. If no reference is
given, the reverse side of the sheet may be
used for completion of job description.

OFFICIAL:
ROBERT H. DUNLOP,
Brigadier General,

Acting The Adjutant General,

2 Inecls.

d. ftem Sa.—Refer to P (Professional), CAF
(Clerical-Administrative and Fiseal), SP (Sub-
professional) or CPC (Custodial-Protective
and Crafts) if position is graded. If position
1s ungraded, so state.

e. Item Se—State salary and whether per
diem, per annum, ete. Where 25 percent
differential applies, include in salary. Do not
include overtime. : ‘

f. ltem Sd.—State the established tour of
duty, that is, the number of hours per day and
per week the employee i3 normally required to
be in a duty status.

g. Items 6a and b.—1f both Government
and private facilities are available give approx-
imate cost for such couveniences. It is sug-
gested that stations having a number of requisi-
tions prepare and mimeograph a detailed
statement of conditions of employment to be
attached to each requisition.

h. Priorities for air travel.—If air travel is
desired justification for such transportation
must be furnished. This information may be
included in item 10.

4. All requisitions are to be submitted to the
Director of Civilian Personnel and Training
through the headquarters of the oversea juris-
diction. Specific approval of or for the com-
manding general of the oversea jurisdiction is
required on each requisition submitted.

[A. Q. 230 (22 Apr 44).)
BY ORDER OF THE SECRETARY OF WAR:

WM. H. EUSHNICEK,
Director of Civilian Personnel and Training.

Form “Requisition for Civilian Personnel.”
Copy of Memorandum No. W620-7-43, 27 August 1943.

B7UT00 ™ —44-— A0 205
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REQUISITION FOR CIVILIAN PERSONNEL
(To be submitted in triplicate)

Date_____
. TO: DIRECTOR OF CIVILIAN PERSONNEL AND TRAINING, OFFICE, SECRE-
TARY OF WAR, Wasm~eron 25, D. C. (ATTENTION: OVERSEAS BRANCH).
1. The following pursnnrml is requested for duty at: A

2. Number of persons to be recruited on this requisition: —
3. Job title, and job description or manual citation:

(Use reverse side if necessary)

h. Grade_______ _¢. Salary -
__hours per day, ok hours per week.

a. Service_
d. Tour of duty: ——
4. Special qualification requirements:

e

. Date person’s services are req:.‘l:}stcd: .
loyment (strike out statements not applicable):

. Conditions of emp ¢ 3 : ,
ate) living quarters available, apartment, dormitory, barracks, rooms

a. (Government) (Priv ; ;
in private houses, other, specify. Approximate cost per month $

b. [G{wununﬂnt} (Private

. A=

o [urnish here any pertinent iqfulmﬂtiun concerning employment, e. g., isolation of post
recreation facilities available: clothing available locally for purchase; ete.

. of duiy;
e ————— — 1

=8 &

) eating facilities available. Approximate cost per month

e

e r—
i

E_E_‘:’Eg—rgﬁaﬂ—nt of employment for each person fo sign to be recruited on this

'.F._At.l-unh two Ele'i . .
f SUGh 15 [‘qurEd.

equisition, 1 : ,
o p;;;:;sig o uested by name, furnish the following:

a. Name: - —
h., Address at which person may be contacted:

e. If pn_-..q{._]]_tl}r ump]ﬂft‘:il. by whom and address:

_._—-—'—'—'_'_——_'___._ =¥ y : a1
ce for additional information not covered above: s

. 9. Use this spa Il [ s

=

i st it

I
e —

 Tor tﬁa_ﬁuﬁﬁai_n_g_ﬂ_{ﬁcar:

BRI
Grade. a
Department
Inel. 1.
3
ARG 2

DECLASSIFIED
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(W620-743)
COPY

WAR DEPARTMENT
The Adjutant General's Office
Washington 25, D. C.

MEMORANDUM 27 August 1943

No. W620-7-43
REQUISITIONS FOR CIVILIAN PERSONNEL

| Pursuant to the provisions of Orders M, War Department, 19 June 1943, reproduced on

the reverse of this page, the cmnmanrhpg_- :gcnerﬂIs. named in pﬂ,l‘ﬂgﬂ:‘tphs l_ur{d 2 of Dl'r:lers M are

requested to forward requisitions for [';1".'11]1!1.11. p:mf-.r}nual to be re;:x*mtnd x-;u,-lm_tr the me:ed States

to the Director of Civilian l“ﬂrﬁﬂqnﬁl and Training, 'Drmﬂﬁ of the Secretary of War, Washington 25,
D. C.. who will call upon the various [orces [L'[](‘] services Lo meet such req l}nz:sts.

’ ment having unfilled requests for civilian personnel for over-

o the War Depart :
] E th:lncllﬂ;i ;{mt iime which have not been so routed will forward a copy of such request
sea duty at the 2

with a notation of action taken to the above mentioned office.

(AG 230) (27 Aug 43) WD-MB-A)

. rHE SECRETARY OF War: : '
By orpER OF TH s s

(Typed) J. A. ULIO,
Magjor General,
The Adjutant Gemneral.

MeTRIBUTION:
A
Inel. 2

O .
AGO 208
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WAR DEPARTMENT
Wasminaron 25, D. C.

19 June 1943. .]
ORDERS M

Subject: Delegation of civilian personnel authority to commanding generals

: N DTiLy of defense
commands and extracontinental jurisdietions.

Orders G, War Department, 9 May 1943, subject as above
substituted therelor:

1. Authority is hereby delegated to the commanding generals of theaters G AR S
oversea departments, defense commands outside the continental United Smm;‘ hb'"LEf' Elpéum]mmi“l
operating directly under the War Department, and oversea forces operating di:‘m;tl. unid th:?
War Department, for all phases of eivilian personnel administration with respect to z _T"_ er !
sonnel under their respective jurisdictions who are paid from funds ﬂppmpl‘ialzed to tl lﬂ"r’lkfm- IEI:
partment. This includes establishments of positions; employment i . ; 16 War De-
personnel ; records and related activities. : ©h, and separation of

2. This authority is also delegated to commanding generals of defense o o
the continental United States with respect to civilian employees who are nnt. Lin. 1 -um;nmn.:i_u_a‘ u:lLIun
tive control of the Army Ground Forces, the Army Air Forces, or the fu-mv. *‘-;..‘: Fr y ]? administra-

3. In exercising this delegation of authority, War Department Ui‘n‘rili;, ”I:”?‘I‘ ol
tions, Civil Service Rules and Regulations, Comptroller General’s decisions ; d mbmm_ﬂ[ R‘F‘g“!ﬂ‘
requirements will be duly observed, subject to such exceplions as fm.:a, r lr and established legal
military necessity. ¥ be required beecause of

4. Requests for assistance or advice by such commanders in administrgti _
be made to the Direetor of Civilian Personnel and Tmiuing, Office of the Smh: :I &tt?m DI'GE‘E‘:(IUFE m.i]
such matters as recruitment, assignment, and allocation of employees _.{“lupt{'"}' of War, who in
forces and services to meet the requests. Yees will eall upon the various

, 18 rescinded and the following

5] Hewry [, STIMsoN ‘
HENRY L. STIMSON,
Secretary of War.

A D 5
L T an
VERNME Ty PHINTING QpFieg e )
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CORRECTED COPY

WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULAR

CP Cir. 52

24 April 1944

Circular No. 52

AMENDMENTS TO CIVILIAN PERSONNEL PUBLICATIONS

1. Paragraph 2, Civilian Personnel Cir-
cular No. 1, 3 January 1944, and CPR
120.7-41a(1), 13 December 1943.—The ad-
dress of the Civilian Retirement Records
Branch, A. G. O., is changed to—

Civilian Retirement Records Branch,
A G, O

Temporary Building C,

2d and Q Streets, SV,

Washington 25, D. C.

2. Civilian Personnel Circular No. 8§,
1944, —The provisions of the last two sentences,
paragraph 4¢, Civilian Personnel Circular No.
8, 18 January 1944, are superseded by the Leave
Credit Tables attached to Civilian Personnel
Cireulars Nos. 34 and 35, 28 March 1944.

3. Civilian Personnel Circular No. 22,
1944,—q. The answer to question 8, Civilian
Personnel Circular No. 22, 23 February 1944,
is rescinded and the following substituted there-
for:

Yes. The Comptroller General has
ruled that section 4.2(b) of the new leave
regulations, prohibiting the granting of
leave on leave during terminal annual
leave, applies to employees whose tenure
of service is indefinite and whose termina-
tion of service must be fixed after service
has been rendered, and accordingly has ne
application to deny temporary employees
the annual leave to which they are enti-
tled by law and regulations for each full
month of service, which includes both
active service and leave lawfully granted.

b. The answer to question 41, Civilian Per-
sonnel Circular No. 22, 23 February 1944, in
accordance with decision of the Comptroller
General B 40518, 16 March 1944, is amended to
read *TUnder such circumstances, refunds will

not be required.”

4, QCivilian Personnel Circular No. 28,
1944,—Sentence 3, paragraph 34, Civilian Per-

5801071 " —44—AGO B5A

DECLASSIFIED

sonnel Circular No. 28, 14 March 1944, is re-
scinded and the following substituted therefor:

Notation will be made on the 201 file
copy of the form, Notification of Per-
sonnel Action, showing the date the
fingerprint chart was forwarded, but
copies of charts will not be kept in the
station’s personnel files.

9. Civilian Personnel Circular No. 31,
1944.—Sentence 1, paragraph 2, Civilian Per-
sonnel Circular No. 31, 24 March 1944, is
rescinded and the following substituted there-
for:

The attached War Manpower Commis-
sion Regulation No. 5, Revised, super-
sedes the original War Manpower Com-
mission Regulation No. 5, 16 August 1943,
transmitted by Civilian Personnel Cir-
cular No. 49, 4 November 1943. The pro-
visions of CP Circular No. 49, and of
other attachments thereto are still in
effect.

6. Civilian Personnel Circular No. 34,
1944.—A limited supply of Standard Form No.
67 (Leave Credit Table, 8-Hour Day), is now
available. In view of this fact, the instructions
contained in unnumbered paragraph 4, Depart-
mental Cireular No. 471, attached to Civilian
Personnel Circular No. 34, 28 March 1944,
should be disregarded. Additional copies of this
form should be requisitioned through normal
distribution channels.

[A. G. 280 (24 Apr 44).]

BY ORDER OF THE SECRETARY oF WAR:

WM. H. KUSHNICK,
Director of Civilian
Personnel and T'raining.

(FFICIAL:
ROBERT H. DUNLOP,
Brigadier General,
Aeting The Adjutant General.

0. 5. GOVERNMENT PRINTING OFFICL, 19484
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WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULARS

CP Cir. 54

5 May 1944.

CIRCULAR No. 54
RIGHTS OF FEDERAL EMPLOYEES RETURNING FROM MILITARY SERVICE

1. Attached hereto is Departmental Circular
No. 483, 21 April 1944, issued by the Civil
Service Commission on the above subject. The
majority of the points included in the attached
circular have been covered in appropriate sec-
tions of Civilian Personnel Regulation No, 55,
but attention is being directed to the information
contained in the answers provided to questions
4 and 5. These paragraphs indicate the policy
of the Federal Government as to location of
responsibility for reemployment of veterans,

2. a. In view of the determination that respon-
sibility for reemployment rests on the former
employing agency except where the entire
agency is abolished or the function formerly
performed has been transferred to another
agency, the War Department will be required to
furnish employment to its employees who left
eivilian positions to enterthe armed forces under
conditions entitling them to mandatory reem-
ployment. This declaration of Federal policy
has many implications which require further
study by the Department. Comprehensive in-

[A. ¢ 230.23 (6 Moy 44).]

By ORDER OF THE SEcRETARY OoF WaR:

UFFICIAL:
ROBERT H. DUNLOP,
Brigadier General,

structions will be developed for issuance at the
earliest possible time, In the interim period,
however, the employee’s reemployment rights
will be regarded as being enforceable in his
former position or one to which he would have
been promoted, in the judgment of the com-
manding officer, had he remained in ecivilian
employment. If such position (either vacantor
occupied) does not exist, he will be reemployed
in a position of like seniority, status, and pay
II—

(1) The same installation, or

(2} Another installation under the same

force, service, or command.

b. Iivery effort should be put forth to reem-
ploy the returning veteran in the original em-
ploying installation. If this is not possible, the
force, service, or command which then assumes
responsibility for his placement should use all
available means to effect his reemployment with
as little personal dislocation to the individual as
18 possible.

WM. H. EUSHNICEK,
Director of Civilian Personnel
and Training.

Acting The Adjutant General.

1 Incl.

Civil Service Commission Departmental Cireular No. 483,

ES0101 *—i4—A G BiA
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D483-1

UNITED STATES CIVIL SERVICE COMMISSION

WASHINGTON 25, D. C.
April 21, 1944
XU:CRA:JMeD mem
DEPARTMENTAL CIRCULAR NO.. 483

SUBJECT: Rights of former Federal employees returning from military service, and the abliisstions
of the Federal Government as an employer.

TO HEADS OF DEPARTMENTS AND INDEPENDENT ESTABLISHMENTS:

The President, in a letter addressed to the heads of executive departments and agencies under

date of February 26, 1944, stated:

1]
«“\[v attention has been called to the fact that there is some confusion in the minds of
appointing oflicers in the departments and agencies as to the Federal Government's obligations
tor pl‘m’i{lﬁ reemployment for persons who left the Federal seeviee and entered the Armed

Forees.

[ am today designating the Civil Service Commission as my representative for the

purpose of issuing, from time to time, instructions which will indicate just what the rights ol

the returning veterans are under certain sets of circumstances.

The instructions issued by

{he Commission should be rigidly adhered to by the heads of the departments and agencies

; £
and by their representatives.

In accordance with the President’s letter, the Commission will, from time to time, issue instruc-
tions as to administrative procedures which should be followed in order to conform with the spirit

and intent of the Selective Training and Service Act.
This cireular is the first of the series.

and-answer form, in a Series of circulars.

These instructions will be issued, in question-

QUESTION 1: Under what circumstances is a Federal employee who enters the armed forces

entitled to reemployment?

(n} The position which he left mu_sqt_. have been
it gther than a temporary position.” ' (In
the Federal sorvice, the status of the em-

her than the status of the po-

ployee, rat e : 1
he determining factor in this

sition, 18 1
connection.) _ N

(b) He must have entered active military or
naval duty since May 1, 1940.*

(¢) He must have received a certificate of satis-
factory completion of active duty or an
honorable discharge.'

(d) He must still be qualified to perform the
duties of his former position.'

(e) He must apply for reemployment withio 40
days after discharge.’

LJ[TF'%’]‘](]I\' 2. To what rights is a person meeting the above conditions entitled?

ia) He shall be restored 10 (1) his former posi-
ton. (2) a position of like seniority,
atatus and pay,' or (3), subject to the
provisions of Departmental Circular 257,
Revision 3, any position Lo which, accord-
ing to the records of the ageney, or in its
judgment, he would have been promoted
if he had not been absent Lo perform
military or naval service.’ In any case,
such résantinn shall be made within 40

Zae fontnotes on following pREE

AR BNA

days of his application for recmploy-
ment.’

(b) He shall be restored ‘‘without loss ol
seniority.” '

(¢) He shall be entitled to *participate m in-
surance or other benefits offered by the
employer pursuant to established rules
and practices relating to employees on
furlough or leave ol absence in effeet
with the employer at the time he was
inducted.”

DECLASSIFIED
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w .
{d} He shall not he “di i i
tion 1.1'1'Lhmlf Frﬂi?':ﬁ“'_{ from such posi- when he entered aetive milit vl g {Tandition Ansiver
e one year after AUVE INLilary or nave S |
such restoration.” ! duty, plus any within-srgide salarv sl- (e) His sgeney has been abolished, and all or The fl{q‘:llnrl;'m'nl. ar u?l_tr!;c} -n.l:m_l:i 1|}ﬂ5-“}d1lll-:$it1t
| i . AN 5 3 : : . ; ATE- ; unctions of the organization
e} HT ghall Jj.e -:'|'|'l.-||= & salnry whicly shall not b :'.rumﬁm‘t:nt or advancements to which he a part of its fumetions have h-e:ent Llnr:l :';: :.rht.,zfl ]_1.-!_1.-,1&; i fl s e
ower than that which he w g ol have hags T . iha : . nl  deparlments & ; e i 2 . =L
" Wi recaving Classification \ ;11 entitled under th ferred  to  differe ’ formed by the employee in his former position.
ey - & . Ya1s) ' 1 . 1 g .
QUESTION 3 Isa WAT-Service anno; _ ) ApEnCres. ageney together with The Federal Government, under the terms 1:.d'
B el : poamtee entitlod gy reemployment riglta® e} His department hﬂr 1_1|:~{'1-1 “aholished. the Selective Training and Service Act. His
Trai Pt ]m.l.”m.'m Wion of the Selective XT1I - its functions, H name will be entered en the Civil Service
raining o : p : c
G L;}g J:? :‘_’”;J_ﬂ 'H:tl':':"F”m'Jﬂ, Altorney |'mmj'- -T- Warservies appointes wlho rotiens Commizgions reemplovment I'H". and the
ot Y 28, 1043), 8 war-servips p .;]'"-” Y or naval sorviee, and meets the Commission will exert every possible effort
:LE:[';'-';“lt]'* L"H temporsry.”  Nevarthelpss ILIm ]“T”“" seb forth in parwerraphs (b, (e to place him in an appropriate position in
mder the Uommission’s pr o ) ) g o ’ o3, % ! Sl 1 ¥ :
present Wap Serviep {e) ey question 1. ahove, i8 e0- another department or agency

Regulations (see War Servien Rezulating dted to the righ

TR : ‘8l (b) and (a
QUESTION 4: Who has the obligation of
-" e

with all the rights ¢, whie

8 set [orth in paragraphs

) : ; ferred in Washington, D). C., to the Voterans
' under question 2. ghove ar should be rr : '

.. o ihis circul : ; :
A Inquiries concel ning :!i:fnlr]ih'l"“" extension 3345}, and in the field to the appropriate regional
stoting il reluming vetas Personnel Utilization Unit 4

. : . . e
h he 15 eylit]pg ¥ up o e plovmen

Foxee ; arta ; o ol pmmission. gk .
cept where cer tnin, special eonditions pele fice of the LP : oinuEson -
tsee question 5, below), the '.'iL'Prern. oo (b Hig old gpp : : T By direction of tl'rf v
agency in which the ve 1Ent op Bituzational unit, wogetlier with T () Very respectitiy- (8) L. A. Moven,

te i Iy
tran hag reemploy. 8 funetions, s been aholished o # L. A. Moyer,

ment rights. Each departn NOTE
18 TE —w; ; -
it e Miia uhIE-aijl 1;:;1::5] SNy rl"‘fil,'i With respect to (u), ahove, the Erecutive Director and
3 ' E g § ; ST TN : R i .
“':.'Itflﬂ of the President, *fy]] -.1.'c-i---hr‘t-I l: :[h1L b g-.;--.-uu:-:LHih whether the vetoran should e
spunt and intent back of section Rt‘rdl:. ; lu. Efi!lnq-” %10 a0 position with the con-
Selective Trabting st Saiozi ol tle : UrEanizaiion | b [une
’ & and Sarvics gog T bitng : + o which the
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WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULARS
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CP Cir. 56

15 May 1944,

Cireular Mo. 56
BREAK IN SERVICE FOR LEAVE AND TRANSFER PURPOSES

In order that confusion may be avoided as to
the correct interpretation of “break in service”
for leave purposes as opposed to “continuous
service” for transfer purposes, the following
clarification is given:

1. The term “break in service” for leave pur-
poses means a separation from the Federal
service for 30 or more calendar days. An in-
dividual who is reemployed without a break in
cervice of 30 or more calendar days between
his separation from one Federal position and
his reemployment in another may, under cer-

(FFICIAL:
ROBERT H. DUNLOP,
Brigadier GFeneral,
Acting The Adjutant General.

AGO 158A G520101°—i4

tain circumstanees, have his leave account trans-
ferred to his new position.

2. For transfer purposes, an employee must
have continuous service to be subject to the
transfer regulations (see CPR 70). A lapse of
1 or more work days between employment in his
former Federal position and in the new Federal
position deprives the employee of transfer
rights and the action mmst be effected as a
reemployment under the authority of War
Service Regulation V or VIII rather than as a
transfer under War Service Regulation IX.

[A. G. 230,56 (13 May 44).]
By ORDER OF THE SECRETARY OF WAR:

WM. H. KUSHNICEK,
Director of Civilian
Personnel and T'raining.

DECLASSIFIED
Authori r}”@_‘&iﬂg?_g“




WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULARS

CP Cir. 57

15 May 1944,

Circular No. 57

REVISED PROGRAM FOR PRINTING AND DISTRIBUTION OF WAR
DEPARTMENT CIVILIAN PERSONNEL REGULATIONS AND CIRCULARS

1. A program designed to accelerate the
printing and distribution of War Department
Civilian Personnel Regulations and Circulars
is now in operation,

2. The Government Printing Office and sub-

contractors in Chicago and San Francisco will
print and make distribution of these publica-
tions direet to Adjutant General and Air Serv-
ice Command depots.

3. Estimated delivery to Adjutant General
and Air Service Command depots will vary be-
tween 6 and 11 days from the day copy 1s fur-
nished to the Government Printing Office, de-

QFFICIAL:
ROBERT H. DUNLOP,
Brigadier General,
Aeting The Adjputant General.

AGO 150A 580101°—44

pending on the geographie location of the depot.
When early receipt of a publication is urgently
required, the delivery time will be further
reduced.

4. Distribution from Adjutant General and
Air Service Command depots to War Depart-
ment installations will continue under the pro-
cedure outlined in Civilian Personnel Circular
No. 30, War Department, 1943, Distribution of
Civilian Personnel Publications. Cases of un-
nsual delay in delivery to the installation
should be referred to the responsible depot by
the installation,

[A. G. 230,03 (13 May 44).]

By orpEr oF THE SECRETARY oF WAR:
WM. H. KUSHNICXK,

Director of Civilian
Personnel and Training.

DECLASSIFIED
Authuritym_ﬂ E?E{_i }_E‘



WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULAR

CP Cir. 59

15 Moy 1944

Circular Mo. 59

EFFICIENCY RATING PROCEDURES

1. Transmitted herewith are Civil Service
Commission Departmental Circular No. 474, 14
March 1944, which contains general require-
ments in regard to employee notification, em-
ployee inspection, and reporting of official effi-
cieney ratings, and section 5, Civilian Personnel
Regulation No. 95, revised, which provides
specific instructions as to such procedures in the
War Department.

2. Section 5, Civilian Personnel Regulation
No. 95, revised, will be inserted in the proper
place within Civilian Personnel Regulation No.
95, reviged 8 March 1944,

By oRDER OF THE SECRETARY OF VWAR:

OFFICIAL:
ROBERT H. DUNLOP,
Brigadier (eneral,
Aeting The Adjutant General.

2 Incls.

3. Attention of all personnel officers is par-
ticularly directed to the requirement that basie
annual salary be entered on Standard Form No.
68 (Notice of Official Efficiency Rating) for all
ratings of “Fair.” This information is re-
quired by the Civil Service Commission for
record and post-audit purposes. This office has
been advised by the Civil Service Commission
that, despite the wording of Civil Service Com-
mission Departmental Cirvcular No. 474, 14
March 1944 (page 2, lines 17-20), this require-
ment may be considered to apply enly to official
efliciency ratings of “Fair.”

[A. (7, 230.34 (13 May 44).]

WM. H. KUSHNICEK,
Divector of Civilian Personnel and T'raining.

Section 5, CPR 95.5, Notification to Employees and Report of Ratings.
Civil Service Comumission Departmental Cireular No. 474

AGO 1704 5850101°—44

DECLASSIFIED
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WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULAR

CP Cir. 59

CPR 95.5

Section 5, NOTIFICATION TO EMPLOY-
EES AND REPORT OF RATINGS

Parngraph

T . T icial ratings_... 91
Notifieation and inspection of officia :

e . official ratings.- 5

Notification of resulting action, g L
Notification of administrative unoflicial ratings

______ .. b3

poliey o= R A ‘Aonti i

War Department policy on it ln:r-_Eﬂ notification.- e
Reporting of official efliciency ratings-—-—- S

on of offi-

5-1. Notification and inspection o8 S0
cial ratings.—a. It is required by ];mlmft ;}
Civil Service regulations that every el ;1 [:ﬂ?‘ﬂ‘; ; L:
siven written notice of Evm:.‘?' f}?i”{i- tE;HI:I:;T {1];*
l:afing [wheﬂlﬂl' ¢+R9Lﬂl!ﬂ1"1' ’ro _;1 1 Mo
Trial Period,” or «Special”) _:lﬁﬁi'i_?lq"j;g v a ;
soon asg possible after suc:]} lll'ﬂllllgl:l{!': [‘tm j&‘c: IE
proved by the Lmi“] l'lﬂ;&:';ﬂgg}(ﬂ :m:;gﬂf g
mittee, Standard Form NO- . ;
cial EEfﬁL.ienc}; Rating) . w].nch has I:ue‘c:n_ E,Ilm::.;rlﬂl
gated by the Civil Service Cmnﬁ]lhst]ﬁ{:ntiﬂn
hereafter be used ewclusively xoF ﬂ‘.“;m- Depart-
of official efficiency ratings I t]w: o T Eu'ires
ment. The Civil Service Cummlfﬁlz11:cllﬂq;utiﬁ-
that, for “Regular” official ratings,

ithin 2 months
: : take place within =
cation must norma 1y I]l rating period ; and

after the close of the annud Trial Period” and
Jeut,, oK “Pmbuti{?mﬂ GI; nzif:;mllf be given
“Special” ratings, 1t must 7T red
Wiﬁ'iili a0 dﬂ'_‘fﬂ E;ier I"E‘.f.lﬂg+15 ﬁgﬂﬂi};’nl:-ﬂgziﬁﬂ
by the Local Efficiency Rﬂt'm'?’ |
b. Standard Form No. 68 will be ke "}
. olan ik i h .
; 1 Il alo
“(Good™ or better and 10 s <" For
cial ratings of “FLirﬂ gh “Opataibes {in 5 of
:;l! ‘t'. rg& of “Fair” (and only ':'“; ra ]g -
IFatinggs 3 20
“Fﬂ.il‘”) EIt,hqa hasic snlary pﬂld o llq-imég frm-
will be !enlerl:*d on standard o i_]ar: and
§ . ] A T S8 ¢
mediately after the adjectiv® P B8 Ly KL
distribution of the above COP!

follows:

grandard Form No. 63

*Qinee the initial Huﬂl:f' 1?1‘; e vt of May b
will not bhe available 1t 1

5 . delays, notiflcation of ?Imu?ilnr-:t ::IE:-:
canse of printing March 1944 and other ratings ;
prepared as of 51 he considered as an L?I[‘E‘]}ll-ﬂ].‘i 0
rently [II'E'[}H_rEﬂ mﬂi;[ml-’ﬂfﬂ‘ auch ﬂntiﬂ:‘:ﬂtij:hn must Ii;l:
Y gjble after the nntihcﬂt_mn form 18
given as soon as pos 0 41 cating activities under-
AR a¥ﬂim§l|e; !1::: ghove time limits should be
taken thereaiter, .

strietly observed.

Inel, 1

AGO 1T0A

(1) The original copy of Standard
IForm No. (8 for all official ratings
will be delivered to the employee
rated, wherever feasible, by his
immediate superior in direct per-
sonal contact conducive to discus-
sion of the rating given.

(2) The first carbon copv of Standard
Form No. 68 for all official ratings
prepared as of 31 March 1944 will
be placed in a special file, arranged
alphabetically by employee names
for the entire installation or other
rating jurisdiction. This file will
be open to inspection by all em-
ployees during such hours as are
administratively feasible. The
file will be kept constantly current
by filing therein a copy of Stand-
ard Form No. 68 for every official
rating prepared thereafter, and
withdrawal from the file of all
copies for such former ratings as
are no longer currently official.
The file will thus contain at all
times a current record of all of-
ficial efliciency ratings on record
for employees of the rating juris-
diction.

(3) The second carbons (for official rat-
ings of “Fair” and “Unsatisfac-
tory™ enly) will be assembled for
the reporting purposes outlined in
paragraph 5-5 a.

¢. Preparation of Standard Form No. 68 will
follow immediately after official approval of
ratings by the Local Efficiency Rating Commit-
tee. If local adjustment or amendment of any
rating is made, or if a rating is changed by ac-
tion on an appeal case, a new notification on
Standard Form No. 68 must be prepared in the
number of copies indicated above, such copies
to be distributed and used in the same manner
as when original notification was given. In
such cases, the original of the new notification
form will be given to the employee rated, and
correction made in the local inspection file by
destroying the former copy and replacing it
with the first carbon copy of the new notifica-
tion form.

DECLASSIFIED .
Authorityun ST30 T8




CP Cir. 59

WAR DEPARTMENT Civipiny FERSONNEL EIRCULAR

d. If such change alters in any way the re-
ports made under paragraph 5-5a of this i
ulation (i. e., involves change to, from. or he.
tween rating of “Fair” and “Unsatisfactory™),
similar eorrection will be made in such reports
by appropriate withdrawal, addition, or substi-
tunirm of copies of Standard Form No, 6= in
each reporting set.  All sne s wi
from ufgrlt will be I:!I_‘-*:'l]'l:l-j'l:',H.t]]ITE;]%::;?:E‘:;L:E
ready been submitted, u letter stating the nature
of the change and the reasons therefor will ba
prepared and sent immediately to the Oy
Bervice Commission in Washington, D, (0, Such
a letter will tranamit such new reporting ”']Jit;a
as are necessnnry, and will renuest ‘-.IET'\-Tl'Ll.EIiu:n of
former reporting copies superseded therehy,

5—2. Notification of resulting actign
official ratings.—In addition to notificat; ,
on Standard Form No, 65, each employes .fin
whom pay decrease, demotion, separation ,r
other adverse change in job status [spe f'Pi;
05295 is nnliﬂ']m[ml izl be nokified in \;r't
g of such action prior to its effective [E'L!l :
Whenever possible, at least 80 dayy adw : ﬂ
notice should be given,* Such nuiin:e “.i]rr-.m
:-Im]_f.t complete and specific information “Rm.
efficiency rating riven, and as to nature ang ko
posed effective date of the anticipated MtF_’l'u-
Standard Form No. 68 will nof be i
[rUrpse,

5-3. Notifieation of administratisye
afficinl ta.tings-palh::.r.—.'ﬁimulard ann-lm-
'!‘:-H !I:'ill_.‘-c‘l‘ never bt wsed for ot ification of s I:Iﬂ.
istrative-unollicial efliciency ratings, sine ;;ln-
form contains reference to :1|1|]E:1],]-'[ thi A
available to the employes in EOTTBE SR Do
such ratings. However, it is t)e pol

used for thi

Y o
War De-pa_ﬂm#m that, whenever i'l':iminjt|th“
tively feasible, he shall he ;'ﬂf,,,.n@h; ntl!?ﬁr;:]-

of administrative-unofficial Elﬂ:lt'it*uf_-,-
assigned to him.
=4, War Department policy gp

ployee notification.—The policy of the Err""
Department is to observe, Lo the .Ellnﬁqr I;_‘“' ar
of administrative feazibility, the ["'.il.h:" 'T”mt
complete frankness with the {.mplum‘?ﬁ of
gard to all matters which I'”l'mﬂl't-'ﬂl}.f o re-
him and affect his individual job sty thcern
efficiency rating program is effective. 1. Any

: ', in
of employee morale, only in the degreg 4, :,Trr:n]:
Il
* For speclal requireéments effectjva ) ke
duction in force. see CPR 60.7-1%, 15 -TIIILIiI'IJ."_.- ]Tﬂ:: 2

""fingg

thl!:i prineiple is observed,
entitled in regard to all officig
marltrstnnd:ing

The employee is
; | ratings, to a full
Mined. In rl::f ]'dlIEF. o |!I||-.': ral i"ﬁ-’- Wilg (]L:L?r-
ratings, this Chr L administrative-unofficial
whorever u.;iml-‘r.l_“m]ﬂ_'} should be adhered to
1III.iLl'1'|_[]-,-|-_-]:.. feasihle,

5 I
in g;.ﬁ;_iﬁ:ﬁ?lmug* of official efficiency rat-
ciency Ratig .ﬂ.rd- Form No. 52 (List of Effi-
be used, IE:E'*{']] 15 obsolete and will no longet
report wilj | .l? 08 of that form, two Lypes of
wreafter be made
<1 :
(1) ]‘m‘f‘ :.:-va'lzr- official efficiency rating
:LIWFTF” o "Utu—mihi:u:lnr}'-” the
5t Ul carbon copy of Standard
-,-.,-j_trim No. 68 [sep par, 5—15‘[3}]
..hﬁ used for  report to the
l_EEE-iiEm‘.}' jli:l'[i.n-r_{ Administration
I.}iv-'l;iﬂ. Ii:l'hﬂ:lll'lll&! E]:nﬁgiﬁuuti“_"
Swi(_un, I_Tmlmd States Civil
% 1 & Fﬂl'll'l.'lr.nlmiiun, Washington
i C. This report will con-
of the Tnllm'.-ing elements:

a) C"-'{*i'-'!" of Standard Form
:"'U _[.iE’r for all ratings ©
_ “UIr" arranged in a sin-
gle alphabetical
for  eggly classification

i Erade g5 designation.
)} Copips of Standard Form
f':_‘- 68 for all ratings of
"“Hl'iﬁfﬂcturh“ ar
rllfllﬂEfl in f i‘ijﬂ{_,"]{'! “IFI]]H-'
tical gppieg for cach
L‘kl!i:‘.ifil’_‘:l’fimj grade and

I.]L‘i‘jg:m[inn_

lettar of transmittal for
I:u."| and (&) abowe, comn-
I“'”u“ﬂ' L slatement 1,'|-f' the
gm”hf'l' of copies O
-.Iunﬂun] Form No. ]
“tained in pach of the
1::1 J.I:-Il]'lﬂlfll-i“;.;'l g].ﬂli[lﬁ.
O “Bpecial” official rat
'ni_(-?""- this letter will con-
L?rm also 4 brief pxplans”
M of tha ocepsion 107
8 Tﬁfjnr__rgs i, e., whet hir
rn]?ll wers prepared 10f
HUetion in fopee or fOF
0 {Ewriﬂfii'“]

serief

{¢) A

]-HI'-:"- 'lnn;_-1-;_|:.-, £
F“T]'-'ﬂﬁe-.a.-_
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WAR DEPARTMENT CIVILIAK PERSONNEL CIRCULAR

CP Cir. b8

{2y This report will I

b, (1) Certification

l_‘_‘_ﬁ_
*The firgd

Fliting petivities a8 |_|.|;||'E'I"'L'm
Lany time prior 10
8 maidp in yiew of d¢

¢ submitted by
each War Department inslu_lla-
tiom. or other rating jurisdiction,
direct to the ahowve |_||-|]'1:|E]q_:|||[|rj
office. For “Regular” u]ﬁ “Spe-
oinl” official rating activities, such
cihmiseion will take place as soon
s employees rated have been noti-
fiodl of their ratings and Lave had
a reasonable gpportunity 1o zeek
local adjustment 1I]en-nt; ILl:-n
“Probational 0T Trial Perioc
jis ting nol
::?:Ii::::]m?l nft_-,- b urr.-mmll_:n-_-::
¢ menths and gubmitie
] will include ap-
of Standard
a1l auch rating
completed  du ring .1,]]":
Lo G-month period. T hE
= i will mod lin Ii'l.||'lll'l?l.
more official affi-
Gfgir” or “Tn-
heen actnally

ivities, such antb-

avery
comignumally; a8
proprinte popies
Forn No. 68 for
activilies
precedi
above repor
unless one oF :
ciency ratiing o

satisfactory hits
VeI ]
s af apggular” {annual)
nnually, o1 il
ding aenernls
of the

r.:.u:-;r.i.-—.-"l.
g (o
Eﬂ[l'l].l-:‘-ll'lt"ll.tai
t (Army Grouni
ir Forcés Army
o4 Office of the
11 submit to the

afffcinl ¥
July*, th
of all major
War Depariéd
Forces, Ay A

o et POPCES: L
VICE Fi
2l wi

-y Spafl) ;
Chief “'ff i Gperetary nf War l.
l:”ﬁ"-q‘ a R HIELY foramn

i follov
cartificate 11 the ogified that all
It 18

hereb¥ -:sn:u' r SIS
pivilian 1‘1"]""1”-1“' rf;l_-.-e pume of
e cerlif
ey pmifiing th %
“"f;::':;:,:“thb compensation
T opegtion Act
HIED 1 s of £e TR E cecn-
schedl o au:u?[uh."lL“ b il
of 1623, No, 674 for ¥ ere Te-
| E'I-':'I':i.:‘ul:f 5'4'“5"']’;15 8
-.1_iwﬁ ag of 01 March  Give year)
gqui
qal cffickency
¢ poverinb "":.DB apmicted
gy Ir'll:rilf Zarch 14, A Mhts ln]rﬂl!"-"l!

¢ 1B, dard
[jver¥ of r":f oy mnEsl

L 1 ¥ nik,
Jelard I ey 411 .".e.:iﬂL'.l-[""'“ ol

N, g%, Notipe of 0ficit! E55 opplare®
horegtier he weet OF
tial ratings.

A0 170,

have been assigned suceh ratings
It 35 further certified that all em-
ployees affected thereby have been
,'_:j.'t'L'J1 '|_‘a-:'v||!|l.'|' WELTEn 1|||l::iﬁ.l.":ll:'i1'l:|:|
of the efficiency ratings azsigned
to thean.

{2) Each certificate will cover all an-
nual efficiency rating activities
within the major War Department
component  which  submits it
Sueh certificntes will be the basis
for final certification by the Sec-
refary of War to the Civil Service
Clommiszion.

g Gertifoation af “Special™ oficial ratings—
.'ﬂ.u-mi||_'|'|1'||1:1l'|11.'_. on 1 Janunry and 1 Jlll!l‘u' of
sach year, the commanding general of each
major War Department component will submit
two separate certificates relating to “Special™
official rating activities, as follows:

(1) A certificate covering all “Special™
ratings prepared for purposes of
pay increases {periodie). Such
certificates will be identical with
the example given in H(1) above,
.-.r.;‘-'.-_'lzlj Flad |_|||=_1.' will |:5-|,' 20 "|".'{I'I'I'].I."f].
as to apply to employees for whom
“Special” official efficiency ratings
were required in connection with
the granting of pay increases (pe-
riolic) during the period from

through 2
(It (Dare)

{(2) A certifieate covering all “Special”
ratings prepared Tor reduction in
force purposcs.  Such certificates
will be identical with the example
given in b(1)} above, except that
they will be w0 worded as to apply
to employees for whom “Special
official efficiency ratings were re-
guired to be prepared for redue-
tion in force purposes during the

period from through

{Dinte)
" 'The first such
(Inate)
certificates will be submitted on 51
January 1945. Subsequent cer-
tificates will be submitted every @
months, on 31 July and 31 Janu-

ry-

! DECLA SSIFI E['.l.
i Authority, o B30 1Y
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WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULAR

4. Certification of “Probelional or frial pe-
ricd” offfcial ratings—Certificates will be pre-
pared semiannually, at the enme times and cov-
ering the same periods as do the certificates pre-
pared under ¢ above. All other requirements
stated in ¢ above will apply, except that re-
wording of the certificates will be ax: follows:
In place of the phrase (see B(1} above) “for
whom officipl efficiency ratings were required as
of 31 March " the phrage “for

i{ Give year)
whom probatienal or trial period officie]l of-

T ——

?t‘]i‘]]t}' ralings Were required during the period
O through S i
i s will be used.
e Administrativ
e [IJI[llf?!.] ative perzonnel petions resuolt-
::t rom official efficiency ratings will not be
postponed or delayed until the certification re

uipE : . ;
quirements sutlined in &, ¢, and # above are car-

ried out.  Cortifieation js puiely & post-andit

Rl Sl i
:I,._-.]m' l_u.ln'*, .u_uci need not precede the date of any
mistrative personnel action |

e e tesulting from
the rad T activities certifiod ta Z

A 1 TEA

/11

A

WAR DEPARTMENT CIVILIAK PERSD

NMEL GIRCULAR

CcP Cir. 59

UNITED STATES CIVIL SERVICE
COMMISSION
WARHI NGTON, DL L.
March 14. (LRSS
PC: ERA:JAO: N=B

DEPARTMENTAL {_'IRI'..'I_-'LT.-\.H N -llc-l 3
( Serving ns Supplement No. 1 to Ik]mh.;.
‘mental Circular No. 458, dated December

23, 1943) et
i sisney Rating SYs-
SITRIECT: Uniform Ehcienes ng 3]
o tem : Notifical1om, Reporting, .'lel
1 of Ratings, effective
184+ ; Clarification of
apetion 5 of the Eficiency Kaling
.‘-Llu.:nuul. Form $825, Revised.
DEPA RTMENTS 'kl'ﬂ]' IN-
T'l:-?l'.'LI']l.L"'i] IMENTS:
Seotions 15, 14, and 14
f the Fificieney fotend Manual, £ !'_rE Sepvice
f,:, wission Form geai, Hevised, When Civil
St rimental Cirenlar N

service C igsion Depa
epvice Commis: . el ,
458, Decembser o9, 1943, was jgsmed revising the

i L syste y it
aniform efficiency rating system, _{ull B FE“!:I.I:;HI-
hed not been renched on provisions 11-,;:3:}'. g
che notifying of employees of official ratings,

" inges , Civil Service
the reporting of ratings to the Civil Servl
mnniseion, he inspection of rakings pro-
Comniission, and the inspection of PP L
vided by Section 8 of the Classifieatiol i
1923, s gmended, 1n arder that lllu ;f.:lt\-u-r]
«fficicncy rating program might not wm iﬂl. i
phiz=e ['I:I.'LI'F-I-'-H.Ij'l:-i Wier withheld :ll!li!l:ll {"1.|-|=u||u-
o : I 11 .
given in paru;_rr;:ph 3 of 1‘.In!“r;r_":'_' e on these
Yo. 458 that 4|L|e|]it':u||.:t| regulatit _
g 1 ' ] i
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porrespond with those on the Heport of
Efficiency Rating, Standord Form Noo 5L,
Ravised., in order to permit the identifying
information to be entered on both forms at
the same time by the use of carbon paper.

Gection 14. Frapection of ratings by
emplayess.—In eonformity with legal re-
quirements, there shall be maintained in
pach department, agency, hurean, regional
office, installation, or held station a Teard
of the names, grades, snd efliciency ratings
of all employees located there for conven
ient inspection by such emplovess. Em-
ployees shall have the right to inspect these
ratings, upon making request of the cus
todian of such records, without interfer-
plICE, CORFTION, restraint, or fear of reprisal.
Also, the Report of Efficiency Rating,
Standard Form No. 51, Revised, of each
I."rll|ilil'.i_1'li'|‘- OF 0 OO ot ij'1 shull b available
for inspection by him.

Section 16, ke reporting of rating in-
formation to the Civil Service Commis-
sion.—As soon’as the annual rating pro-
gram has been completed in any depart-
ment or agency anid the employees of such
department or ngency hawe been notified of
their efficiency ratings, a certifieate of this
(et shall ke submitted by the head of the
department or agency to the Civil Serviee
Commission Tor the atiention of the ER-
cieney Ratings Administration Section of
the Personnel Classification Division, This
cortificate shall state that all employees
paid under the compensation schedules of
the Classification Aet or of Executive Or-
der No. 6746 for whom ratings are required
45 of March 31 of the year in question have
heen assigned efficiency rat ings and have
been notified of such ratings, stating excep
tions if Lhere are any. Similar eortifieates
chall be transmitted periodically, at least
SVEEY SIX mionths, for oflivia] probational or
trinl period ratings. Whenever official
epecial raf ings are made. a certificate shall
be transmitted, stating the eircumstances
requiring the making of apecial ratings.
In addition, lists shall be submitted by or-
;—.mih:nﬁun pmits Ifll.i:‘Eilill'l]i'.ll?Iﬂ:ﬂ serviee) or
location { fieldd service) of the names, job
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titles, grades, salaries, and efficiency rat-
ing= of all employees who receive ratings
of “Fair” or “Unsatisfactory.” In all
cases where lists of employees and their
official efficiency ratings are prepared by
the efficiency rating committee or by per-
sonnel officers to serve as records for in-
spection by employees or for administra-
tive purposes, a copy of each such list shall
be transmitted to the Civil Service Com-
mission for the attention of the Efficiency

Ratings Administration Section of the

Personnel Classification Division.

In order to assist the Civil Service Com-

mission in further improving the uniform

rating system, departments, independent
establishments, and other agencies are re-
quested to submit :

A. Copies of any supplemental in-
structions and forms:

B. Copies of any charts, graphs, and
rating tabulations preparved for
administrative use:

C. Copies of any other written mate-
rial which they used in conduct-
ing their rating programs: and

D. Criticism of the efliciency rating
system and suggestions for its
Improvement,

2, Clarification of Section § of Efficieney
Rating Manual, Civil Service Commission Form
5823, Revised.—Section 5 of the Efficiency Rat-
ing Manual deals with official special 1-;iti11gs.
To clarify the intent of this section with regard
to when a special rating should be made, the
following guides are presented :

Whenever it becomes necessary to effect a

reduction in force, the employees who have

no current official efliciency ratings based
on performance in positions of the class in

DECLASSIFIED
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which a reduction in foree is anticipated
shall be given official special ratings.
Whenever an employee enters the military
service and he has no oflicial rating as of
the latest March 31, or any date thereafter,
covering performance in the grade of his
position, an official special rating shall be
made to be used for salary advancement
purposes while the employee is in the mili-
tary service,
In general, whenever an employee has no
official rating as of the latest March 31, or
any date thereafter, based on performance
in the grade of his position, an official spe-
eial rating shall be made when needed for
salary advancement purposes.

3. Requisitions for Standard Form No. 68,
Notice of Official Efficiency Rating—The Com-
mission is now ordering the printing of Stand-
ard Form No. 68, Notice of Official Efliciency
Rating, to be made available by April 15, 1944,
Departments or agencies are required to procure
this Torm at their own expense. In order to
receive the advantage of standard form rates,
1t 1s necessary that each department and agency
estimate its needs for the calendar year of 1944
and submit requisition for the number needed
to the Public Printer not later than twenty days
from the date of this letter. In submitting
requisitions to the Public Printer, reference
should be made to Civil Service Requisition No,
338. Requisitions should be submitted only by
or through the office authorized to procure
printing from the Government Printing Olffice
for the central office of the department or
agency.

By direction of the Commission :
Very respectfully,
/s/ L. A. MoxEer,
L. A. Moyer,
Executive Director and Chief Examiner.

AGD 170A
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CP CIR. 63

30 May 1944.

Circular No. 63

EMPLOYMENT OF WAR DEPARTMENT EMPLOYEES BY CONTRACTORS
OUTSIDE HOURS OF FEDERAL EMPLOYMENT

1. Administrative Memorandum No. 51, 10
November 1941, prohibited the employment of
War Department employees by private indus-
tries holding war contracts outside the hours
of Federal employment. In view of the short-
age of skilled personnel in war industries and
the general manpower shortage faced by the
Department, it is deemed necessary to revoke
- the provisions of the above eited memorandum.

9. Simultaneous employment by the War
Department and private industry, whether or
not war contracts are held by the private em-
ployer, will be subject to existing provisions of
law and the following additional conditions:

a. A full-time War Department employee
may accept private employment outside his offi-
cial tour of duty provided that his work effi-
ciency in his Government position Is not im-
paired thereby. All determinations in this
regard are left to the discretion of the employ-
ing officer.

h. Where feasible, part-time or full-time em-
ployees in private industry may he assigned to
part-time duties in the War Department when
such services can be efficiently utilized. Al
such part-time or irregular assignments will be
made in accordance with the policy contained
in Civilian Personnel Regulation No. 145.

3. In all cases where employees performing
duties in the War Department accept outside
employment with industries holding war con-
tracts, care will be exercised to ascertain that
such employment is not inconsistent with the
public interest. Simultaneous employment
under a contractor and in a War Department
position wherein the employee would be in a
position to influence the terms of the contract
or acceptance of the products thereof to the
private employer’s advantage would be detri-
mental to the public interest and therefore pro-
hibited. Attention is directed also to the fol-
lowing applicable sections of the United States
Code:

a, Dual compensation.—Sections b8 and 59,
Title 5, United States Code, prohibit payment

AGOD 3204 5B0101%—44
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of appropriated funds to any person receiving
more than one salary from the Federal Govern-
ment when the combined salary rates exceed
$2.000 per annum. Employees and appointing
officers are therefore required to make certain
that outside emplovment does not constitute
another Government position.

b, Receipt of salary from mnon-Federal
sources—oection 66, Title 5, United States
Code, provides that “no Government official or
employee shall receive any salary ién connec-
tion with his services as such an official or em-
ployee from any source other than the Gov-
ernment of the United States, * * * and
no person, association, or corporation, shall
make any contribution to, or in any way sup-
plement the salary of, any Government official
or employee for the services performed by him
for the Government of the United NStates”
(italies supplied). Pursuant to this statute,
therefore, any compensation received by a War
Department employee from private enterprise
must he for services rendered and may not be
paid in connection with his Government work.

e. Receipt of pay for use of influence in mat-
ters to which United States is a party.—Section
203, Title 18, United States Code, provides a
penalty of fine and imprisonment for any em-
ployee or official who receives or agrees to re-
ceive any compensation whatever for any serv-
ices rendered or to be rendered in relation to
any proceeding (including, among other items,
contracts) in which the United States is a party
or directly or indirectly interested.

[A. G. 280.44 (20 May 44).]

By ORDER OF THE SECRETARY OF WAR :
WM. H. KUSHNICK,
Director of Civilian
Personnel and T'raining.
UFFICIAL:
ROBERT H. DUNLOP,
Brigadier General, :

Aeting I'he Adjutant General.

B3 GOVERMMENT PAINTING GFFICE: 18as




WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULAR

CP Cir. 64

6 June 1944,

Gircular No. 64

INTERPRETATION OF UNITED STATES CIVIL SERVICE COMMISSION
STATEMENT OF ALLOCATION STANDARDS FOR TELE-
GRAPHIC-TYPEWRITER OPERATING SERIES

1. The following statement concerning the
inclusion of other than trainee positions in the
CAF-2 class of the Telegraphic-Typewriter
Operating Series (CAF-1690-0), standards
for which were promulgated in August 1943,
has been received from the United States Civil
Service Commission :

While the brief explanation of the CAF-
1690-2 class is written to cover trainee work, it
was intended that it should also include all
positions of telegraphic-typewriter operators
which do not meet the minimum requirements
for CAF-3, namely, a sending speed of not less
than 45 words a minute, and a knowledge of
basic telegraphic communications procedures
listed on the second page of the printed CAF-
16900 standards.

Some positions in the Government service
require the use of a telegraphic typewriter, but
the speed at which it is operated is immaterial.
In such positions, a knowledge of the basic
telegraphic communications procedures is sel-
dom required. Without the specified speed
requirement and the application of basic com-
mamnications procedures, a telegraphie-type-

A 59A SRO501~—44

writer operator position is practically the same
as that of a CAF-2 typist and should be allo-
cated no higher than CAF-2,

As stated in the original memorandum con-
taining the CAF-1690-0 standards: “Cases
which do not clearly fall within the scope of
the standards will be allocated on their indi-
vidual merits.” So it can be said that any
position which does not meet the two minimum
requirements for CAF-3, or their equivalents,
1z properly allocable in CAF-2,

2. The allocation of telegraphic-typewriter
positions in War Department installations
should be based on the above interpretation of
the Civil Service Commission’s statement of
allocation standards. '

[A. G.231.3 (5 Jun 44).]

By orpER OF THE SECRETARY OF WAR:

WM. H. KUSHNICEK,
Director of Civilian Personnel and T'raining.

OrFriciaL:

J. A. ULIO,
Major General,
The Adipnutant General,

W 5 GOVERMMERT PRFTING OFFICE: 1044
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CP Cir. 68

13 June 1944

Circular No. 68

DISTRIBUTION OF POLITICAL ACTIVITY WARNING POSTER

1. It is the policy of the Civil Service Com-
mission to redistribute its political activity
warning poster, Form No. 1982 (Warning—
Political Activities of Federal Employees Pro-
hibited), at least every second yvear in order
that Federal employees may have ample notice
of the political activity restrictions applicable
to them by reason of their Federal employment.

2. Reasonable supplies of Form No. 19582 are
now available through established supply chan-
nels. Upon receipt of this circular, eivilian
personnel officers should requisition a sufficient
amount to be displayed prominently enough to
come to the attention of all emplovees,

AGO 2014 520G01°—44

3. For further information on the subject of
political activity, attention is directed to Civil-
ian Personnel Regulation No. 160, 2 February
1944,

[A, G, 23077 (0 Jun 44).]
By orpeEr 0F THE SECRETARY OF WAR:

WM. H. KUSHNICK,
Director of Civilian Personnel
and Training.
OFrICIAL:
J. A, ULIO,
Major General,
The Adjutant General.

DECLASSIFIED
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4. Special procedures for class II1
(Army Air Foreces) installations.—a. The
Army Air FForces have directed attention to the
lack of instructions for class TIT installations
when employees pald from Army Service
IForces funds transfer to Army Air Forces
funds and vice versa. Hereafter W. D. Forms
No. 51 for all employees of class TII installa-
tions will be submitted to Headqguarters Army
Air Forces, Attention: Civilian Personnel Di-
vision, Records Branch, regardless of the fund
from which they are paid. The report will be
made only when the employee transfers from,
or is separated from, the installation or when a
special report is required. The form will not
be submitted upon transfer between funds
(Army Air Forces and Army Service Forces)
within the installation.

By orDER OF THE SECRETARY oF WaR:

OrriciaL:
J. A. ULIO,
Mujor General,
The Adjutant General.
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b. In any case where the previous W. D.
FForm No. 51 has been submitted to the Civilian
Retirement Records Branch, Adjutant Gen-
eral’s Office, Leeause the employee was paid
from Army Service Forces funds, the W. D.
Form No. 51 submitted to Headquarters Army
Arr Forces, at time of separation or when a
special report is required, will show under
“*Remarks” that a Form No. 51 was submitted
to the Civilian Retirement Records Branch,
Adjutant General’s Office, indieating the date
of that form and the period of service covered.
The Headquarters Army Air Forces will ob-
tain the record from Civilian Retirement Rec-
ords Branch, Adjutant General’s Office, and
maintain it thereafter,

LA, G 230064 025 Jun 440,

WM. HA  KUSHNICEK,
Divector of Civilian Personnel
wid Training.,

AN 4B2A
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CP Cir. 73

29 June 1944,

iCireular No. 73

MAINTENANCE OF CIVILIAN EMPLOYEE RETIREMENT RECORDS

1. Reporting excess leave on form, Noti-
fication of Personnel Action (W. D., Form
No. 50, CP-50, or AC-CP-50).—[<xamina-
tion of the records of the Civil Service Commis-
sion disclosed that War Department installa-
tions are not complying with Civilian Person-
nel Regulation 85.16-65(8) (published as an
attachment to Administrative Memorandum
W-33, 20 May 1943). relative to reporting ab
sence when it exceeds 6 months on the form,
Notifieation of Personnel Action (W, D.. Form
No. 60, CP-i0, or AC-CP-50). The Civil
Service Commission must have this informa-
tion to determine employees’ Civil Service status
in some cases, and to determine the amount of
service which is creditable for retirement (an-
nuity) purposes. The requirement is as fol-
lows (CPR 85.16-64(8), will be superseded by
CPR 75.5-7, which will comply with the follow-

ng) :
~ a. At the end of each calendar year, the
form, Notification of Personnel Action, will he
prepared for all employees who were absent
from duty in ercess of 6 months during the
calendar year. The total during the year of
annual leave, sick leave, leave without pay, ab-
sences without leave, and suspensions from
duty will be computed to determine those em-
ployees absent in excess of 6 months, The
form will show as “Nature of Action,” “Ab-
sence Report—~Calendar Year 19— and under
“Remarks”™ will show the total amount of ab-
sence during the year, and a subtotal of the
absence without pay, for example, Total—214
days; W. 0. P.—158 days. (This method of
reporting absences differs from CPR 85.16 in
that the amount of each type of leave need not
be shown.)

b. When an employee is separated and total
absence during the current calendar year as
shown above exceeds 6 months, the total absence
and a subtotal of the amount of absence with-
out pay will be placed under “Remarks” (see

ALGD482ZA  DROLO]*—d4

example above) on the form, Notification of
Personnel Action, which effects the separation.

¢. Periods of leave without pay, or the total
absences, hereafter will net be reported on
W. D. Form No. 51 (Statement of Civil Serv.
ice  Retirement Deductions  withheld). The
amount certified as tontine will be considered
correct and the oflicer certifying Form No, 51
will be responsible therefor.

2. Reportng retirement deductions for
fiscal year 1944.—q, All War Department
mstallations and ofices will make a special re-
port of retirement deductions for the fiscal year
1944 on W. D. Form No. 51 as soon as prac-
ticable after 1 July 1944, and not later than
1 October 1944. This report is required to
maintain the retirement accounts of individual
emloyees, See CPR 85.16-65 (5).

b. The report will cover the period from the
last special report (covering through the pay
period for which the last payment was made
and accounted for in the disbursing officer’s ac-
connts in June 1943), or date of entrance on
duty if later, through the pay period for which
the last payment was made and accounted for
in the disbursing officer’s account in June 1944,
the time of semiannual closing of W. D. Forms
No. 43 (Individual Earnings Record), and will
be submitted to the appropriate force headquar-
ters retirement office,

3. Completing special report for fiscal
year 1943.—CPR 85.16 & (5) required a spe-
cial report of retirement deduections covering
the period from establishment of W, D, Forms
No. 43, in January 13, through the pay pe-
riod for which the last payment was made and
accounted for in the disbursing officer’s accounts
in June 1943, Office of the Secretary of War
inspections disclose some installations have nort
complied with that requirement. Aection will
be taken immediately to complete the special
repurl so that it will be submitted not later
than 31 July 1944,

DECLASSIFIED
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CP Cir. 71

15 June 1944,

Circular MNo. 71

REPORTS ON CLASSIFICATION OF SHIPBUILDING INSPECTOR POSI-
TIONS IN WAR DEPARTMENT FIELD INSTALLATIONS AS REQUIRED
BY WAR MANPOWER COMMISSION DIRECTIVE NO. Xl

1. Attached hereto is Civil Service Commis-
sion Departmental Circular No. 470, 11 Febru-
ary 1944, subject, Reports on Classification of
Shipbuilding Inspector Field Positions Re-
quired by War Manpower Commission Diree-
tive No. XII. Although the provisions of this
circular require the channeling of reports
through the departments, the War Department
has obtained an exception which provides they
will be sent direct to the United States Civil
Service Commission. The Department has
secured an extension of the 31 March deadline
for submission of the reports.

2. Procedure for reporting classification
of shipbuilding inspector positions.—After
the allocations have been effected, except for
those requiring reduction in pay, each field
installation having positions affected by the
standards will report to the Civil Service Com-
mission, Washington 25, D. C. AU reporis
must be made not later than 15 July 1944,

a. Reports will be submitted direct to the
United States Civil Serviee Commission, At-
tention : Mr. Robert 8. Hare, Chief Field Sec-
tion, Personnel Classification Division, Room
424, Vietor Building, Washington 25, D. C,

b, The name and location of the installation
will be shown on each page of the report.

e. No report will be submitted by installa-
tions in which shipbuilding inspector positions
do not exist.

3. Contents of reports.—Each report will
contain the following information :

a. A summary showing the number of em-
ployees allocated, as a result of the application
of the standards, to each class deseribed in the
standards. This summary will include all
shipbuilding inspector positions at the installa-
tion, whether or not any change in allocation is
required by the applieation of the standards.

b, A summary showing the number of em-
ployees in each class of sh iJ]JlmiIdin,r_-; inspector
position before the application of the standards.

¢. A list of the employees whose compensa-
tion must be reduced by the application of the
standards. If the application of the standards

AGO 2614 §80001°—d4

will not cause a reduction in the compensation
of any employee, -this fact will be reported.
The list will show—

(1) Name of the employee;

(2) Grade and title of the position prior
to the application of the stand-
ards; _

(3) Proposed grade and title of the po-
sition as it will exist after the ap-
plication of the standards,

4. Case requiring reduction in compen-
sation.—The procedures set forth in Civil
Service Commission Departmental Cireular No.
-FIEE. 1 May 1943, subject, Rules and Regula-
tions Relating to the Allocation of Positions in
the Field Service, and to Appeals Arising from
}:Enfillctir::1 in Pay made Pursuant to Action
1:1!1’:}]1 under War Manpower Commission Di-
rective No. XTI, will be followed when the
compensation of an employee must be reduced
upon application of the standards., It should
be noted that the salary must be reduced onl ¥
when it is above the maximum for the orade;
for example, if upon application of the stand-
ards a position is to be changed from erade
f}.-iF—lE at $4,600 to grade CAF-10, the max-
imum rate for which is $4,100, reduction at
least to 4,100 per annum must be made. It is
within the diseretion of the commanding offi-er
to reduce the salary to the top rate of the grade,
in this ease $4,100, or to reduce it to the mini-
mum of the grade or to any step rate within
the grade. The following is quoted from Civil
Service Commission Departmenial Cireular
No, 422;

““Cases involving reduction in pay.

19.5 Action suspended when reductions in
pay involved; length of appeal period.
An allocation of a field position made in ac-
cordance with standards promulgated under
War Manpower Commission Directive No. XTI
which would result in a pay reduction, if put
into effect in accordance with existing laws and
regulations, shall be suspended until the ex-
piration of the time limit for an appeal or until
a decision has been rendered upon the filing of

DECLASSIFIED
Authorityy Jup S_?EL_Z 5



CP Cir. T1

WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULARS

objections as hereinafter provided. The time
limit for the filing of sach an appeal shall be
3 days from the date of notification to the em-
ployee, as hereinafter provided,

19.6 Notice to employees of pending reduc-
tions. When, as a result of grade and salary
adjustments required by the application of such
standards, the existing salary of the incumbent
of any position must be reduced, the depart-
ment or agency involved shall notify the em-
plovee (a) of the prespective reduction in pay
and the renson therefor: I'I:-:| that action is
being suzpended for 30 davs to give him a fair
opportunity to present his objections Lo the pro-
posed reductiony (¢) that during this 30-day
period he has the right to present his written
abjections to the Comuniggion, through the de-
partment o ageney, if he o desivess (d) of the
name ani address of the official in the depart-
ment or agency to whom such appenls should
be directed ; and (&) wherse he mayvy have n:eess
to copies of the alloeation standards.

18.7 Filing of objectiohs. A statement of
objections to an allocation which if effected
would resnlt in a pay decrease, shall be made
in writing and directed to the official of the
department or agency indicated in the notice
of proposed reduction.  Such o statement shall
contain the name, mailing address, and present
classification grade il snlary of tha employes
filing objections, the grade to which his posi-
tion has beon alloeated under the standards and
the salary o which reduction is proposed, an
aceurate and complete deseription of the duties
performed and responzibilities exercised, the
name, Litle, and grade of his immediate super-
vizor. and such collatern] information and
obyjections as he may care to present.

19.8 Effect on reductions where no objec-
tions filed. If at the expiration of 30 days
no appeal has been filed, the allecation and
salary reduction proposed by the department
or agency chall be put into effect,

19.9 Consideration of objections by de-
partment. A responsible officer in the de-
partment or ageney involved, and preferably
in the field establishment where the employes is
located, shall, within a peried of 20 days after
receipt of the appeal, consider the written ob-
jections of the employes, particularly with a
view to re-examining the application of the
ctanddards to the duties and responsibilities e
rently performed by the employee. If in his

Judgment the facts so warrant, he shall readjust
the alleeation of the position invelved in ae-
cordance with the standards. If in his juds-
ment the facts do not warrant a readjustment
n allocation, he shall prepare appropriate com-
ments and recommendations as to action to Le
taken upon the case, and shall submit it
promptly to the Commission { Attention, Per-
sonnel Classifieation Division), in Washington
D.C. i
18.10 Consideration and desizion by the
Commission. The Connnission will review
all cases where adverse action hos heen taken
by the department or mrency on the appeals of
held employees from pay reductions resnlting
from application of allocation standards pro-
:Ikl!.l]ﬂlilfL‘{] under Directive No. XII. The Com-
mizgion will consider each ease, wil] ohtain any
additional infermation it deems neceasary :1-iil
IImku i dlecision thereon, and will ;LInii:[r;- the
;gml:;tﬁtﬂlnm agency and the appellant of the
18.11 Effect of decisions,

or agency shall make such ohy
cation of the sm

tated by
appeal.”
5. Review of Teéports already sub-
mlttll!-d.—Ir'lHlu]]utiuns which have pjready
.-:uhn_u_LLr.-u--:]_ reports o EILiphuilrling in H-T -1"
Pesions in connection with applicar i #]"{f ;”'
:4|1:1m|=|_rdn_«' promulgated by (he i_'!ivi.lml‘-‘.r{ [“
?IIH"IJA.,'IW(::I inder  Wap Manpower I IL}:I:'::
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4|_.-i-|:i:i'|4|i]‘.| if all the |u-m‘u:du:-r-:1: u:-l,H}uTl]w'rhll":
eircular have bopn adheved to, 1§ ijt il,_ L}] ::||.|IT
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Sriists hinges in the allo-
Moyes'E position us are necessi-

the ﬂlllllllll.-iﬁ“_l”'g decision on the

o :I.!';I.' inr':il'lllu_ x
reparts shonld e prepared llul'le-

once direct 1o the (v
e puragraph 2,

revise
i _l:i submitted at
1l Servies Commizsion.

[A. 15 250 418 014 Juny LT |

By onrpen OF TIE Hr-"-'lll'.'f.".lll" oF Wag-

WIL. H. KUSHNTCK,

lr-;l-in' | '-ll-l:-'l" ! ’
!
g (r) L!l‘.??i‘l’ﬂﬂ -I? CERO Ty él

Orrrenan: and Poining.
J. A, TLI{,
Major rnl'rll"j'rﬂmf’

e The Adjutant (Fenspal

e S
Civil Beryvies Commission

Cirvcular No. 470, j)"'].m"‘l.dnﬂl!tll

&G0 2FA

Y

AELy

—_—

with g

UNITED STATES CIVIL SERVICE
COMMISSION

WASHINGTON, D. C.

February 11, 1944

FC: HIXA :mrh

DEPARTMENTAL CIRCULAR NO. 470
SUBJECT: Reports on classification of ghip-
building inspector feld positions
reqquired by War Manpower Com-

mizsion Directive Mo, XI1,

TO HEADS OF DEPARTMERTS AND
INDEPENDENT ESTABLISHMENTS:
Pureuant to the provisions of War Man-
power Conumission Direclive No. XII, the Civil
Service Commission, on May 1, 1943, promul-
aranted J_;I|3|:|-J|'l||||=||t;'|[ Cirenlar Mo, 422 requiring
that positions covered by allocation standsrds
issned under Directive XTT be prompily clussi-
fied in accordance therewith and that reports
of snch actions be gubmiteed to the Civil Servies
Commission.  Section 183 of the Hegulations
presevibes the content of the reports to be sub.
mitted which will serve as one of the bases for
audits to be made under Section 11T of the Di-
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Authority, uny 55 >0 78

rective in determining the extent of adherence
to the standards,

Therefors, in aeeordanee with Iirective
HIT andd the regulations issued thepeunder, it is
directed that all classification of shipbuilding
inspector positions under the standards con-
tnined in Departmental Circular No. 455, dated
Decembser 20, 1943, be eompleted as soon as pos-
gible pmd that the required reportz be sub-
milted by the heads of all departments and
ngencies to the Civil Service Commiasion, At-
tention: Personnel Classification  Division,
Washington 25, D. C,, not later than M areh 37,
15d Anditz ta defermine adherence to these
standards will be made by the Civil Serviee
Commission shortly after that date,

Bueh reports, in the prescribed form,
should bee submitted to the Civil Service Com-
mission by the departments and agencies ruther
than direetly by individual field establishments,

By direction of the Commission :

Very respectfully,
/8 L A Maoyer,
L. A .’I-[-l.'l"l'I]Lg
Leewtive eecter and ©hief Eraminer,
Tnel. 1
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WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULARS

CP Cir. 72

26 June 1944,

Circular No. 72

RELATIONSHIPS WITH EMPLOYEE GROUPS OR ORGANIZATIONS
IN WAR DEPARTMENT INSTALLATIONS

1. The attention of commanding officers is
directed to a statement made by the President of
the United States on 16 August 1937 relating to
employee organizations in the Federal service.
This statement is a source of reference regarding
relationships with employee groups. Pertinent
quotations from this statement follow:

“t * * The desire of Government em-
loyees for fair and adequate pay, reasonable
ours of work, safe and suitable working condi-

tions, development of opportunities for advance-
ment, facilities for fair and 1mpartial consider-
ation and review of grievances, and other objec-
tives of a proper employee relations policy, 1s
basically no different from that of employees in
private industry. Organization on their part
to present their views on such matters is both
natural and logical, but meticulous attention
should be paid to the special relationships and
obligations of public servants to the public itself
and to the Government.

“# % * The process of collective bargain-
ing, as usually understood, cannot be trans-
planted into the public service. It has its dis-
tinet and insurmountable limitations when
applied to public personnel management. The
very nature and purposes of Government make
it impossible for administrative officials to repre-
sent fully or to bind the employer in mutual dis-
cussions with Government employee organiza-
tions. The employer is the whole people, who
speak by means of laws enacted by their repre-
sentatives in Con Accordingly, adminis-
trative officials and employees alike are gm'grned
and guided, and in many instances restricted,
by laws which establish policies, procedures, or
rules in personnel matters * * *”

2. The Department considers it a right of
employees to present to their employers for con-
sideration matters relating to their employment.
This right may be exercised by individual em-
ployees themselves; it may also be exercised by
representatives of groups of employees through
the presentation to management of petitions or
proposals of interest to the group, Every effort
should be made at the installation to avoid con-
fusing the relationship with employee groups or
organizations, which involves the consideration
of petitions or proposals dealing with group
AGO 413A 5RO501' —44

interest, and the relationship with individual
employees where it concerns the adjustment of
individual complaints or grievances. Prin-
ciples governing the adjustment of grievances
were established 4 April 1944, by the Secretary
of War by letter to the commanding generals of
the forces. Policies governing the relationships
with groups of employees or representatives of
their organizations are outlined herewith.

3. It is the policy of the Department to recog-
nize the right of employees to organize into
groups, to give prompt consideration to petitions
or presentations of the groups, and to allow
them freedom to pursue a program of activities
consistent with the purposes of the organization
and within the limits imposed by the circum-
stances of (Government employment. In recog-
nizing this right, it will be expressly understood
that no one group can be considered as solely
representing the interests of all employees of an
installation. Furthermore, employment of any
workers will not be contingent upon their mem-
bership in an organization because membership
in organizations is entirely voluntary in the War
Department. The relationship of employees to
the Department is independent of the fact of
membership in an employee organization,

4, The following policy governing relation-
ships with all employee groups is given for the
guidance of commanding officers :

a. Membership—Employees may organize,
join, or refrain from joining any group without
interference, coercion, restraint, diserimination,
or reprisal, unless the group is organized for the
express purpose of overthrowing the Govern-
ment or would be in violation of the Hatch Act.

b. Standing of employees—The standing of
employees will not be affected adversely because
of membership or nonmembership so long as
both their loyalty to the Government service and
their performance at work are satisfactory.

¢. Membership lists.—Groups will not be re-
quired to furnish lists of their membership as a

basis for proof or organization.
1
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WAR DEPARTMENT CIVILIAN PERSONNEL CIRCULARS

d. Consideration of petitions or presenta-
tions.—Prompt consideration will be given to
petitions or proposals of employee groups not
only when received from employees but also
when received from authorized representatives
of employees whether or not representatives are
employees of the installation. Where repre-
sentatives of organized groups of employees re-
quest consideration from a commanding officer
for their proposals he will satisfy himself that
the organization they represent has at least two
members regularly employed within the installa-
tiow.

e. Attendance at joint meetings—Joint meet-
ings or hearings with representatives of em-
ployee groups called by the commanding officer
or agreed upon by him should be scheduled
during working hours and when so scheduled
the time spent at such meetings by employees
shall be considered regular working time.

f. Approval of literature and notices—FPrior
approval of all literature for distribution and
notices for posting within the installation will
be required by the commanding officer. Ap-
proval will be granted unless the literature or
notices contain propaganda against, or attacks
upon, any agencies, individuals, or activities of
the Federal Government. In the Departmental
service, approval for posting and distribution
will be secured from the Office of the Adminis-
trative Assistant, Office of the Secretary of War.

g. Distribution of literature—Distribution
of literature approved for cireulation within an
installation and at places determined by the
commanding officer will be permitted before and
after scheduled working hours, provided the
distribution is made by employees of the installa-
tion serving as representatives of the group
responsible for the material being distributed.

DECLASSIFIED

h. Posting of notices—Commanding officers
will provide convenient accessible places for the
posting of approved notices of employee organ-
1zations.

i. Meeting places—Where facilities for the
holding of meetings of employee groups are
available within an installation and where safety
and security regulations can be observed, the
commanding officer may grant the use of such
facilities to employee organizations for meet-
ings outside regularly scheduled working hours
of employees.

j. Canvassing.—Subject to safety and security
regulations of the installation, employee organ-
1zation representatives will be permitted to can-
vass for members and for payment of dues
provided the canvassing is carried on outside
regularly scheduled working hours of both the
representatives and the employees solicited.

5. This statement summarizes existing War
Department policy on relationships with em-
ployee organizations and rescinds Civilian
Personnel Circular No. 19, 25 August 1943.

6. The Chief of Staff, the commanding gen-
erals of the forces, and the Administrative
Assistant, Office of the Secretary of War, will
icsue instructions providing for the implemen-
tation of this policy.

[A. G. 230.6 (26 Jun 44).]
By ORDER OF THE SECRETARY OF WAR:

WM. H. KUSHNICE,
Director of Civilian Personnel
and T'raining.
OFFICTAL :
J. A. ULIO,
Major General,
The Adjutant General.
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