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EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
Washington, D. C.

BULLETIN NO. 1945-4634 August 1, 1945

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: Bureau of the Budget Circulars in effect August.l, 1945

This bulletin sets forth a listing of Bureau of the mdgét Circulars in
effect as of August 1, 1945, It will be useful to those perasons who seek to
maintain an up-to-date list of these releases.

Nog ~ Subject Date

A-1 Re-issue and consolidation of prior Budget CIrcUlars essesesssssse &= lei3
A2 New Federal activities .ccevcececes 8= 1-43
A=3 Government periodicals seeesecesceessecessnes . Be le43
A=4 Standard Government telegram blank fOrmS secsceccscoss - B= 1=43
A=5 Standard forms for reporting motor vehicle aceidents eececesssescs 8= 1=43
A-6 Standard ‘form for requisitioning printing and binding eeesesssses. 8= 1=43 : 5
A7 Promlgation and amendments of Standardized Govermment Travel . ’

ROEULAtiONS eesversssrsescsssessassssorsvssesecvscsocsscsvarcas 1= 5=45
A=8 Various allowances payable to Federal officers:ard employees:

atationed in foreign countriés, 6tC. cesecececescosesosssssssocee. 8= 143

Surplement esesscesessisassroscsrsssaissevisiossesianssasessiee 1-11=44

rp—

Amendment Geeccsessrsevetssesrsesssesresiecce T=16-45
Appendix T veesansacessnascasssasccsnasenansasssnce 6‘30'45
ApPendi® IT suveessessssesassescscasscscssssncnsssione 8= 1=/3

Amendment oeesesetvaciocscasossissensrsiscinsases 1= hebd
Appendix III (Classification of posts for living and quarters .
allowances, and schedule: Living and quarters allowances) . 6=30-45
Appendix IV z Classification of posts for cost of living T
allommeﬂ) 0000008000000 00asesresetiersdaressstcessssnssse a6‘3!0-4’5 .
" Appendix IV {Schedules 1 and 2 only: Cost of living allow-. s
.--.coobo..‘.o 1-11"[&4
A=9 eenesenes 8= 1=43
A-10 ' Confidential character of @stimates se.esessssssccssscssscecossens &= 1=43
A=11 (Cireculsr No. A-11, issued Auguet 1, 1943, rescinded July 12, 1945)
A=12 Effectuation and distribution of Executive orders, proclamations, :
and reguUlations ...ceseececscsccsccssssosaessssrensassessssscas 8= 1=43
A=13 Staggering of hours of duty in metropolitan Washington «iecseeeees 8= 1<43 .
A<l/ Identification of Government-owned motor vehicles eesessssssssesee 8= 1=43
A=15 Maximum allowances of furniture and furnishings for Government-
. owned personnel qUATLOTS eecevecscesssssssssssasosesensissrsses 0= 1=43
A=16 Publications and informational matter .ceeececsscsccscssssssserens 8= 1=43
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A-17
A-18

4=19
A=20

A-21
A-22
A=23
A=2

A-25
A=26
A=27
A-28

A=29
4-30

A-31
A=-32

A-33

A=34

A=35
A=36
A-37
A-38

-2 -
Subject

Control over standard forms and related forms tesseccssrscessncane
Freight and express traffic activities of departments
and establishments L

Reports and recommendations on proposed or pending legislation ...

Regulations governing the procuring of printing, binding, and
blankebook work D
Conservation of MOtOr 011 eeeevenresncecascveesscassoancsancnsnans
(Circular No. A-22, issued August 1, 1943, rescinded July 1, 1944)
(Circular No. A-23, issued August 1, 1943, rescinded May 10, 1944)
Utilization of automotive tires and tubes in possession of
nonmilitary agencies teteactocsrrsssecectsacessetnrtbscessonses
Joint Army-Navy Air Transport Committee seerescsnvesscsssscsesccens

Date

8= 1-43

8- 1-43
8= 1<l

8- 143
8- 1-43

6-30-44,
8« 1-43

(Circular No. A=26, issued August 1, 1943, rescinded August 28, 1944)

Federal Board of Hospitalization L
Restrictions on purchases of selected items for the duration

of the war L
Determination of personnel requirements tesessstsevesctsesessrasnnn
Central collection of information concerning Government-owned

vehicles Seersecsrtsaect s etssctcstrentscesererretstntasenns
Allocation of emergency funds for the President Gsescssescssenrnse
Limitations and services under the National War Agencles Appro-

priation Act, 1946 cieeeeerseotsossersessocsesecsnsioscscosaons
Utilization of ‘transportation officers or committees to assist

in car-sharing programs for Federal employees in metropolitan

Washington A R A L L L L T R T T T o T P PT PPN

Field Service of the Bureau of the Budget ssiessivascons .on

SUPPLEMONt 4eesetensoecsercreosaretncocscsossnnoseersosessnones
Improved paper conservation and sglvage measures .. .e
Deferred pay days and change in pay periods .e... .

Government credentials .............................g....;.‘....{.
Property utilization - payment for equipment and supplies:trans-
ferred between appropriations or 8110CAtionS: sesecesescsssscsss

HAROLD: D. SMITH
Director:-.

8- 1-43

8= 143
1=12=45

61345

8 1-43

T=20=45

8-28=43
1~ 7-44
3=21=44
8=12=44
12- 1-44
4=18=45
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EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
WASHINGTON 25, D.C.

Bulletin No, 19L5=L$:3 July 23, 1945

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS
SUBJECTs Monthly reports on employment

The information on monthly employument reports now submitted to the
Civil Service Commission and the Bureau of the Budget on Civil Service -
Commission Form 3257 does not meet the needs of the Bureau in connection -
with its establishment of persomnel ceilings under Section 607 of the
Federal Employees Pay Act of 1945. Accordingly, the Bureau of the Budget
is requesting the submission;of special monthly reports on employment
until such time as the Civil’Service Commission form may be revised,

The current Civil Service Commission form calls for employment data -
on an appointment basis, does not require segregation as to full-time and .
part-time employment of persons who serve on a "when=-actually-employed" .
(WAE) basis or persons on a "§l=a=year" or "$l-a-momth® basis, and does
not include a sufficient breakdown on "without compensation" (WOC) employ-
ees and "personal service cbligations." To meet the requirements of Sec=
tion 607, it is necessary that employment data bs supplied in accordance
with the pattern established in Budget submissions and the Bureau of the
Budget must have information on man-months of part-time service and on
actual obligations for personal services,

To provide the Bureau with the required information, each department

and establishment is requested to submit not later than the fifteenth day

following the close of each month a special report on employment, A re-

port showing employment as of June 30, 1915, is also to be submitbed by

August 15, 1945, The total employment on such special reports must be

reconcilable with data reported on Civil Service Commission Form 3257 for

the same periods.. A separate report shall be prepared for each ceiling

wiites Such reports shall be submitted in single copies and shall be made -

by using copies of Bureau of the Budget Form A=~29. The words "Estimate of . i .
Personnel Requirements" shall be stricken on copies of the form so used - o
and the caption "Employment as of . (date)" inserted. The actual obli-

gations reparted on lines 11, 12, and I3 ehall include the total amount of

the pay rolls for pay perlods ending during the month preceding that for

which employment is reported., Only the heading and lines 1 through 13 of -
- the form will be used for these special reports,

The departments and establishments will be advised vhén the reports
called for by this bulletin are no longer required. !

HAROID D, SMITH
Director




et

EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
Washington, D. C.

July 20, 1945 CIRCUIAR NO. A-32
' Revised

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: Limitations and services under the National War Agencies
Appropriation Act, 1946

This revision of Circular No. A=32 replaces and rescinds Circular
No. A-32, Revised, dated July 1, 1944. It sets forth procedures
applicable to certain war agencies during the fiscal year 1946 for the
ostablishment of limitations on objects of expenditure and for the per-
formance of services rendered for such war agsncies by other departments
and establishments of the Government. Principal changes from the pro-
cedure applicable during the fiscal ysar 1945, as set forth in Circular
No. A-32, Revised, dated July 1, 1944, are as followa: .

a. Increase the exemption from prior approval of the Bureau of. ‘ §
the Budget from $5,000 to $10,000; -

be Increase the exemption from prior approval of the Bureau of -
the Budget from 60 to 90 man-days in the case of detail or
loan of personnel, :

Establishment of Limitations for Certain Objects of Expenditure

1. With the exception of spacial projects performed by non=
governmental agencies, the National War Agencies Appropriation Act, 1946
(sec. 103), provides that only such amounts as shall be approvad by the
Bureau of the Budget (hereinafter called the Bureau) may be expended for
traveling expenses, printing and binding, and the purchase of motor-
propelled .passenger—carrying vehicles, from sums set apart for special
projects from appropriations for all agencies coming within the purview e
of said section.

2, Pursuant to such provision, each agency so affected shall submit
to the Bureau not later than July 31, 1943, a distribution of such sums
provided for special projects which have not otherwise been excepted from
the requirements of this provision, showing separately the amounts esti-
mated to be required for the objects mentioned above. - Upon approval of
the amounts which may be expended for traveling expenges, printing and
binding, and the purchase of motor-propelled passenger=-carrying vehicles,
there shall be established such accounts or controls as may be-necessary
to assure compliance with said limitations.

(No. A=-32)
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Performance of Work or Services by Other Agencies

3. The Natlional War Agencies Appropriation Act, 1946 (sec. 104),
also prohibits the performance of work or the rendering of service by
other Government agencies for any agency affected by said section, with
or without reimbursement (including the detail or loan of personnel)
without the prior approval of the Bureau unless under specific authorlity
of other law.

. 4 Requests for such approval shall be submitied to the Bureau
on Bureau of the Budget Form No. 397, Revised, "Order for Performance of
Work or Rendering of Service," sufficiently in advance of the commence~
ment date to permit their approval in accordance with requirements of
the law., Insofar as practicable, similar types of activities to be per-
formed by one department or establishment shall be combined in a single
Form 397. The following information will be shown on this form:

a. Name of the performing agency.

b, At the end of the opening paragraph, the name of the
requesting agency.

P

%
c. A brief but adequate description of the work or service .
requested under "Description of Project," If space pro-
vided is not sufficient to permit an adequate description ) §
of the project such description should be continued on ’
the reverse side of the form or may be included as an
attachment. If an attachment is used, this fact should
be noted on the face of the form. In the case of statis-
tical projects, indicate status of clearance pursuant to
Regulation A issued by the Director of the Bureau under
the Federal Reports Act, 1942.

d. Duration of project.

- ©. By means of an "X" whether a working fund as defined in
Budget-Treasury Regulation No. 1, Revised, is to be estab-
lished or if reimbursement is to be made after the per-
formance of the work or services. -

f. The amount of funds to be transferred (advanced) or reim-
bursed, if any, set forth by object classification, as
shown in Budget~Treasury Regulation No. 1, Revised. However,
any amounts included for (lﬁutraveling expenses, (2) printing
and binding, and (3) the purchase of motor-propelled passenger=
.carrying vehicles shall be shown as separate -items and any
request involving personal services should include all over-
time and be so noted. AR

If the funds to be transferred are taken froin sums seb apart
for special projects, any expenditures for travel, printing

(No, A=32)
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and binding, or the purchase of motor-prépélled paséenger-
carrying vehicles will be charged against the limitations

section 103 of the Act. In order thot the General Accounting
Office may be informed in each case whether the limitations
of section 103 apply, Forms 397 or requests initiated under
the provisions of paragraph 8 of this circular shall carry
one of the following notations, whichever is appropriate,
typed in the lower left-hand corner by the requesting agency:

Note :~~Transferred from funds set apart for special
projects,

or

Note :—Not transferred from funds set apart for
special projects.

5. After signature of the representative of the requesting agency
has been affixed, the Form 397, Revised, should be sent to the performing
agency in a sufficient number of coples to permit the performing agency,
after indicating its acceptance of the order, to transmit the original
and three copies to the Bureau, After approval by the Bureau, the orig-"
inal of the approved order will be returned to the performing agency and
one copy will be sent to the requesting agency.

6. The amounts shown for traveling expenses, printing and binding,
and the purchase of motor-propelled passenger-carrying vehicles in the
8pace provided for Bureau approval will be considered as limitations on
amounts which may be expended for such pPurposes. Any request for change
in such limitations shall be submitted on Form 397, Revised, as a sup-
Plement to the original requesgt.

7. In submitting Form 397, such memorands and letters as relate
to negotiations which have transpired between the affsctsd agencies
should accompany the request. A supply of the forms ray be secured by
contacting the Publications Unit of the Bureau (Exacutive Office,
telephone extension 6).

work or services without the necessity of submitting Form 397, as above,
if such work or services (a) are to be performsd outside. the 48 States

In those cases where payments - are to be made for services performed
under this paragraph, the agency requesting such serviceswill establish
limitations on the amounts which may be .expended for traveling eixpenses,’
printing and binding, and the purchase of motor-propelled ‘passenger-

(No. A-32)
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carrying vehicles and the performing agency shall be bound by such
limitations, and the transferring document should clearly state each
such limitation. Each requesting agency shall submit monthly reports
to the Bureau showing with respect toeach case, the name of the agency
performing the work or service, the nature of the work or service, and
the current estimate of the amount transferred or reimbursed or to be

" transferred or reimbursed. This report should be submitted to the
‘Bureau not later than 15 days after the close of the month for which
the report is rendered. If no work or service was performed under such
authorization, the report should so state. The continuation of the
foregoing authorizations is contingent upon the regular submission of
these reports and full compliance with all other provisions of the law -
and this Circular. : -

9, In the event special projects-are initiated under authori-
zations as outlined in paragraph 8 hereof and it is later estimated
that the total cost will exceed $10,000 or that details will involve
more than 90 man-days, it will be incumbent upon the requesting agency
imnediately to submit such project to the Bureau for further specific
approval in accordance with the procedure contained ‘in this Circular.
The request shall be accompanied by an explanation of the circumstances
surrounding such project and the extent to which the project has already
progressed. ' "

10. The provisions of this Circular do not in any way modify,
amend, revise, or alter the mrovisions contained in Bureau of the Budget
Circular No. A-2 and Regulation A under the Federal Reports Act, 1942,

11. Furnishing of statistical, research, or other reports or
general information or other general services, of a kind and character
normally furnished to departments or establishments by other depart-
ments or establishments without reimbursement, will not require clear-
ance by the Bureau.

HAROLD D. SMITH
Director

(No. A=32)




Pt

EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
Washington, DeCse

July 16, 1945 Anmendment to
CIRGULAR NO. A-8

TO; THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: Various allowances psyable to Federal officers and employees
stationed in foreign countries, etc.

This emendment to Bureau of the Budget Circular No. A-8 replaces
and rescinds the Amendment to Circular No. A-8 dated September 29, 1944.
The changes incorporated herein are: (a) provision for standard deduc-
tions from the special maximum foreign living allowance for liberated
areas and for the Vatican City when military facilities and supplies
are used, and amendment to the special allowance payable to employses
whose dependents are not in the area; (b) publication of the special R ;
foreign living allowance for China authorized each month since the ' 3
establishment of the allowance and provision for notification of changes Y
in rates; (c¢) extension of cost of living allowances to certain officers )
and employees of the War Department; and (d) amendment to the payment of
foreign living allowances on a monthly basise

ls Groups 2, 3, and 4 as defined in paragraph 7, “Classification
of officers and employees," of Part I and as indicated in Appendix II,
are hereby redefined, effective July 1, 1944, to read as follows:

"Group 23 In a diplomatic mission, the counselors of embassy
or legation or the.senior first secretary acting as counselor; or, if
there is neither a counselor of embassy or legation nor a senior first
secretary acting as counselor, then the highest ranking diplomatic
secretary.

- WAt a combined office, the counselors of embassy or legation or the
senior first secretary acting as counselor and the consul genersl, pro-
vided that if only one Foreign Service officer is assigned to a combined
office in any of the foregoing categories, then the second highest ranking
diplomatic secretary or consular officer shall also be classified in this
group; and provided further that-if no Foreign Service officers are
assigned 1o a combined office in any of the foregoing: categories, then
the:two highest ranking diplomatic secretaries or consular ofﬁ.cers at
the post shall be classified in this group. : :

(No. A~8)




&

-2 -

"In both diplomatic missions and combined offices, all Foreign.
Service officers assigned as counselors for economic affairs,
agricultural attaches, and commercial attaches.

="Foreign Service officers in charge of counsular posts and vice
consuls commissioned by the Secretary of State who are in charge of
consulates.

"Attaches, who are neither Foreign Service officers nor vice consuls
comnissioned by the Secretary of State; commissioners; supsrvising agents;.
and technical and professional experts directly subordinate to their
departments in Washington,

"Group 3: All Foreign Service officers assigned as diplomatic or
consular officers and not included in Group 2; vice consuls commissioned
by the Secretary of State and not included in Group 2; Foreign Service
employees designated as administrative officers; assistant attaches (in-
cluding Foreign Service officers designated as assistant attachesy);
assistant commissioners; inspectors; immigration technical advisers;
treasury representatives; customs agents and deputy collectors of cumtoms;
technical and professional experts not directly subordinate to their
departments in Washington, and junior technical experts.

"Group 42 A1) other employees.!

2. The Secretary of State has established, pursuant to paragraphs
l4a and 23 of Circular No. A -8, a special maximum foreign living
allowance for all posts in liberated areas and for the Vatican Citye
This allowance shall be paid in lieu of all other allowances to all
officers and employees stationed in liberated areas or in the Vatican City
and who are. entitled to allowances under this Circular, except Foreign
Service personnel of the State Department. -It shall be effective the
first pay period beginning after July 31, 1945 and shall not exceed
the following armual maxima: : s

. Employees h
Classification viith dependents A1l other
Grade o in the area employees
CAP~12, P~5, and above $3060 $2520
CAF-9, P-3 to - ;
CAF-12, P-5 : 2700 ; : 2160
Below CAF-9, P-3 2520 1980

(No. 4~8)
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The maximum rates shall be reduced: (a) by 40%, when cuarters are
obtained at no cost or at not more than $2 a day from or through the
military or any other Goverrment agency; and (b) by 20%, when meals are
obtained at no cost or at not more than #1.50 a day from military
messes or messes provided with military rations, or from any Government
agency authorized to furnish food, :

The head of the department or establishment concerned, or such
official as he may designate, shall make such other reductions as may be

warranted,
3e The Secretary of State has established
14a and 23 of Circular No. A-8, a special forei
posts in China, This allowance shall be paid in lieu of all other
allowances to all officers and employees stationed in China and who are
entitled to allowances under this Circular, except Foreign Service person—
nel of the State Department. Tt shall be paid at the base rate of #1500
when Government quarters are not provided.
1, 1944, or from date of arrival of the
t in China, whichever date is later,

per anmum plus $500 per anmum
It shall be effective October
officer or employee at his pos
. 5
ployee whose wife and/or minor
m shall receive additional a;low-
For 2 or more 3

In addition, each officer and em
children have repularly resided with hi
ances at the following per annum rates;

For a wife: * For a child:
Meacimam 4/6 of 1/6 of children: 2/6
maximum - maxinum of maximum
$400

s pursuant to paragraphs
gn living allowance for all

Glassification
Grade allowance
CAF-12, Pm5, & :
above $1200 $800 $200
CAF=9, P-3 to . .
CAF-12, P-5 $1440 #960 $240 $480
Below :'cAF..g, :
P-3 : $1200 $800 $200 5400
paid effective October 1, 1944, or wrhen .
China, whichever date is =
oyee leaves China, or the
The amount

This additional allowance shall be
the officer or employee departs for his post in
later. It shall terminate on the date the empl
f his wife and/or minor children for
modified except upon a change in

1lowances shall not be
ndency status,
The basic allowance of $1500 is subject to adjustment upon monthly

review of the average cost of subsistence (exclusive of rent) to personnel

receiving the allowance., It shall be adjusted by order of ‘the fmerican

Ambassador, or in his absence by the Charge d'iffaires ad interim, when

these costs, as affected by exchange rates or :

have changed.by as much as 104 from the last established rates Such :

percentag justment in the basic allowance of $1500 shall be effective -~

the first pay period beginning after the last i

the change occurreds The Ambassador shall certify as to the
(No. A-8)

the employee's depe




correctness and necessity for the adjustment to
which shall so certify to the Bureau of th
shall be more than 20%,
adjustment must be obta;

The Ambassador (or Charge d!
State Department, as well as ag

basic allowance.

this Circulare

Since the establishment of the s

The State Department s
Budgets Changes in the basic rat

-4 -

the State Department
e Budget, unless the change
in which case prior authorization to make the
ined from the Secretary of State,

Affaires) shall immediately notify the
ency offices in China, of changes in the
hall notify the Bureau of the
e will be published as amendments to

pecial allowance for China effective

Octoher 1, 1944, the following annual rates have been authorized:

Effective
date

November 1, 1944
December 1, 1944
January 1, 1945
February 1, 1945
March 1, 1945
April 1, 1945
May 1, 1945

June 1, 1945

4o Effective July.l,
applicable to civilian offi
are citizens of the United

foreign countries,

5¢ In lieu of the
basis, Circular No. A-8
allowances on the basis
Brployees Pay Act of 1945
effective the first pay pe
in vhich the determination

Govermment
quarters

provided
#1500
1500
1050
1050
1223
1412
142
142

HAROLD D, SMITH

(NO- A-B) -

Government
quarters

not provided
$2000

2000
1550
1550
1723
1912
- 1912
1912

1945, Part III of Circular No. A-8 shall be
cers and employees of the War Department who
States and are pemanently stationed in

Law 126, approved July 3, 1945).

payment of foreign living allowances on a monthly

is amended to provide for the payment of living

f the pay periods established by the Federal
Hereafter, changes in allowances shall be

riod beginning after the last day of the month
is mades

e




G EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
Weshington, D. C,

BULLETIN NO. 1945-46:2 ' July 13, 1945

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: Administrative adjustments in compensation schedules

The Committee on Civil Service of the House of Representatives in
reporting the bill (H.R. 3393), which has since been enacted into law
as the "Federal Employees Pay Act of 1945," stated with reference to
certain Federal employees whose salaries are fixed by the heads of
agenclies under authority of law =-

"The Committee anticipates, accordingly, that this authority
will be exercised to bring such schedules dnto line with the com~
pensation schedules of the Classification Act, as amended by this
bill.” )

The Bureau of the Budget has received many inquiries from depart-;z
ments and agencies having employees whose salaries are fixed by the '
head of the agency under authority of law.

i
\

In view of the fact that the granting of comparable increases to
these employees would necessitate the incurrance of a deficiency on
the part of certain agencies the Bureau contacted the Chairmen of the
House and: Senate Appropriations Committees to ascertain whether the
incurrance of deficiencies for this purpose would be considered as a
violation of the Anti-Deficiency law, .

In reply Chairman Cannon of the House Appropriations Committes
stated, "You state in your letter that the granting of increases to
excepted employees may involve the apportionment of available funds
on an unequal basis and occasion the submission of supplemental esti=
mates at a later date. The circumstances are such, perhaps, that .
there would be no violation of the spirit of the Anti-Deficiency Act,
"That would be for administrative determination.® :

Acting Chairman McKellar of the Senate Appropriations Committee
stated, "The Senate Committee on Appropriations cannot advise you as
to how the funds appropriated in the War Agencies Appropriation Bill.-
and the funds made available to the other Federal Agencies you mention, I D
shall be allocated or divided. We suggest, however, to you that before
any increases of salaries are made in any of these Agencies that. the
Agencies involved should obtain appropriate Budget estimates, submit
them to Congress, and come down before the Committees on . Appropriations
of Congress and Jjustify euch estimates.” (Coples,of the letters
received from the respective committees are attached.)

1
i
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In view of the foregoing the Bureau of the Budget will not consider
the apportionment of funds on an unequal basis to make possible the
granting of increases to this type of employee whenever such apportion-
ment contemplates the later submission of a supplemental estimate to

- cover such additional expense. However, the Bureau will consider
supplemental estimates for this purpose. Such estimates shall be
based on the formula contained in the attached memorandum from the
Director of Economic Stabilization., These estimates must be sub=
mitted by August 15th and shall be limited to the additional funds
required to grant these increases in basic pay. Instructions will
be issued at a later date with respect to the submission of supple=
mental estimates to cover the additional costs resulting from the
enactment of the Federal Employees Pay Act of 1945.

HAROLD D, SMITH
Director
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Copy

UNITED STATES SENATE .
Committee on Appropriations

July 11, 1945.

“Hon. Barold D. Smith, Director,
Bureau of the Budget,

Executive Office of the President,
Washington, D. C.

My dear Mr. Director:

Your letter of July 1, 1945, concerning the edjustment
of certain smlaries in the War Agencies Appropriation Bill
and certain other Federal Agencies, has been received and
noted.

The Senate Committee on Appropriations cannot advise"
you ag to how the funds appropristed in the Wer Agencies Ap-
propriation Bill and the funds made available to the other:,
Federal Agencies you mention, shall be allocated or divided.
We suggest, however, to you that before any increases of
galaries are made in any of these Agencies that the Agenciles
invelved should obbtain appropriate Budget estimates, subamit
them to Congress, and come down before the Committees on Ap-
propriations of Congress and justify such estimates.

We wish further to suggest that it is our information
that selaries paid by & number of Agencles not under civil
service are much higher than those paid for ginilar work in
Agencies under civil service, and we think that this should

. not be tolerated. We refer you to the last report on Federal

Personnel, being Senate Document 131, 78th Congress, lst

* Session, submitted by the Joint Committee on Reduction of qu-
essential Federal Expenditures, of which Senator Byrd is Chair-

man, which report will give you ghocking details. This
Cgpmj.ttge cannot approve the metters in question.

Yours very. truly,
/8/ Kenneth McKellar

Acting Chairman, -Senate Committee
on Appropriations

1
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Copy - HOUSE OF REPRESENTATIVES
Committee on Appropriations

June 30, 1945.

s My dear Mr. Smith:

I am in receipt of your letter of the 25th instant, with
respect to extending the provisions of the Federal Employees
Pay Adjustment Act of 1945 to certain Federal employees whose
salaries are fixed by the heads of agencies under suthority
of law.

I note that the report of the Committee on Civil Service
(Report No. 726, dated June &, 1945) on the bili (H. R. 3393),
which is the basls for the Act aforementioned, contains the
following statement with respect to such excepted employees:

The Committee anticipates, accordingly, that this
authority will be exercised to bring such schedules into
line with the compensation schedules of the Classifica-~
tion Act, as amended by this bill¥,

It does not appear that the Congress will enact any pro-
vislon that would give specific assent on the part of the
Congress to a course that would remove discrimination as be—
tween employees included and excluded from the provisions of
the Act in question.

In such circumstances, the matter becomes one for ad-
ministrative determination, and, whatever that may be, I sug-

. gest there should be uniformity of action.

You state in your letter that the granting of increases -

to excepted employees may involve the apporitionment of available

funds on an unequal basis and occasion the submission of sup-
plemental estimates at a later date. Ths circumstances ‘are
such, perhaps, that there would be no violation of the spirit
of the Anti-Deficiency Act. That would be for administrative
determination. :

- Sincerely yours,
/B/ Clarence Cannon

Chairman,
Hon. Harold D. Smith, Director,
Bureau of the Budget,
Washington, D. C.

i
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Copy

OFFICE OF ECONOMIC STABILIZATION
Washington, D. C.

July 7, 1945

Williem H. Davis
Director

MEMORANDUM TO: The Director

Bureau of the Budget

FROM: William H, Davia
' Director of Economic Stabilization

The Bureau of the Budget has made inquiry of this
office concerning the problem of incremsing the basic salary rates
for positions in the Federal Government not covered by the Federal ~
Employees Pay Act of 1945 due to the fact that the rates of pay are
fixed by administrative suthority vested in the heads:of the de~
partments and agencies. This office has discussed the problem with
the War Labor Board and the stabilizetion office of the Bureau of
Internal Revenue. The conclusion was reached that any increases
granted to employees holding positions for which the basic rates
of pey are fixed administratively, providing such increases are
made in sceordence with the formuila established by the Federsl Em-
ployees Pay Act of 1945, would be within the stebilisation program in
cases where: ’

(1) The basic pay rates are fixed in accordance
with the rates and principles established by the Classifica—
tion Act of 1923, as amended, -

(2) The basic pey rates are fixed in accordance
with the rates established by Executive Order 6746 of
June 21, 1934, or

(3) The basic pay rates in uge by the departumsnt
or agency have not been revised since January 1;-1941. ==

' With respect to paragraphs (2) and (3) above, in cﬁ%s;‘ghere
the basic rates of pay have been increased since January 1, 1941, the

amounts of such increases in basic rates should be deducted from the -

amounts of the increases resulting from the application of the formula
provided in the Federal Employees Pey Act of_7197.{;..375.7 T

/s/ Williem H. Davis
Director

i
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EXECUTIVE OFFICE OF THE PRESIDENT )
BUREAU OF THE BUDGET
Washington, D. C.

July 12, 1945 CIRCULAR NO. A-29
Revised

TO THE BEEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS
SUBJECT: _ Determination of personnel requirements

This revision of Circular No. A-29 replaces and rescinds Ciroular No.
A-29, dated May 10, 1944, in conformity with the Federal Employees Pay Act
of 1945 (Public Law 106). Prinoipal changes incorporated in this revision
are as followss

a. Date on the revised Form No. A-29 will be in agreement with those
in Beotion 1 of the revised Civil Service Commission Form No.
3257, which will be released in the near future,

b. The first Estimate of Persormel Requirements under the: new law
should be submitted by July 23 and shall cover the period begin-
ning July 1 and ending September 30, 1945, Subsequent submittals
will be due at regular quarterly intervals as hereinafter indi
oated.

6. Coverage has been extended both geographically and in relation
to types and classes of employees that come within the scope of
the determinations to be made by the Direotor of the Bureau of
the Budget.

d. The inclusion of oertain financial data on Form No. A-29 is
required. - : -

1. Purpose. Section 607 of the Federal Employees Pay Act of 1945
requires The Director of the Bureau of the Budget to determine from time
to time, but at least guarterly, the number of fulletime oivilian employ=~
ees and the man-months of part-time oivilian employment required within

ized functions of the various departments and agencies. The act also
requires ths heads of departments and agencies, within the executive
branch, to present to the Director of the Bureau of the Budget such infor-
mation as the Direotor- shall from time to time, but at least quarterly,

require for the purpose of making such determinations. '

2. Definitions. The act defines the term "United States” to mean
the 48 gtafes, the District of Columbia, and the Territories and posses~

(No. A~29)

the United States for the proper and efficient performance of the author- .
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sions. The Territories and possessions, for purposes of this circular,
are defined to be Alaska, Hawaii, Puerto Rico, Philippine Islands, Virgin
Islands, and the Canel Zonse, .

3. Requirements. Bach department and establishment will furnish the
Director of the Buresu of the Budget by the tenth day of March, June,
September, and December the information called for on Budget Bureau Form
No. A-29 as hereinafter indicated. The agency's estimate of personnel re-
quired during a given period will be the number which the agency considers
necessary for the proper and efficient psrformance of its authorized func-
tions within the limit of available funda. Instructions with respect to
the olassification of employees, caloulation of man-months, and financial
data are prescribed on the reverse side of Budget Buresu Form No. A-29.

4. Exclusions. The agency’s estimate of requirements will exclude
the following classes of employass cn Budget Buresu Form No. A-29:

a. Employees whose official station is outside the 48. States,

the Distriet of Columbiam, and the Territories and posses~
sions, N

b. Employees on oxztended leave without pey. Extended leave
without pay is defined as absence on such leave throughout
the entire period covered by the estimate.

¢, Casual workers~-these hired imformally "on the spot™ with-
out appointment, for short intervals of time, to cope with
fire, flood, snd other emergencies. (The Bureau requests,
however, that a statement of the nature and extent of any
emergency which required the employment of such persons
during the preceding period be included in the "Justifice-
tion” on Budget Bureau Form Neo. A-29).

d.” Workers or trainess whose compensation is in the naturs of

an allowance, ©.g., prisoners of war and inmates of prisons
and penitentiaries. ’ i

€. Any personal services the expense of which is properly 7 7 cE

chargeable to "07 other contractual services" under the in-
structions in Budget-Treasury Regulation No. 1, Revised
(unless, in the case of certain war agencies, the Bureau of -
the Budget spscifies otherwise).

. B. Agency Estimates. A ssparate estimate will be submitted om Bud-
get Bureau Form No. A-29 for each ceiling wnit., The ceiling unit may cover
one or more appropriations, working funds, trust agoounts, or other funds
available for the. payment of personal servicee, or organization units as
may be approved by the Bureau of the Budget. If eny such unit would in-
clude employses in both (a) the 48 States and the District of .Columbia and
(b) the Territories and possessions, separate ceiling units will be estab-

(No. A-29)
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lished for (a) end (b) above. Any modifications of the ceiling units so

established may be recommended by the agency to the Bureau of the Budget
sented on eac

or may be made by the Bureau of the Budget as it finds necessary.

6. dJustification. Speoific justifioation statements should be pre-

orm No. A-29 to mccount for: (1) any changes in functions,
activities, and trends in work loads anticipated during the period; (2) the
number of full-time employees and man-months of parte-time employment likely
to be affected by such changes and whether a sliding soale of proposed ac-

cessions and/or separations is contemplated; (3) the spread between present -
employment and estimated requirements; (4) backlogs of work which inter-
fore with the ocurrent operations of the agency or the reduction of which

cannot otherwise be properly deferred; and (5) the man~years of employment
available under the appropriation or appropriations concerned.

These data
should be accompanied by such additional information as may be deemed per-
Budget.

should be further broken down by major projects, functions or organization
The completed estimate form
tinent by the agency or requested by the examiners of the Bureau of the

units, following the pattern used for "Projects or Functions" as shown in
the Budget schedules as far as practicable.

|
7. Submittal of Civil Service Commission Form No. 3257 (Revised).

Civil Service Commission Circular 418 (Revised) acoompanying Civil .Ser-
vice Commission Form No. 3257 (Revised) will require that a copy of the
completed form be submitted to the Bureau of the Budget.
necessary.

3257 setting forth information acoording to established ceiling units.

This copy of the
completed Form No. 3257 should be accompanied by supplemental Forms No.
aminers of the Bureau of the Budget may request further detail as found

8, Interim Adjustments.

Ex-

While determinations will be made at regular
When a department or establishment desires such an adjustment, a request

intervals, it may be necessary in some cases to make interim adjustments.
should be made in writing, using Budget Bureau Form No. A-29, accompanied
by adequate.justifications for the proposed changes. - ;
9. Sﬁppiy. Supplies of Budget Bureau Form No. A-29, "Estimate of
Personnel Requirements™, may be obtained from the Publications Unit, Bureau
of the Budget (telephone extension 6, Executive Office of the President).

HAROLD D, SMITH
Director
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dget Burean Form No. A«29 Form approved.
s Revised July 1948 Budget Bureau No. 80-R001.3.
% ¥

ESTIMATE OF PERSONNEL REQUIREMENTS

(Excluding Personnel Stationed in Foreign Countries)

________________________ QUARTER, FiscaL YEar 19..

{Department or agency) {Bureau or branch) (Celling unit)
L UNDER CEILING -
I - EXCLUDED
N GROUP TOTAL CEILING BY Wo0o
E PER- TEM- $1 PER X
ToTAL q WAE  |Yearom| P.L.108
MANENT PORARY Monta
(a) (B) ) (D) (E) (F) (G) (H)

. Total number of employees . . . .
Full-time . ... ...

1

2

3 Departmental . .. ..........
4 Field . ............
5. Part-time . ...
6

7

8.

9

Departmental . . ....,...

Field . . .. ... ..o

. Total man-months—DPart-time service . . . . -
Departmental . ................

10, Field. .. ... .., L

11. Personal services obligations
(obj. class, 01) (In thousands of dollars) .
12. Departmental . ................ \

13, Feld............000000ee e oo fo b o L
Note.—For explansation of terms and headings, see other side.
2 de —
Current Agency’s Present Agency employment N {:‘ﬁgfﬁfﬁgu‘gf a}‘?:q(uu)l
Ceiling Request as of mpared with
"""""""""""" Column () Column (K)
| (O] (K) [0} (M)

Total—Full-time:
Departmental . . ... vaeeuee
Field . e oo v v ii i - L
Total—Man-months—Part-time service:
Departmental %o . . o v u . L. -
Field . . ... vvin o,

JUSTIFICATION . - B 855147
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Explanation of Terms and Headings, Budget Bureau Form No. A-29, Revised

The agency’s estimate of requirements will exclude the following classes of employees:

(a) Employees whose official station is outside the 48 States, the District of Columbia, and the Territories
and possessions.

(b) Employees on extended leave without pay. Extended leave without pay is defined as absence on such
leave throughout the entire period covered by the estimate.

(¢) Casual workers—those hired informally “on the spot” without appointment, for short intervals of time
to cope with fire, flood, and other emergencies.

(d) Workers or trainees whose compensation ig in the nature of an allowance, e, g., prisoners of war and
inmates of prisons and penitentiaries.

(e) Any personal services the expense of which is properly chargeable to “07 other contractual services”
under the instructions in Budget-Treasury Regulation No. 1, Revised (unless, in the case of certain
war agencies, the Bureau of the Budget specifies otherwise).

LINE ENTRIES

1. Departmental and field services represent employees occupying “departmental” and “field” positions as
determined by the work performed, regardless of geographical location.

2. Full-time employees means those, regardless of class or nature of appointment, who work the hours and
days required by the official workweek for the group or class of employees in which they are employed. (For
example, the official workweek of clerical employees may be 5 days of 8 hours each; thus, employees required
to perform clerical duties for 5 days of 8 hours each per week are full-time employees. Similarly, if the offi-
cial workweek for a teacher is 5 days of 6 hours each, all teachers who are required to work the 5 days of 6 hours
each per week are full-time employees.) Such employees may be compensated on a salary or wage basis at
hourly, daily, weekly, monthly, or yearly rates.

8. Part-time employees are those, regardless of class or nature of appointment, who work hours or days
less than the hours and days of work for full-time employees in the same group or class. Such employees may
be compensated on a fee basis, or on a salary or wage basis, at hourly, daily, weekly, monthly, yearly, or per
unit rates.

4. Month, for the purpose of computing man-months, means the calendar month, With respect to piece-
rate and fee-basis employees’ services, these may be translated into man-months on whatever formula the:s
employing agency finds most practicable. The formula used should be explained in a memorandum accompany-
ing the estimate, Man-months will represent the total needs for the estimate period. Ceiling allowances .
stated in terms of man-months are not cumulative from one period to another. .

5. Personal services obligations represents the total obligations during the estimate period for services to
be rendered under each of the types of positions. Under “Justification” explain the need for any funds shown
under headings not provided for in the Budget, and whether permanent, temporary, or “WAE” funds are
expected to be uséd.

6. Employees temporarily detailed will, in accordance with Civil Service Commission rules and regulations,
be considered as serving in their regularly assigned position. .

COLUMN DESIGNATIONS

7. Column (A) is the sum of columns (B) and (C).

8. Underceiling.—Exclude (1) the heads of agencies, (2) judges, (3) elected officials, if any, and (4) those
employees of the War and Navy Departments and the War Shipping -Administration exempted from ceiling
determinations during the period of present hostilities.

(@) Permanent.—Employees requested under this heading should include all personmel reflected in the
personnel schediles in the Budget or supplemental estimates as “permanent,” regardless of the
nature of their individual appointments or absence of formal appointment. Such employees may
be compensated on a salary or wage basis, at hourly, daily, weekly, monthly, or yearly rates. WAE,
$1-per-year or $1-per-month, and WOC employees should not be reported under this head.

(b) Temporary—Employees requested under this heading should include all personnel reflected in the
personnel schedules in the Budget or supplemental estimates as “temporary employment,” regard-
less of the nature’of their individual appointments or absence of formal appointment. Such em-
ployees may be paid on a salary or wage basis at hourly, daily, weekly, or monthly rates. WAE,
$1-per-year or $l-per-month, and WOC employees should not be reported under this head.

(¢) WAE employees are those serving on an irregular or occasional basis. Such employees may be com-
pensated on a fee basis or on a salary or wage basis at hourly, daily, weekly, monthly, yearly, or
per unif rates. i o :

(d) $1-per-year or $1-per-month employees are those serving on the eompensation basis indicated by the
title hereof.

9. Ezxcluded from the ceiling by Public Low 106.—Enter here the heads of the agency, judges, elected
officials; also enter here those employees of the War and Navy Departments and War Shipping Administra-
tion exempted from ceiling determination during the period of present hostilities. . E

. 10. WOC employees are those employees appointed or otherwise engaged to perform services on a regular
or_intermittent basis, whose appointment does not provide for salary or wage payments. Do not include in
column (A) any numbers shown in column (H). B

CoLumMN I—Insert latest number or numbers shown in the latest letter of determination from the Director
of the Bureau of the Budget. - . :

CoLuMN J.—Enter figures reported on lines 8, 4, 9, and 10, column (B), respectively: :

CoLuMN K.—Enter full-time employment reported on latest Civil Service Commission Form 8257, Revised,
comparable with Column (J) and the cumulative total of man-months of part-time service used during the latest
three periods reported on CSC Form 3257.

JUSTIFICATION.—State in terms of changes in work load and recruitment experience and justify any increase
o;‘l eacplamhany decrease in the estimate as compared with (1) the current ceiling and (2)-the employment-as-of.

_ the date shown, :

- 865147° U, 5. GOYERNKENT PRINTING OFFICE
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EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
- Washington, D. C.

July 12, 1945 CIRCULAR NO, A-11
Revised

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: Cooraination of Hours of Duty of Civilian Personnel

Effective immediately, Bureau of the Budget Circular No. A-11
dated August 1, 1943, is rescinded. The departments and establish-
ments have been advised, by the Civil Service Commission's Depart-
mental Circular No. 529, dated June 30, 1945, of the Presidentts
desire that, wherever practicable, the basic workweek of forty hours
be aspread over the first five days of the administrative workweek,
with the sixth day regarded as the day during which any hours in
excess of forty should be scheduled.

In view of the continuing need for maintaining a system of
staggered hours of duty in Metropolitan Washinglon because of a
shortage of transportation facilities, Bureau of the Budget Circular
No. A-13, setting forth instructions on the staggering of hours of
duty in Metropolitan Washington, remains in full force and effect.

HAROLD D, SMITH
Director

(No. A-11)

<




EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
Washington, D. C.

BULLETIN NO. 1945-4611 July 12, 1945

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: Periods for determination of personnel requirements

Bureau of the Budget Circular No. 4-29, Revised July 12, 1945,
covers the principal procedural steps to be taken in estimating and
determining personnel requirements under Section 607 of the Pay Act
of 1945.

Although the Pay Act quite fundamentally chenges the pay basis )
of civilian employees, you will note that the calendar quarter will kL
continue for the present, at least, to serve as the basic period for
both agency estimates and the determinations by the Bureau of the 5

Budget. X

It 18 realized that many of the agency records involved must
henceforth necessarily be related closely to or be built around the
pay perlod rather than the celendar month or quarter. The Bureau of
the Budget has considered, and will continue to consider, the possible
desirability of changes in the periodic arrangement or scheduling of
agency estimates and reports and its determinations to fit this new
-sitnation. :

In this connectlon any suggestiona which the departments and
establishments may care to offer will be welcome.

HAROLD D. SMITH
Director
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EXBCUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
Washington, D. C.

July 5, 1945 CIRCULAR NO. A-7
Revised

TO THE HEADS OF EXECUTIVE DEPARIMENTS AND ESTABLISHMENTS

SUBJECT: Promulgation and amendments of Standardized Govermment
Travel Regulations

Thls revision of Circular No. A7 replaces Circular No. A-7
Revised dated July 6, 1944. The changes incorporated in this revision
are: (a) an amendment to paragraph 45 of the Standardized Govermment
Travel Regulations establishing maximum per diem allowances in lieu
of subsistence for travel outside the continental limits of the
United States, and (b) an amendment to paragraph 95 permitting the
use of vessels of other than United States registry.

1. Government travel regulations, and amendments thereto, are
promulgated from time to time by the Director of the Bureau of the
Budget with the approval of the President. The current regulstions,
except for certain amendments which are set forth below, are containe
in the printed document entitled "Standardized -Govermment Travel '
Regulations," issued January 30, 1942.  The regulations are supple-
mented by "Statutes, Rules and Regulations Relating to Transportation
and Subsistence of Civilian Officers and Employees. of the Federal
Govermment Traveling on Official Business,” issued October 1, 1942.
Both of these publications may be requisitioned from the Goverrment.
Printing Office.

%. The following amendments to the printed "Standardized
Goverrment, Travel Regulations" referred to above are currently in
effect:

a. The paragraph entitled "Definition" in paragraph 8, preceding:
subparagraph (a) of paragraph 8, reads as follows (effective October 8,
1942): co . iy

ng. Definition.--Transportation includes all necessary official
travel on railroads, air lines, steamboats, streetcars, taxicabs, and
other usual means of conveyance. Transportation may ineclude fares
and such expenses incident to transportation as baggage transfer;
official telegraph, telephone, radio, and cable messages in connection
with items classed as transportation; steamer chairs and steamer rugs
at customary rates actually charged; staterooms on steamers -- not to
exceed lowest first-class rate. (See par. 29) A1l fees and tips are
peysble from the per diem in 1ieu of subsistence.” (See pari 44)"

(No. A7)
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b. The following paragraph is added to paragraph 12, after
paragraph 12 (a), (effective July 17, 1942):

"(b) Joint Travel.--Mileage, in lieu of actual expenses of
transportation under paragraph 12, shall be payable to only one of
two or more employees traveling together on the same trip and in -
the same vehicle, but no deduction shall be made from the mileage
otherwise payable to the employee entitled thereto by reason of the
fact that other passengers (whether or not Goverrment employees)
may travel with him and contribute in defraying the operating
expenses. (See paragraph 89)"

¢. Paragraph 13 reads as follows (effective November 15,
1942):

"13. Accommodations on trains and steamers.--An employee will
be allowed the following accommodations on trains and steamers (See
par. 57): ’

Tk
(a) Train accommodations

(1) Sleeping-car accommodations: One standard lower \‘\7 i
berth when night travel is involved. When prac- i
ticable, through sleeping accommodations should
be obtained in all cases where more economical to
the Government. Where a change of sleeping-car
enroute is necessary, the traveler should secure
the usual transfer check from the sleeping-car
conductor for exchange at the ticket office for
accommodations beyond the point where the change
is made. ’

"(2) Parlor-car accommodations: One seat in a sleeping
i or parlor-car when the contimious rail journey is
more than two hours in duration and within the
continental United States, provided however that
a stop for the purpose of changing trains shall
not be considered an interruption in the journey.
If under emergency or similar unusual circumstances
the use of such a seat is necessary for a journey
- of- two hours or less, it must be specifically

authorized or approved in writing in egch case:..
by the head of the department or independent . .
establishment or by an official. to whom such : ’ ‘
authority has been properly delegated. :If the
Journey is outside the continental United States,
lowest rate first-clags accommodations ‘may be
allowed without regard to the length of the:
journey. (See par. 28)

(No. A-7)
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(b) Stesmer accommodations

(1) Statercoms: One lowest rate first-class stateroom
accommodation when same is not ineluded in cost of
passage ticket. (See pars. 29, and 95 as amended
July 17, 1942, and Section 10 of the Act of March 3,
1933, Title 5, Section 73b, United States Code)

(2) Application for steamér mccommodations: Accommoda-
tions on steamers should be applied for at the
earliest practicablemoment after receipt of the
travel order. Any cost resulting from unnecegsary
delay in securing such accommodations shall be
borne by the traveler. (See pars. 57, and 95 as
amended July 17, 1942)%

d. Paragraph 29 reads as follows (effective October 8, 1942) ¢

"29. Staterooms.--When requests are issued for staterooms on
river or coastwide steamships, where the staterooms are a separate
charge, the specific value of the room authorized must be inserted
on the requests and shall not exceed the minimm first~class rate.
If 1t is impracticable when issuing the request to.determine what
sleeping accommodations are avallable, the words 'NOT TO EXCERD
LOWEST BATE 15T CL.' must be inserted on the request. (See Section
10 o.-)? the Act of March 3, 1933, Title 5, Section 7%, United States
Code)" -

e. Paragraph 45 reads as follows (effective Jt;ly 1, 1_945):

45. Subsistence allowances.--Unless otherwise expressly provided
in an employes's commission or appointment, orky law, the official
authorized to issue travel may authorize in the order per diem allow-
ange not to exceed $6 in liew of subsistence expenses While traveling
on official business within the limits of the continental United
States, except where such travel is performed by means of a privately
omed trailer. No per diem allowance for such travel by trailer
shall be paid unless the travel by such means be authorized in advance,
312 which event per diem allowance may be paild at a rate not to exceed

1500 - %

With the exception of travel chargeable.to the appropriations . .
of the War and Navy Departments and -Office of Strategic Services, ;- SR
for travel on official business outside the continental limits of s
the United States, a per diem allowance not to exceed $7 in. 1lieu
of subsistence expenses may be allowed (except that the fiscal
Year 1946 the maximum per diem allowance shall be the amount pre—

scribed in Appendix T of this regulation). The per diem allowances
provided herein represent the maximum allowable, not the minimum. - ::

It is the responsibility of the heads of departments and establish-
ments or the officials to whom such authority has been properly

(No. a=7)
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delegated to see that travel orders authorize only such per diem
allowance not in excess of the maximum as are justified by the
circumstances surrounding the travel. To this end, care should be
exercised to prevent the fixings of a per diem allowance in excess
of that required to meet the necessary authorized expenses.

f. Paragraph 92 reads as follows (effective October 8, 1942):

"92. Certification of agcounts.--Any person rendering an
expense acgount, contalning reimbursement items must certify that
the acoount is just and true in all respects and that the penalties
for presenting a false ¢laim are kmown to him."

g+ Paragraph 93 is cancelled (effective October 8, 1942).

h. Paragraph 94 reads as follows (effective October 8, 1942):

"94. Penalty.-—The penalty as prescribed by law for presenting
a false claim is & fin#® of not more than $10,000 or imprisomment. for

not more than ten years or both. (See Title 18, Section 80, United
States Code; Vol. 52, page 197, Statutes at Large)"

&

i. Paragraph 95 reads as follows (effective July 1, 1944): "-\ i

95. Iravel by American ships.--Section 208 of the Independent o 3
Offices Appropriation Act, 1946, provides that "The provision of
law prescribing the use of vessels of United States registry by

‘employees of the government traveling overseas (46 U.S.C. 1241) shall
- not apply to such travel during the fiscal year 1946." )

3. In the event that the head of any executlive department or . .
establishment shall deem that any provision of the amended travel B .
regulations requires change, he shall submit the proposed change to
the Director of the Bureau of the Budget for consideration and
appropriate action. .

By direction of t.hé President:

Harold D. Smith
Dirsctor -

{No. A-7)
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The following rates g

re subject to a dedyc tlon of 15 percent,

for each meal and/or lodging ged by the traveler Trom the
Govermment drawing
by arrangement with
e, deductiong under

military or from

from the military op providing quarters
without charg

military. Where furnished

paragraph 47(a) are in order,

Locality

Afghanigtan
Africa (except Egypt)
Egypt

Asia

China

India and Ceylon
Australia
New Zealand
South Pacific Islands
Caribbean Islands
Central America
Europe

Portugal and Portuguese Islands of

Maderia and Azores

United Kingdom and Irish Free State

Russia
3pain and Canary Islands
Sweden
Switzerland
- Iceland
Mexico
Middle Rasgt
.. Arablan Peningulas
Iran

Irag
Lebanon

Palestine and Transjordan
Syria

Turkey
North Amertics
Canada
Newfoundlang .
Panams and Canal Zone

South America (excapt Venezuela)
Venezuela

Other Iocalitiesg and Ocean_ Travel

* Indicates change in rates.

(No. a-7)
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July 5, 1945

Mr. Bryan called this morning to say he
had just received a memo on the subject of the
new overtime regulations. Several excerpis
pertinent to the War Refugee Board follow:

(1) To ask for exceptions g the
4L4=hour week, the request must be submitted in
writing, signed by the head or acting h€ad of
the agency (one original and 3 cc).

(2) Justification must come under three . :
heads: (a) work load, (b) recruiting trouble, S
(c) specific conditions (unable to operate ;
under existing setup; definite, specific reasons

necessary).

e

The Bureau will attempt to give 24-hour
service on such requests. ’ :

For specific questions concerning overtime
legislation, contact Howard Stone in Budget -~
extension 103. ' . .
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B I = . rRmasuRy DEPARTZENT

\:asmngton

Office of the Secrebary i Ulgmg o lgas i

To Heads 'of. Bure?us, Offices and D1v131011s, Sl
--and Chiefs of D:Lv:.swns, Secretarv's Oi’f‘lce, -
Treasury Debartmen’c.. : E : ;

vrorkweek,
s-of~

| administrative
~and~(2) ‘pay-period
- 1wo dieeks. . -

erc_nafter nronded, shali on31s13 “of: 8 nours each
nda throuﬂh ‘T‘r1 day, :mclumve. : : :

E 'Aday from Bt

: - ;2'."‘ The heads oi‘ bureaus fi’w ces: md d1v151ons are .
hereby authorized to es tablls “different bas:.c adr*lm.stra'blve—’ B
yiorkueelk, ! not exceedlng “five 8-hour-days in any: consecutive: .
seven . daJrs, +hO-.>€ services’ where it 1§ necessary: that -work: -
be- perfonned on’ gvery day.<in  each week. - This texception -
: applles to such cldsses of emplovees as: duaras, telephone

~ . nange ew)lo'/ees.-
R 'bv the everal bureaus a.nd d1

for.: all offlcers and enployees of . the Treasurv Department shall':i‘
cover two adrnmlstratlve 1rorkweeks FEALT employces ‘of-the”

11111 recelve ‘bhel 2 R ST
: Emplovees Pay. Aot of” 1945“ Jednesdd.y sJuly: 25, 1945, cover-— e Ceniiew
ing: the two-vieeks! ;pay period: Julv LotoJuly;L4. 7 The second Towii s
= pay-day 11111 Beton Wednesdayy August 85 49455 covcra_ng the-
tio-treeks! pay: period July-15 to July 28, Pay-days: covermg
:subsequent pay ‘periods: Vi1l occur on- altemate uednesdavs
’ thereaﬁ;er. '




40 Bureau -0f ‘the Budget Circular No. A-8, which-is hereby amended ac—‘: o

- #Bogota,-Colombia - SV
= #Bicaramanga Colombia - . I
-#Buenaventura’, ‘Colombia: ~  “II
#Buenos Aires, Argentina I
'*Bnga, Colombia i Cone L
- *Cali Coiombia : R A
. #Cemaguey, - -Guba; CITT
*Cartagena,’ Colombia P B R G
#Cent.ral Hershey, Guba T
¥#Chéngtu, China : XI 70
HChungking, China- EEUIPREED o SRR
#Cienfuegos, Cuba-" - . A f

~w#Giudad ijillo 5

Helsinki, Finland"" RN 4 = S0 19.
: **Kunming; China e XT o
- wwgwellin, China - T .

"Tfapproved by the Cartographic™ Department. ~6f “the-National ‘Geographic:

: *Ba.hia, Brazil

,';*Damien, Hait,i i o T

'*Goo Hopa, Gosta Rica 1;i II -

. S LI ‘_'An" “dment 4o Appendix IV ,' )
i ST iy v of ireular NOy A=Bil
Released June 28 1945

EXECUTIV‘E OFFIGE OF THE PRESIDI-}JT
‘BUREAU. OF . THE BU!x}ET :
Washington, D. o

CI.ASSIFICATION OF POSTS R)R
’ GOST OF LIVING ALLOWANCES -

Effective as of 'fhe dates indicated below,i t.he Secretary of Staur' T
" has suthorized the following changes in and additions. to theiclagsifi- . ol
‘cation” of posts:for cost.of living allowances igsued as Appendix IV

cordingly. - . This list is’ inclusive of all amendments to Appendix TV. ol
“authorized: since ‘January 29, 1944... Changes ‘authorized by’ this. amend-'.f,_— :
ment are-indicated by ‘an asterisk “(#)i 77 ‘The ‘spellings are those . .=

Society. ~ Posts for which special temporary - allowances'have “been’
: iestablished are indicated by double asterisk (H)

. V*Antilla. Cuba .
) *Antofagasta Chile

‘—,

‘#Barranquilla, Colombia T
#Belize, British ‘Honduras™ T~

Dcuninican Republid N III i

Ead

f(néf:;Aés)f R et e




BPRSR wpir f - L T e T v‘ﬁf‘i‘ecti.v‘é‘

" ia Ceiba, Wonduras I L A Apr:.l 1, 1945
**Lanchow, Ch:ma S EIEDR £  ERE L '»:April 1, 1944.,;

Managua, ,Ni.caragua, R R S T JuJy 1, 1944 =
#atanzas, Cuba “:. A 80 CE R ApHL Y, 1945
- ledellin, 001mnbia” - : IV R e O

* #Mercedes, Uraguary -
" #Mescico: City;  Mexico. .
*Montsvideo, Uraguw

*Para, Braz:_‘l. .
“#Port—ausPrince, . Ha:l.h

- #Port de Paix, H Haiti
#Port Limon;: Costa Rica' *

: “#Puerto Cortes; Honduras %

: *Rmtarenas, Costa RJ.ca

Reykjavik, Iceland
*R.'LO de Janeiro, Brazil

*San ] 1cholas A.mba,

wl MeTam i 1T
#5an" Pedro- Sula, Hondu,ras“',} I
“#San’ Salvador, m ER

“Salvador

- - Santiego, Ghs.le

#95a0 Paulo, Brazil

**Sian, China-.

’ *Tela, Honduras .

»L Zaragbza, :

Add:.t;ons o

- Adana, Turkey B
s-#Annapolis, Brazﬂ- o
“-mAracaju, Brazil .-
-#Aricay . :Chile.

Asmara, ‘Eritrea
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Additions (Cont'd)

#Bage, Brazil
Bandar Shahpur, Iran
#Bello Horizonte, Brazil

 #Bicas, Brazil

Bizerte, Tunisia
Bougie, Algeria
Brookwood, England

5 *Campina Grande, Brazil

#Campinas, Brazil
#Campo Formosa, Brazil
#Cempos, Brazil
#Cap Hailtien, Haitl

Carupano, Venezuela
#Cayes, Haiti

#Chibnahua, Mexico

Chitre, Panama

#Cienaga, Colombia
#Colima, Mexico R
#Concepeion, Chile - it
Concepcion, Paraguay '
Constantine, Algeria
#Cosolpa, Mexico
Costermanville, Belglan Congo
#Cucuta, Colombia
#Culiacan, Mexico

Cumana, Venezuela
#Curitiba, Brazil
#Curvello, Brazil

Dar-es-Salaam, Tanganyika
Territory

David, Panama

Dhahran, Saudi Arabia -

*D:.amantina, Brazil

Diego Suarez, Madagascar

. Dinjon, Assam, India

" Djibouti, French Soma.'l:lland

#Durango, Mexico

Elizabethville, Belgian Congo
#E1 Palmar; Zongolica, Vera Cruz,
Mexico ’

_ Evesham, England

Fisherman's Lake, Liberia
#Florianopolis, Brazil
#Fortaleza, Brazil

Gabes, Tunisia
Gibraltar
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Effective

Date
April 1, 1945
April 1, 1944
April 1, 1945
moonon

July 1, 1944

. April 1, 1944
L. " "

April 1, 1945
® "

2
= =2
=

e # w
n [ ]

April 1, 1944
hpril 1, 1945

Febs 1, 1944
April 1, 2945

1 ]

g " n
April 1, 1944
July 1, 1944
April 1, 1945
Nove 1, 1944
April 1, 1945

woonn
April 1, 1944
April 1, 1945

© Bp1 Y, 2944

Febe 1, 1944
Fe'b. 1945
April 3, 1925
April 1,-1944
n " ]
# f; 1n- .

April 1" Ly 1945

Ty 1, 1944
April 1, 1945

April 1, 1945
LENE M.

© July 1, 1944

April 1, 1944

: 'A:April 1, 194

!
L
H
-1
H
]
i
S
i
1
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Additions (Cont'd)

Giridih, India
Gourock, Scotland

#Governador Valadares, Brazil

#(Guadalajara, Mexico
Guayaramerin, Bolivia

Hull, England
#Ibague, . Colombia

*Itacoatiara, Amazonas » Brazil

Ixtepec; Mexico

wacmel, Haiti
*Jalapa, Mexico
#Jeremie, Haiti
#Joao Pessoa, Brazil

#Lages, Brazil
la Flata, Argentina
#Le Cap, Haiti
- #Leon, Mexico
Leon, Nicaragua
Lugano, Switzerland

#Maceio, Brazil
#Manaos, Brazil
#Manizales, Colombia
*Manzanillo, Mexico
Maracay, Venezuela

Melilla, Spanish Moroceo

Mercedes, Uragusy
#Minatitlan, Mexico

. Montalban, Venezuela
#lonte Claros, Brazil
+#Monterrey,. Mexico
*Murighe, Brazil
Murma.nsk, UoSoSoR.

#Natal, Brazil-

Oruro, Bolivia
#Ottawa, Canada

#Parelbas, Brazil
*Pelotas, Brazil
*Pereira, Colombia
#*Pernambuco, -Brazil
Philippeville, Algeria
#Picuhy, Brazil

#Ponte Nova, Brazil

Effective
Date

Febe 1, 1945

April 1, 1944

April 17 1945
" 1) n

- April 1, 1944

May 1, 1944
April 1, 1945
1 i n
April 1, 1944
April 1, 1945
n n

L
]

1944 .
1945
1

1944 5
0%




Additions (Cont'd)

#Popayan, Colombia
Potosi, Bolivia

#Porto Alegre, Brazil
#Puebla, Mexico

Puerto Barrios, Guatemala
Puerto Cabello, Venezuen
*Punta Arenas, Chile

#Raul Soares, Brazil
Reading, England
Retalhulen, Guatemala
Riberalta, Bolivia

*Rfio Grande, Brazil

#Riohacha, Colombia

#5t, Lucia, B.W,I.
San Carlos Cojedes, Venezuela
San Cristo » Venezuela .
San Lorenzo, Paraguay
#San Luis Potosi, Mexico
San Sebastian, Spain
Santa Cruz, Bolivia
#Santa Maria Espera Feliz, Brazil
#Santa Marta, Bolusbia
#Santarem, Para, Brazil
-#5anta Thereza, Brazil
*Santos, Brazil
#5a0 Lourenco, Brazil
#5a0 Thome, Brazil
#Sete Lagoas, Brazil
#Setubinah, Bragzil
Shrewsbluy, England
- Suore, Bolivia

#Tampico, Mexico.
Tananarj.ve, Madagascar
#Tapachula, Mexico
#Therezina, Brazil
*Torreon,” dexico
+Tumaco, Colombia
#*Turbo, Colombia

#Valdivia, Chile
Valencla, Venezuels
#Weracruz, Mexlco
#Victoria, Bragzil
Viuan—j.ca, Paraguay

[
H

Effective
Date

April 1, 1945

April 1, 1944

Aprid 1) 1945
n 1t n

April 1, 1944
" ] n

April 1, 1945

LU 1} f
April 1, 1944
[} u n

Feb. 1, 1944
April 1,-1945
1] 13 | ]

u u n

Feb, 1, 1944
April 1, 1944
July X, 1944
April 1, 1945
May 1, 1944

April 1, 1944

- apri1®1, 1945
" " "

n e n

" - 'HAROLD D. SMITH
"Director




EXECUTIVE OFFICE OF THE PRESIDENT

BUREAU OF THE BUDGET

Washington, D. Cs

CLASSIFICATION OF POSTS FOR
~ LIVING AND QUARTERS ALLOWANCES

«endment to Appendix ITI
of Cirecular No, A-8
Released June 28, 1945 45

3

Effective as of the dates indicated below, the Secretary of State
has authorized the following changes in and additions to the classification.
of posts for living and quarters allowanc

Bureau of the Budget Circular No.
This 1ist is inclusive of all amen

es issued as Appendix ITI to
A~8, which is herehy amended accordingly.
dments to Appendix IIT authorized since

“June 30, 1944e Changes authorized by this amendment are indicated by an

asterisk (#). The spellings are those approved
partment of the National Geographic Society,

Changes

~ #Aguascalientes, Mexico

#Annapolis, Brazil
#Antilla, Cuba
#Aracaju, Brazil
#Arica, Chile

#Bage, Brazil

#Bahia, Brazil .
#Barranquilla, Columbia
#Belize, British Honduras
*Bello Horizonte, Brazil
#Bicas, Brazil

#Bogota, Colombia
*Bucaramanga, Colombia
#Buenaventure,” Colombia
#Buenos Alres, Argentina
#Buga, Colombia

#Calil, Colombia
#Camdgueay, Cuba -
#Campina Grande, Brazil
#Campinas, Brazil .
#Campo Formosa, Brazil
#Campos, * Brazil

#Cap Haltien, Haiti

- #Cartagena, Colombia

#Cayes, Haiti

From

Class

I

III
v
1I
v

11T
v

VI

LIV

III
III
VII
III

(No. A-8)
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by the Cartographic De-

Effective
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April 1, 1945
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Changes

#(ienaga, Colambia
#Colima, Mexico
#Concepcion, Chile
#Coronel, Chile
#Cosolpa, Mexico
#Cucuta, Colombia
#Cuernavaca, Mexico
#Culiacan, Mexico
#Curitiba, Brazil
#Curvello, Brazil

#Damien, Haiti
#Diamantina; Brazil
#Durango, Mexico

#E1 Palmar, Zongolica,
Vera Cruz, Mexico

#Florianopolis, Brazil
#Fortaleza, Brazil

#Governador Valadares,
Brazil

#0uadalajara, Mexico

#(uanajuato, Mexico

" #Hacienda Santa
Engracia, Mexico
#Hermosillo, Mexico

#Ibague, Golombia
#Itacoatiara, Amazonas,
Brazil

#Jacmel, Haiti
#Jalapa, Mexico
*Jeremie, Haiti

#La Ceiba, Honduras
#La Ensenada, Mexico
#Lages, Brazil

#La Paz, Mexico

#Las Delicias, Mexico
#Le .Cap, Haiti

#Leon, Maxico

#Meceio, Brazil
#danaos, Brazil

#Manzanillo, Mexico
#Matanzas, Cuba

Class
III

1I
II -
II
III

1T

11
Iy

III
i1

II

IIT
II

I1I
111

IT
II

171
111
III
I

11
Il

I

III

III
IIT

Ii
Irt

v
v
v
Iv
IIT
III

T
IV

Effective
Date

April 1, 1945
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From To Effective
_Changea . (Cont'd) Class Class Date _
sMatias Romero, Mexico II Il April 1, 1945
#azatlan, Mexico I I11 LI
#derida, Mexico II hani ] [ [
wlexicall, Mexico I 111 v ou :
#Mexico City, Mexico VI vII noon
#Minatitlan, Mexico I v nouwou
sMonte Claros, Brazil = III w weonou
surishe, Brazil II1 v nouoon
#Natal, Brazil III v n n n
#uevitas, Cuba v v [ " u
#0axaca, Mexico s I Wwouw @
#Pachuca, Mexioo I 111 o uoou
#Paramaribo, Surinem . II . IIT nonoon
#Parelhas, Brazil IIT v noonoon
#Pelotas, Brazil 11 v o ouoon
#Pernambuco, Brazil Iv ’ Vi L [0 [} @
#Piculy, Brazil - III- w :: :- : ‘,
#Pledras Negras, Mexico I IiT ! ! "
#Ponte Nova. Brazil I1X v noonn R
#Porto Alegre, Brazil II Vi ) no om0 g‘
#Progreso, Mexico II 1I1 n onoon \
#Puebla, Mexico I v nonoon
#Puerto Cortes, Honduras IV v woowoon
#Punta Arenas, Chile Iv v woon oo
#Queretaro, Mexico I TiX : noowon
#Raul Soares, Brazll III v ' nonom
#Rio Grande, Brazil - v v noons o n
#fio de Janeiro, Brasil I VII- - oW Swou
#Richacha, Colombia III IV U T
#Rodriguez Clara,
Mexico TIT n oo .
#3te Lucia, BeWele III v - n omou
#Salina Cruz, Mexico - I hund wow.o.n
#Saltillo, Mexico III v LI .
#San Luis Potosi, Mexico I v woown S
#San Micholes, Aruba, : £ ) el
Wele- v - ) v - no fl - .
#Santa Marla Espera : oo
Feliz, Brazil IIx v LI
(No. A-8)




ety

i
“E - 4 - B
Fronm . To : Effective
Changes (Cont'd) ’ Class Class . Date
#Santa Marta, Colombia 11 Iv A April 1, 1945
#Santarem, Para, Brazil I . v L M
#Santa Thereza, Brazil ITI Iv L
#Santos, Brazil v . v W
#5a0 Lourenco, Brazil I v L [ |
#5ao Paulo, Brazil VI han o uwon
#Sao Thome, Brazil II1 Iv woon o
#Sete Lagoas, Brazil III Iv . LI
#Setubinah, Brazil III v - v o
#Tampico, Hexico v v L R
#Tapachula, Mexico 111 - v nomoon
#Tasco, Mexico I CIIT "o on
#Therezina, Brazil 111 ) v #oon on
#Tingo Maria, Peru III ) v wouw o n
#Torreon, Mexico I - : v u u
*Tumaco, Colombia 11T . v non oo
#Turbo, Colombia ¢ III v wonou
E : p ¥E
#Valdivia, Chile pu s v n ¥
#Veracruz, Mexico I - : Iv . "o i
#Victoria, Brazil 111 Iv oo i
' !
#¥¥illemstaat, Curacao, ’ : %
Vel v Iv n n [ : B
#Zacatecas, Vexico - I IiT nomon
R B
Additions
Celaya, . Mexico II Febe 1, 1945
Costermanville, Belgian . T
Congo ) : v . Nove 1, 1944
Dhahren, Saudi Arabia X Febs 1, 1945 . :
El Palmar, Zongolica, Vera Cruz, » R T
Mexico T L : e
Giridih; India VI e wiw ’
Good Hope, Costa Rica . v : L
Y¥orococha, Peru v Aﬂ;jv, 1, 1944
Potrerillos, Chile S A S ‘l!: i
Tarapote, San Martin, Peru 111 . Febe 1, 7;9‘45' X .

HAROLD. D, . SMITH
Director -

(No. A-B:)'




EXFCUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
Washington 25, D, C.

BULLETIN NO. 1944~45:15 June 27, 1945

T0 THE HEAﬁS OF SX#CUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: Budget Estimates of Personal Services by Activities for
Certain Administrative Functions

l. Purpose, This bulletin pertains to the development of budget
estimates of personal services by activities for certain administrative
functions. Such information will not only be helpful to the Bureau of
the Budget in evaluating budget estimates but should also be-of value: to
the departments and establishments for management purposes. In addition,
it will enable the departments and establishments to provide the Appro-
priations Committees with information on personnel requirements for %,
administrative activities common to most agencies, As additional infor-
mation on personnel requirements for administrative activities becomes
available in future years, it is anticipated that comparative date will
be prepared and distributed to all agencies, -

2. Bulletin not applicable to certain departments and establishments.
This bulletin does not apply (a) to Government corporations nor (b) to
the following departments and establishments, eilther because they are
temporary in nature or because they are small in size, having less than

1,000 employees.

|
kS

Executive Office of the President:
White. House Office
.- Executive Mansion and Grounds
""Office of Censorship ’ . b7
Office of Price Administration T
Office of Strategic Services o T ST
Petroleum Administration for War ' :
- Office for Emergency Management: .
Committee on Fair Employment Practice
Foreign Economic Administration ‘
National War Labor Board
Office of Alien Property Custodian
Office of Defense Transportation
Office of Economic Stabilization R
Office of Inter-American Affairs ’
Office of Scientific Ressarch and Development
Office of War Information -
War Manpower Commission

B ST PLef g Du-cesevp

i
I
i
2




War Production Board
Wer Shipring Administration .

Departmert of ths Interior:
Solid—duels Aaministration for war
¥ar Relocation authority 1

—Independent Establistunents:
Office of War iobilization and Recanversion
Selective Service System
American Battle Honuments Commission
American Commission for the Protection and Salvage of Artistic
and Historic Monwnents in Europe
Employees' Compensation Zommission
Federal Power Comnission
Federal Trade Commission’
National Archives
National Capital Housing Authority
National Capital Park and Planning Commission
Rational Labor Relations Board N .
National Hediation Board .
Smithsonian Institution X
United States Tariff Commission S
The Tax Court of the United States

e

3. Separate request for certain departments and 2stablishments
utilizing military personnel. & separate request Tor selected information,
providing for the reporting of both.military and civilian personnel will he
made of the War Departmert, the Navy Department,  and the iaritime Conmission,
The requirements of this tulletin do nct therefore apply to these depart-
ments and establishments., ‘

4« Porm for reporting information. The head of each executive depart-
ment or -establishment, except as noteq above, is requested to submit bto the
Bureau of the Budget information on administrative activities, in the form
of Table A, "Estimates of Personal Services for Administrative Activities”
which is attached to this bulletin, 4 separate table shall be prepared for
each appropriation which is, or is expected to become, specifically avail-
able for the purpose of .conducting any function or activity listed, In . s
those cases where an organizational unit or sub-unit performing a given
activity is financed by more than one appropriation; the table shall be
prepared for the entire unit or sub-unit and a footnote or schedule. attached . ~
showing the distribution of the estimated obligations to the sppropriations
involved.  1In other cases where an agency has more than one office perform-
ing the same activity under the same appropriation the: éstimated. obliga=
tions for all such offices shall be combined on Tablé:A; this would mean,
for example, that obligations for a headquarters ‘personnel’ 6ffice and for
personnel offices in constituent units, either at the headquarters or in
the field, would be combined on Table A if all were financed-from—the same
appropriation, : o

He-1354 P2 du
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5. Information to be confined to offices primarily concerned. The
information to be supplied will be confined to the of fices mainly con=
cerned with the activities enumerated. TFor example, the psrsonnel office
is primarily concerned with persornel administration but other units of
organization may assist in the personnel fuhction by supplying sources of
recruitment, inherviewing applicants, etc. Tn such cases only the
estimated obligations of the personnel office or offices are required.

6, FPay roll, leave, retiresent. Since there is no uniformity through-
out the agencies as to the location in the organizational structure of the
these activities are set forth

roll, leave and retirement functions,
Tae estimated obligations for these activities
ork is divided among different units of

te anticipated personal service
Tf leave records are decentralized to the oper-
cations in suct units are not to be

pay
separately on Table A,
shall He brought together if the w
orpanization €0 as to prasent the comple
cost for each activity.
atirg units the personal service obli
included in those cases where the work occupies only a small fraction of
an enployee's time. ‘The organizational location of the pay roll, leave

ancd retiresnent activities shall be stated on Table A in the spaces pro-

vided,
- . b
7. Suoporting inforration. Rach activity licted in Tshle 4 shall

be suported by an_athached =Tatement showing the estimated total: number of
leyees sarved by the activity and, for those activities where work .
!

surement can be ap;lied, & statement of work load.
able 4 and suoporting 3

2rp
a

a, Time nf submittal and number of copie T
data shall be submitted to the sureau o7 the Budiet in an original and
{uree cories and stall accompany the zreen sheets-for fiscal year 1847,

¢, Tlinstrations_of types of work to be imciuded, -Illustrations of
the +rmes of werk fo be included under the Terions functicns and activities

arg as followss

1 Administration

A, Personna
(1) General Personnel dministration: Include ‘supervisoery

and otrer perscnal services which cannot be allccated

directly to other personnel ac

Director of Perscrmel,. the veparation of i

and procedures, advice and consultation with officialsy

tivities, such as the
ruchions.

etc. :
(2)  Recriitment and Appointments: Include the locabirg,
interviewing and corresponding with applicanis; re-
tificases from Civil Service Comsission;
fers from other agencies; preparing
Qﬁmnshﬁlm‘&mwﬁnw;

questing cer
rrequesbing trans
ard hapdling appointment’.an

etc.

oy - b B -V'- .- . " . ) oD

: : (3) rlacement: Tnclude the origiral assighasnt, bransfer,
. rromotion and demotion of employees ‘sccording fo
skills,abilities, etc. :
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(4) Position Classification: Include the aralysis and
evaluation of the duties entailed in specific
positions and the allocation of such positions to
grades, . :

(5) Treining: Include training programs which are desipgned
to improve the skills of employees and to promote
more efficient wethcds of operation such as {. pro-
grams or work simplification programs. Include only
the employees of the Personnel Cffice engaged in such
viork, '

- .

(6é) Emplcyee Relations: Include velfare, safety, recre-
atiorn, rrievance and counseling services; employee
publications, fund drives, etc. -

(7) Health Services: Include mediczl units, X-ray services,

etc., in such cases vhere the expense is defrayed by

your agency,

(8, 9 and 10) These spaces are orovided for cther personnsl
activities not erumerated above, For*exampld, if the
preparation of reports and the maintenance of: records
and files cannot be zllocated to epecific actiwities
mentioned above then these spaces should hbe used.

Fiscal Administration

(1) General Fiscal Aduinisbration: laclvde supervisory and
cther time which cannct be allocated directly to ether
fiscal activities, . .

(2} Acccunting: include the mainterance of genaral ledgers,
allotment ledgers, cost and distribution ledgers,
reconciliations; develcpment of control data and other
work incicent thereto, ete,

‘(3) Voucher gvamination -and Certification: . Include tﬁé{

auditing of all vduchers, except: pay roll vouchers
which will be included under item C(1), anc Hhe hei
tenance of related and subsidiary audit records,

o

(4) Voucher Preparation and Scheduling: Inelude the
-preparation of standard voucher forms and the prepara-
tion of schedules of disbursement snd, collection, -

(%) Repérts end Statistics: Incluﬁe'the brepéfation of all
'~ fiscal reports. ; T

(€} Claims, Fxceptious, anc Golleckions:  Tnclude the vork
incidert to the handling of claims, 3AC exceptions,
and collections. BT

L i L
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(7) Files: Include the maintenance of files of fiscal
docunents,

(8 and 9) These spaces are provided for other fiscal
activities not mentioned above,

C. Pay roll, Leave and Retirement

® (1) Pay roll: Include the preparation of pay rolls, the
maintenance of individual earnings or pay cards,
the extension and recording of bond balances, the
recording of bonds issued, the reconciliation of
individual earnings or pay cards with the General
Ledger accounts and with the special deposit.
accounts for tax and bonds, the processing of
changes in pay, the maintenance of controls to insure
pay roll accuracy, the administrative examination or
audit of pay rolls including the records maintained
for avaii burposes, the prenaration of schedules of
disbursement and the other necessary schedulss for pay
rolls and bonds, the examinaticn and delivery ‘of checks,
¢ash envelopes and bonds, the preparation of reports
based on pay roll records such as the information
returns (Form ¥i-2) to the Collector of Internal Revenue,

(2) Leave: Jnclude the maintenance of ‘central leave records
and leave counselors. 0No not include the maintenance of
decentralized leave records in those cases where the
work occupies only a small fraction of an employee's
time. indicate by check mark in the spaces provided
whether leave records are centralized, decentralized op

both,

(2) Retirement: Include the maintenance of ‘retirement records
I (Form 2£806), the preparation of reports. and the other

work incidental thereto,

D, Other Administrative Activities

(1) Budget Administration: Include-the preparation and re-
view of budget estimates and Justifications, the
analysis of work programs, the appor ticnment- and. -allot-
ment of eppropriations; the. preparstion or review of
reports on the execution of the budgets; ete.”

(2) Administrative Planning: Include:the stiudy of  organi-
zation, méthods and procedures iand the development
and ipstallation of changes in organization, -methods
and procedures; ‘advice and consultation' on: manage~
ment problems, preparation or clearance of procedures,

- B-r3s4 P§ bu
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mamuals, forms; promotion of more efficient methods of
operations, ete.

(3) Procurement: Include the work involved in pfoeuring
services (other than persqgnul services), supplies,
materizls, equipment, etec, :

" (4) Property Control: Include only the work involved in
maintaining control or inventory records on equipment
specifically assigned for use, such as furniture,

& fixtures, mechanical equipment, automotive eguipment,
ete.

(5) Stores and Stores Control: Include the work involved in
mainteining warehouses or storerooms of supplies,
materiels and reserve stocks of equipment together
with the maintenance of inventory records thereon.

(€) Library Services: Include the work involved in indexing,
cataloging, issuing, receiving, and meintzining books
and other reference documents; rendering of reference
service.

(7) Communication Services: Include telephone operators, :
teletype operators, radio operators, etec., (exclude e
messengers) . ) '

(8) Duplicating Services: Include services such us photo-
graphic, blueprint, mimeograph, multilith, etc.

HAROLD D. SMITH
Director
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TARLE

A

ESTILATES GF PERSUEAL SERVICHES FOR ADMIRISTRATIVE ACTIVITIESS

£

APPROFRIATION TITLE:

NAME CF DEPARTHENT
OR ESTi3LISHMENT:

AGTIVITIES

4. PEISCNLEL ADVINISTRATION:
1, General Personnel sadmiristration

CBLIGATIONS
BSTIVATE, 1947 [ mSTINATE, 1946
TFiTTed Total Fi1led 3 Total
Positions Salary Positions Salary

2, Recruitment and Appointments

3. Placement

4. Position-Classification

5. Training

6. Employec Relations

7. Health Services

8.

9

10,

TOTAL ~ PERSONNEL ADMINISTRATION

B. FISCAL ADMINISTRATION: _
1, General Fiscal Administration

2, Accounting

3. Voucher Examination and Certification

4, Voucher Prepa:ratién and Scheduling

5. Reports and Statistics -

6. Claims, Exceptions and Collections

| 7. Files
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TABLE A

(continued)

ACTIVITIES

[FISCAL ADMINTSTRATION (continued)
8.

~ OBLIGATIONS

ESTTUATE, 1947

ESTIATE, 1946 %,

S Filled
IPositions

Salary

Total Filled Total*

Positions

9.

Salary k“g\ i

TOTAL ~ FISCAL ADLTMISTRATION

%iiPAY BOLL, T1E4AVE AND) PETTRRSENT:
1, Pay Roll ¢

2, Leave it (/_7bentralized; / 7decentra1ized;/—7both

3, Retirement ¢

ITOTAL - PAY FOLL, IEAVE AND RETIREMENT

« OTEER ADUINISTRATIVE ACTIVITIRS:
), Budget Administration

2, Administrative Flanning

I '

3. Procurement

44 roperty Control

5. Stores and Stores Control -~

6, Library Services

A

7. Comaunication Servicés

8, Duplicating Services

[[CTAL - CTHER ADMINISTRATIVE ACTIVITIES

#xGive below the name(s) of crganizational unib

(s) which perform{s)s Si

#Filled positions means the averace number of positions that are. expected to-be filled during the year.

(ag The pay roll activity:
(b) The leave activity

(e) The retirement activity




EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET -
Washington 25, D. C,

BULLETIN NO. 194445114 o , June 27, 1945

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS
SUBJECT: = Call for estimates of appropriations for the fiscal year 1947

l. Purpose. To call for the sutmission of estimates of appropriations .
for the fIscal year 1947 and to set forth the manmer and form in which they
are to be presented to the Bureau of the Budget.

GENERAL INSTRUCTIONS

2. Time of sutmission. The departments, establishments, and agencies
(hereinaf¥er referred to as agencies") will submit their estimates of appro=
priations for inclusion in the regular Budget for the fiscal.year ending
June 30, 1947, to the Bureau of the Budget on or before September 15, 1945,

In the case of the following agencies, the detailed estimates of “appro~
priations  will not be included in the regular Budget for the fiscal year
1947, These agencies will furnish by December 15 s 1945, such summary in-
formation respecting their budgetary programs for the fiscal years 1945,
1946, and 1947 as may be requested by representatives of this Bureau and
will submit their detailed estimates of appropriations together with the
supporting documents on or before February 1, 1946, - i

Executive Office of the President:
Office for Emergency Managemént {constituent dgencies)
Office of Censorship . - R ’
Office of Price Administration
Office of Strategic Services
Petroleum Administration for War =

Independent offices: : ) e
Office of War Mobilization-and Reconversion
Selective Service System |
Smaller War Plants Corporation

Department of the Interior: - .
Solid Fuels Administration for War
War Relocation Authority
Navy Department |

War Departmenti:
. Military Establishment

el B H~1356
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3. National defense appropriations. Agencies which have heretofore
obtained separate appropx_'IaEIons under the heading - "National Defense® or
"National Defense Activities" will suhmit separate estimates for such
activities if they are to be contimied in the fiscal year 1947. Activities
financed in 1946 by means of allotments from the "Bmergency fund for the
President, national defense," which are to be continued during the fiscal
year 1947, will be estimated for in the regular mammer (i.e., an estimate
of appropriation will be submitted to the Bureau of “the Budget for trans-
mission to the Congress) and will carry as a part of the appropriation
title the words f(National Defense),.t '

4. Coverage of estimates.,

a, The annual estimates shall include provision for all fore-
seeable needs, As a general policy, no supplemental estimate of
appropriation will be considered unless it is due to circumstances
not. foreseeable at the time the anmal estimates were sutmitted, In
this connection attention is invited to section 203 (a) of the Budget
.and Accounting Act, 1921, which reads as follows: o

The President from time to time may transmit to Congress
supplemental or deficiency estimates for such appropriations
or expenditures as in his judgment (1) are necessary on \‘
account, of laws enacted after the transmission of the Budget,
or (2) are otherwise in the public interest. He shall accan~
pany such estimates with a statement of the reasons therefor,
including the reasons for their amission from the Budget,

3

s

b. The estimates for 1947 will be accampanied by a 1list of any
amounts that are contemplated for later sulmission as supplemental
estimates for the fiscal year 1946, such 1list to set forth the reasons
why they were omitted from the regular estimates for 1946. -

5« Content of estimates, In preparing estimates of the funds
required for the operations under the various appropriations, agencies will
be guided by the following special instiructions governing - the instances
citeds - - oL T e e e

‘a, Overtime, additional canpensatlon, and night-work differen~
tial: PFunds required for the payment- of  overtime, additional compen~
sation, and night~work differential under laws which by their terms
will be in effect during the fiscal year 1947 will be included in the
1947 estimates in an amount sufficient to cover the cost of such pay=
ments to the employees covered by such appropriation estimates who
are subject to these laws, E ’ S T

be 44-hour workweek: As a general rule,’ the 1947 estimates
will be based on a 44-hour workweék. In the event an agency. finds
it impracticable to operate on a 44-hour workweek basis, ‘the estimates
may be-camputed on the basis of a longer or shorter workweek; however, . - ;
this fact should be specifically noted and discussed: in the written i
Justifications. _. , S ) - . :

B-1385 .
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Ce Ramspeck pramotions: No additional funds will be included
in the 1947 estimates specifically to cover the cost of withinegrade
salary advancements estimated to oceur in that year.

d. Foreign service pay adjustment: Tt is not anticipated that
an estimate will be submitted for WForeign service pay adjustment® in

- United States dollar. Each agency should include in its estimates

« for 1947 amounts for travel, cost of- iving allowances, quarters, and
living and quarters for employees permanently or temporarily stationed
abroad sufficlent to cover losses by exchange. The estimates are to
be based on rates for such allowances established by regulations to
be issued in the near future,

. 6. "Advice on DPreparation of estimates, Individual budget officers
should consult Treely g;tﬁ Bureau of the Budget representatives in charge
of their estimates as to the provisions of this bulletin, Upon request of

- ‘these officers the Bureau of the Budget will send representatives to meet-

ings called to discuss preparation of estimates,

7. Materiel to be submitted. The estimates and supporting decuments
will include the Tollo ngs ] : ’ \

2

g
‘:

a. Letter of transmittal together with summary of estimates by
bureaus, offices, etc, -

b. Estimates of appropriations (here'lnai‘ter referred to as
language sheets). (See Exhibit A.)

- -—Cs Schedules of obligations (hereinafter referred to as green
sheets). (See Exhibits B through E.) = e

d. Justifications of estimates, including Exhibits F through J,

8. MNumber of sets of material required. Five legible sets (one a - ) f
ribban .or’ processed Ccopy to be marked j!fﬁﬁﬁtms,,c,opy, _of the. language. - - B T
sheets, green sheets, Exhibits F and G,. and four legible sets of the o )
textual justifications and other exhibits will be su teds (OnfOnskin .

or tissue paper will not be used. ) G . )

S

. : ‘ ’ 9 Arr:_ngement and assemb%z of estinmates, ﬁenj sutmitted to the
) Bureau of ge e sets of estimates mentimedin.paragraph 8 will

be assembled as follows:

&8s The original of each estimate, .followed by the original of
the supporting green sheets (Standard Form 3a, Revised July 1, 1943)
and the statement relating to passenger~carrying vehicles and aire
craft (Exhibit F), arranged in order, will constitute one set, the
Pages of which will be mumbered ‘consecutively in the top center,

H-1888
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The statement of transfers between appropriations (Pxhibit @),
unmmbered, will follows This set will be the ribbon or processed
copy and will be marked "Printer's Copy."

b. Each of the remaining sets will be arranged for each appro- '
priaticn in the order set forth below and pages of each set mmbered
consecutively in the lower right corner. These page numbers will
also be placed in the lower right corner of the corresponding pages
of the “Printer's Copy" in order to permit rsady identification.

The four sets will be punched for binding in standard three~ring
binders, the punching for language and green sheets to be at the
left side and for justifications either the left side or top side
depending upon which way the justification sheets have been written -
upe (See paragraph 28.)

(1) Language sheets;
(2) Green sheets (Standard Form 3s, Revised July 1, 1943);

(a) By objects of expenditure, and - i,
(b) By_projects of functions; ) K
(3) Exhibits F, G, and H;
(4) Text of explanation and Justification of the estimates;
(5) Exhibits I and J. :

¢s A tab should be attached to the right margin:of the first
& . sheet of each estimate of appropriation or, in the case of large lump-
sum appropriations, of each major subdivision. These tabs, numbered
consecutively, should be so arranged as not to obscure each ‘other
when the estimates are assembled in order.

d. The arrangement of ‘estimates of ammual appropriations will

~ follow that of corresponding appropriations in the appropriation act
for the fiscal year 1946, Estimates of new appropriations.and esti-
mates for activitles appropriated for in supplemental or deficlency
acts will be inserted at appropriate places, Estimates of appropria="
tions not carried in the annual and supplemental approprietion acts
(esge, permanent appropriations and trust accounts) will follow the

- same arrangement as corrvesponding estimates in the Budget for the
fiscal year 1946. T

; LANGUAGE SHEETS -
10, Primary source.

a. The laxiguage printed in the various approprié.tioxi ‘acts for
the fiscal year 1946 constitutes the primary source of the material

/o
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to be included on the language sheets, The Bureau of tha Budget

will prepare a complete specimen set of the language sheets including
therein all appropriation items for the fiscal year 1946. This speci-
men set will show for each appropriation the title of the appropria-
tion as carried in the Digest of Appropriations issued by the Treasury

Department, the amount appropriated for the fiscal year 1946, and such .

pertinent notes as may be required. The set will also include neces~
sary group totals and will be stamped "Printer's Copy." This set
will be transmitted to each agency and will include all regular, sup~
plementaY; and deficiency appropriations for the fiscal year 1946
enacted up to the time of transmission. The titles, amounts of appro~
priations, and notes typed on the specimen set by the Bureau of the

Budget will be carefully verified by the respective agencies and cor- -

rections made where necessary.

b, The Bureau of the Budget will also furnish each agency 10
copies of its enrolled anmual appropriation act for 1946 and the
pertinent psrts of supplemental and deficiency acts. These 10 copies
will be used by the agencies concerned for clipping and pasting 4
additional sets of language sheets plus any other sets that the
agency may requirs for its owm use. These 4 sets will be prepared
on blank white sheets (8 x 10% inches) and must conform to the speci-
men set, particularly as to spacing and posItion on the sheet. L.

A

c» The original or "Printer's Copy," together with the 4 E
additional sets, will be returned to the Bureau of the Budget as
the 5 sets required by paragraph 8 above.

d. The total amount appropriated, shown on language sheets,
will always include the amcunt of supplemental and deficiency appro=-
priations to date of sulmission of the estimates by the agency.

(1) If the language of a supplemental or deficiency
appropriation for the fiscal year 1946 merely provides an
additional amount for the same purpose and subject to the
same conditions as contained in the annmual appropriation act
for that year, the language of the annual act.only will be
printed and the following footnote, related to.the appropria—
tion total concerned, will be shown: "a/ Includes- §
appropriated in the
Appropriation Act, L - R

~ (2) If the language of the supplemental or deficiency
appropriation for the fiscal year 1946 changes the purposes
or conditions specified in the anmal act for that year the
language of the supplemental or deficiency appropriation must
- also- be printed, :

(3) .The language of any supplemental or deflc1ency appro=-
priation for the fiscal year 1945 will also be printed in those

B-1358
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cases where provision is made for the amounts appropriated there- )
in to remain available during the fiscal year 1946 or where any

provisos carried therein are also applicable to the fiscal year
1946. :

e. No explanations or justifications will be written oﬁ the

"language sheets except as provided in paragraphs 104(1) and 16 of
. this bulletin.

"~ 11, Changes in language and amounts. When a change is proposed in an
amount or e language e appropriation act, any matter to be
anitted will be enclosed in brackets C and any new matter will be type—
written and underscored on the sheet at the right side of the printed matter
pasted thereon, with a caret and line indicating where the new matter is to
be inserted. New matter should follow (not precede) bracketed natter
in all cases even though bracketed matter may be only figures and new mat-
ter is additional language to the preceding matter. Care should be taken
not to obliterate punctuation marks and the glace where the Insertion is to
be made should be clearly indicated. Bracke 3, carets, and insert lines
are 1o be indicated in ink and no% by typewriter. The .amount:of the esti-

mate for the fiscal year 1947 will be inserted in the space indicated
below the language. ’

12. Legislation in appropriation language. Pending further advice !
from the Bureau o e get with respect to legislation in appropriation

language, tne agencies may prepare their 1947 appropriation language on the
same basis as heretofore. (See paragraph 30,) - .

e

13. Waivers of civil-service and classificablion laws,.- All provisions
incluved in the appropriation anguage proposed for the fiscal year 1947
which waive the civil-service and clacsification laws, or which have the
effect of waiving those laws for any groups or classes of.employees, must
be approved by the Civil Service Commission prior to the submission of the
eéstimates to the Bureau of the Budget regardless of whether proposed as new
language. or a continuation of existing language. Requests for such approval
should be made in writing to the United States Civil Service Commission
(attention of Mr. Kenneth C. Vipond, Assistant Chief Examiner), and a carbon

copy of the Commission's reply must accompany the estimates concerned when
submitted to the Bureau. : [

Y. Sgecial accounts. The language for speclial accounts is in
reality a ef description of the funds and the agencies will be respon-
sible for the correctness of such descriptions. : ’

a. In cases where special fund recveipts are covéred into the
Treasury as miscellaneous receipts and appropriated for a particular:
purpose by virtue of a permanent appropriation act, the amounts of
such permanent appropriations will be determined by ‘the  amounts of
the appropriation warrants issued or to be issued by the Treasury
Department for each of the fiscal years concerneds Following the

" getssE.
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language of each such special account, the amount shown in the 1946
Budget as the estimate for that year will be inserted as "Appropri-

ated 1946, $ +" Immediately beneath this entry will be
inserted the entry '"Revised 1946, $ > this latter figure

representing the agency's latest esTimate of the amount to be appro-
priated, which may or may not agree with the amount shown in the 1946
Budget.

b. In those cases where the receipts are deposited into accounts
in the nature of special deposit accounts, the obligations under these
accounts will be offset by the receipts and no amounts will be shovn
as appropriations.,

¢, In order to determine whether receipts into special accounts -
are to be handled as permanent appropriations or as spscial deposit
accounts, the Division of Bookkeeping and Warrants, Treasury Depart-
ment, should be contacted. (For examples, see pages 206 and 605 of
the 1946 Budget.)

15, Trust accounts,

a. The language for trust accounts is in reality a brief
description of the funds and the agencies will be responsible for
the correctness of such descriptions, Following the language under .
each trust account the amount shown in the 1946 Budget.as the esti- : X
mate far that year will be inserted as i ppropriatad 1946, § L
Immediately beneath this entry will be inserted the entry "Revised
1946, $ »" this latter figure representing the agency!'s
latest esiimate of the amount of receipts to be-appropriated, which
may or may not agree with the amount shown in ‘the 1946 Budget, In
arriving at the amount of the revised estimate for 1946 as. well as
the estimate for 1947, agencies will undertake to reflect as nearly
as possible the total amount to be shom on .appropriation warrants
to be-issued by the Treasury Department for sach of Ihe T{scal years
concerned, using the same basis as that followed in determining the
actual appropriation for the fiscal year 1945 as shown on the green
sheets. The total to be shown as appropriated under a trust fund
appropriation account will represent the total of the .appropriation =
warrants igsued, and will not include or be reduced by transfer and ClemE ] HE
Counter warrants or transfer appropriation warrants. - (See Budgate ; R
Treasury Regulation No, 1, Revised, for definitions of these warrants, ) i \
The actual appropriation for the fiscal year 1945 as shown on. the-
green sheets and determined in accordance with these instructions .
nay vary from the amounts shown in the Combined Statement of Receipts
aid Expenditures issued by the Treasury Department because:of the
exclusion of thesge types of warrants tut ordinarily the figures ‘may -

be reconciled by the footnotes shomn in the cqnbined:‘stata;ngnt;, :

) bs Ordinarily appropriations under trust fund ﬁppx"opriafiim
accounts consist of collections from individuals or others, income

i
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from investments, general fund appropriations for the purpose, and/er
receipts fram other sources caning into the Treasury and covered into
the respective trust fund receipt accounts. For example, the appro-
priation under the Civil Service Retirement and Disability Fund is
made up of funds received from individuale as contributions, from

" interest and profits on investments, etc., and from the Civil Service
Retirement and Disability Appropriated Fund (general fund account),
all of which are covered into a trust fund receipt account and then
appropriated under the trust account MCivil Service Retirement and
Disability Fund.,® - :

cs Unless transfers are made by transfer appropriation warrants
no transfers will be shown on the green shests Begween general fund
appropriation accounts and trust fund appropriation accounts, as
funds to be transferred from general fund appropriation accounts will
be handled in those accounts as an obligation and in the trust fund
accounts either as a receipt or as a reimbursement as the case may be,
in the rare cases where funds are taken from a trust fund and added
to a general fund appropriation account, the transaction will be
handled in the reverse manner, i,e., as an obligation in the trust®-
fund appropriation account and as a reimbursement in the general
fund appropriation account concerned,

16, Statutory and code references, Language sheets must refer to the
authorizing legislation, treaty, or Executive order, or indicate the lack of
such authority., Reference to authorizing legislation may be made in the
body of the language and, if 80, this reference need not be repeated in the
citations at the end of the language. FExcept as spescified above, ‘and when
applicable, citations are to be shown as follows: (1) ‘Basic authorizing
legislation, (2) amendments to authorizing legislation enacted in the
calender year 1945, (3) the 1946 appropriation act, and (4) any other act -
providing supplemental appropriations for 1946. all citations will be by
reference to the titles and sections of the Code, or if not to be found
therein, to the date of the act and public law number, the date amd -
number of Executive order, or date of treaty.  (For exampls, 16 U.S3.C. 581,
or Act of June _ , 1945, Public Law .). Reference-is not to be mads to - :
the Statutes at’Targe except in the DIstrict.of Columbia Chapter and treaty
citations, If the reference to the United States Code by title and section™
is not sufficient to identify the particular legislation, the section mmber - ° =3,
should be followsd by reference to paragraphs and subparagraphs, The agen- :
cies will furnish and be responsible for the correctness of all statutory
references on the language sheets. In those cases where there is no.- author=
izing legislation, treaty, or Executive order, and no previous-appropriation,
the language will be followed by the word "éubmitted"lti”parénthe:es; -

e
s
\

17.. Activities or appropriations transferred or conaolidatéd.

as The: proposed transfer or comsolidation of an activity éffect-
ing only part of an appropriation will be reported in'the following
manner s ’ ’ } B )

CH21985° : |
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(1) The estimate for the activity for the fiscal year 1947
will be included under the appropriation to 'which the transfer
is proposed to be made., The language shest Tor this appropria~
tion will carry a reference "_aj" before the amournt of the item
"Estimate 1947, $ > and a footnote will be added :
immediately below this Item reading: ™a/ Includes §

previcusly carried under _ !(appropriatIon title)' . ¥or -
.camparative purposes the amoun%s provided for 1945 and 1946 are

- shown in the schedule as transfers." (For example, see "Mainte-

&

tion with one or more other appropriations will be reported in the
following mamers )

-nance and operation of aircraft, Office of Administrator of

Civil Aeronautics," page 358, 1946 Budget.)

(2) The language sheet for the appropriation from which
the activity is proposed to be transferred will carry a reference
"a/t before the amount of the item "Estimate 1947, § M
and a footnote will be added immediately below this Ifem Teadings
“a/ Excludes transferred to _ '(appropriation title)! .,
For comparative purposes the amounts provided for an
are shown in the schedule as transfers," (For example, see
"Oeneral administration, Office of Administrator of Civil Aerc—
nsutics," page 352, 1946 Budget.) . A

be The proposed transfer or consolidation of an entire appropria-

E
3

(1) The language sheet for the appropriation to which such
transfer is proposed to be made will carry a reference fa
before the smount of the item VWEstimate 1947, $ o and
a footnote will be added immediately below this Item Teading:
ta/ Includes § transferred fran - !(appropriation
tItle)! , For comparative purposes the amounts appropriated
Tor 1975 and 1946 are shown in the schedule as transfers " (For
example, see Public Health Service, pages 141; 145, 147, and 148,
1946 Budget.) o - DR

{2) The ordginal appropriation title and the bracketed::
:] language will be shown in the place fram which transe-

‘ferred, A footnote will ba added immediately below the item..

"Appropriated 1946, $ s" reading: - "Note,—The appropria~
tion under the ‘above Title hias been transferred to and estimdted

for under _ '(appropriation title)! . For comparative purposes
the mmts_aqsazm'%mnm‘m 1946 are shom in the
schedule as transfers." (For example, see "Salaries and ‘expenses,
National Institute of Health, Public Health Service, " page 137,
1946 Budget.) . (Note.—If it is proposed to consolidate the approw
priation with only one other appropriation item and:the agency .
desires to use the old appropriation language in the new location
it may do so; in such cases only the original appropriation title.
the entry “Appropriated 1946, $ ,":and the footnote will
remain in the original location,) :

H-1§85
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ce For instructions as to how to reflect transfers or consolida=-
tions of appropriations effected pursuant to Executive order or law
the agencies should contact the Bureau of the Budget representative in
charge of their estimates.

GREEN SHEETS

18. Requirements for submission. Green sheets will be submitted for
all appropriations or funds (Including working funds, appropriations made
for claims, judgments, and private relief acts, and items such as transfers
or allotménts from the appropriation "Foreign service pay adjustment, appre-
clation of foreign currencies" and other similar appropriations) under which
obligations, including those incurred under contract authorizations, have
been made or are contemplated in 1945, 1946, and 1947. .Green sheets are
required for 1945 and 1946 obligations even though no estimate is submitted
for 1947, The green sheets under funds allocated or transferred, as
described in paragraph 2lid, prior to July 1, 1945, exclusive of Defense Aid
(Lend-Lease) appropriations and the appropriation "Cooperation with the
American republics," will be inserted immediately following the green sheets
pertaining to the regular appropriations which the allocated funds supple-
ment. (For example, see "Emergency fund for the President, national defense
(allotment to Agriculture) (Bureau of Entomology and Plant Quarantire),"
page 256, 1946 Budget.) The green sheets for Defense Aid (Lend~Lease)
appropriations will be prepared by the Foreign Economic Administration based
on information furnished it by agencies receiving allocations and will be
incorporated into the Budget under the heading YEmergency Funds Appropriated
to the President." The green sheets for the appropriation "Cooperation with
the American republics" will be prepared by the Department of State and
inciuded in the Department of State Chapter of the Budget.

19. Definition of obligations. Amounts reported as obligations will
conform to the concept of obligations included in Budget-Treasury Regula-
tion No. 1, Revised. Obligations incurred are there defined as orders
placed, contracts awarded, services received, and all other transactions
during & given period which legally reserve the appropriation for expendi~
ture, including orders for procurement through the General Supply Fund,
orders placed with the Naval Stock Fund and Naval Working Fund, orders
placed with the Government Printing Office, and orders for interdepartmental
work under séction 601 of the Economy Act. Such amounts-include expendi=-
tures not mreceded by obligations and in the case of liquidated obligations
reflect the adjustments for the differences between obligations and the -
actual expenditures: Obligations should be reflected on a ross:basis at
all times. In the case of a continuing appropriation (multlple-year) where
adjustments are made in prior year obligations such adjustments should be
reflected in the obligations shown for the year affected and should not be
reflected in the obligations shown for a succeeding yesars “No cents will be
ghgll: in the obligations:columns, the amounts being stated to the nearest

ollar, . :

¥

i
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20. Form, Green sheets will be prepared with typewriter, double
spaced, on Standard Form 3a, Revised July 1, 1943. Obligations for personal
services (net) and other objects of expenditure will be shown by the twoe
digit symbol mumbers of the object classification set forth in part V of
Budget~Treasury Regulation No. 1, Revised, Additional instructions cover~
ing the preparation of green sheets are set forth below and specimen forms,
Exhibits B through B, are attached hereto for the information and guidance
of the agencies.

21, Perscnal services. Green sheets for personal services, depart-
mental and Tield, prepared in the form, manner, and order of items
shown in Exhibit B, and in accordance with the following instructions.

@, (Qreen sheets shall include both departmental and field
personnel and list such services gseparately in that order under
appropriate captions,

bs The distinction between departmental and field service to
be followed in preparing green sheets will be the same as that
observed in the preparation of Civil Service Commission Form 3257,
Revised. :

) Ce Personal services will be divided into the following serv\ices - i
or groups and listed on the green sheets in the order nameds Clerical, : [
administrative, ana riscal service; professional service; subprofes- 5
sional service; crafts, protective, and custodial service; Executive

order grades (established by Executive Order 6746); -grades estab-

lished by special acts; and unclagsified, (Unclassified shall include

employses in permanent positions compensated on an hourly, daily, or

monthly basis as well as those caupensated on an annual basis,) - Under

each service or group, grades will be listed in descending order of

salary ranges. All employees in any one grade and service under

each appropriation will be listed together, i.es, no breakdom. by

organization units, functions, etc., will-be shomn'on the green sheets,

(If the agency so desires, the order of clerical, administrative, and

fiscal service! and "professional service" may be reversed in those’ )

instances where the head of the agency or bureau is classified in the

"professional service.") ) 7

_ de The personal services to be divided into services or groups
and listed on green sheets in accordance with the instructions in sub=
paragraph ¢ above will be limited to permanent employees- and those

" temporary employees who occupy permanent positions.. -All positiens
specifically provided for in the appropriation language will be - -
IncTuded In the distribution by services or groups and. listed on the
green sheets regardless of whether the position is filled or-not.

The exact title of such position as described. in the language shall,
be shonwn on the green sheets’ and if vacant throughout.a year no man-
years or money will be shown opposite.the entry: for: that. yedr.

H-1368 -
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e, Classification grade number and basic salary range will be
enterad on the green sheets for each grade (classification act,
Executive Order 6746, or special act) in which service was performed
or is contemplated, (See note following paragraph 21j.)

f+ Under each grade for which the minimum basic anmal salary
rate is equivalent to or greater than that for CAF-9 there will be
entered the operating titles of positions in which service was per=
formed or is contemplated and for each such title there will be
shom in the’obligations column for each fiscal year the number of
man-years of service performed or contemplated and the total basic
sal (exclusive of overtime, additional compensation, night-work
aﬂ§erential, additional pay for service outside the 48 States and
the District of Columbia) paid or contemplated to be paid for such
man~years of service, The total basic salary for 1947 will not
reflect Ramspeck promotions anticipated to be made in that year. )
The term 'operating titlet means the title usually used in the office
concerned when refarring to the particular position, The purpose
of using 'operating titles" is to convey information as to the duties
and character of work performed by the incumbent and the title of
the positlion as used on the employee's classification sheet may not =«
be sufficiently informative for this purposes .
go For each grade for which the minimum basic annual salary rate. \\
is less than that for CAF-9 the same procedure will be followed except-
that opsrating titles will not be shown and the man-years of service
and total basic salary shomn will be for all service performed or
contemplated in each such grade.

i

I

3

X

h. The number of man-years represents the total of :the time
served by all employees occupying a given position or grade stated
in terms of years, or, in other words, the average employment in that
position or grade, The term "time served" as used herein includes
all periods for which compensation was ‘paid or is contemplated for
payment (including payment for terminal leave) without regard to
service or leave status. Man-years will be shown to the nearest
tenth; if midway between tenths the next higher tenth will be used, .-

. i, Positions filled by military or naval persomnel will not be
included in the man~years shown in the green sheet schedules of the ’ v o
© 1947 Budget for any agency other than War, Navy, Panama Canal, D. C. )
Govermment, Federal Security Agency, War Shipping Administration,
United States Maritime Coammission, and Veterans Administration,

Jo When the actual or estimated man-years and obligations have
been ‘entered on the green sheets in accordance with the foregoing
instructions, the man-years and amounts of money will be totalled and
shown opposits the entry "Total permanent, departmental (or field, as

“'the "‘case may be)." Following this total entry will be 1listed the fol- - : -
lowing additional groups of employment in the. order named; showing

H-1358 B -
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for each group the man~years and obligations for each fiscal year:
Temporary employment (employees occupying temporary positions), parte
time amployment, W. A. E. (when actually employed) employment, W. O, C.
(without campensation) employment, $l-per~year employment, casual )
_employment, etec, For each of these groups the man-years will repre-
sent the full-time equivalent _of regular employment. Following these
entries will be shown one=line entries for the total amounts obligated
or to:be obligated on account of overtime pay, additional compensa-
tion in lieu of overtime pay, night-work differential, living and
quarters allowance, and additional pay for foreign service. Immediately
following these entries and opposite the entry "All personal services,
departmental (or field, as the case may be)" will be the sum of thesse
entries plus the previocus total shom opposite the entry "Total perma=-
nent, departmental (or field, as the case may be)."

Note.=—In the event a new pay bill changes the salary
ranges of the classification grades the green sheets will show
the new ranges and the camputations for 1946 and 1947 will be
made on that basis, The cost of overtime pay will also bs ,
reflected in the green sheets for the fiscal years 1946 end
1947, The 1946 columns of the schedules will be adjusted to:
the appropriations for that year by deducting the amounts of \ .
additional compensation and overtime pay which the agencies ° i
are unable to absorb by using the entry "Excess of obligations AN
over appropriation due to Public law __ ." (Ses Exhibit B.). Y

k. The totals for the departmental and field services will then
be combined and shown opposite the entry "Total, departmental and
field" and fram this total will be deducted the chargeable value of
quarters, subsistence, etc., furnished in kind, leaving the amount of
"0l Personal services (net).®

22, Consolidated schedules for personal services. -In some cases
employees are held as a pool Tor work under a mmbar of :different appropria=
tions. A single pay roll is used for such groups of employees and the .
amount of the.roll is distributed among appropriations chargeable in accords
ance with the accounting method employed by the agency concerned. Unless
the distribution of the roll by appropriation is made on an actual time-""
worked basis, any segregation of employees by appropriation is purely
arbitrary and in such cases a consolidated green sheet should be sutmitted
for the entire group. This consolidated green sheet will show the break-
down of employees by services and grades and-in addition the distribution
of  the total actual and estimated obligations by appropriationss On'the
green sheets submitted under each of the appropriations affected there
will be included a one-line entry "Personal services, departmental (or
field, as the case may be) (see consolidated schedule)," agreeing with the
amount shown on the consolidated schedule as chargeabls to that appropria-
tion, . (For example, see COrps of Engineers, pages 701-702, 1946 Budget..)

R-1866 -
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23. Other obligations. Following the entry "0l Personal services
(net)," and under the heading "Other obligations," there will be listed the
actual and estimated obligations under each object of expenditure. A
deta®led classification will be employed when necessary to show the distri-
bution or make-up of large or unusual obligations under any object classi-
fication, Under "04 Communication services" there shall be a subentry
for "Payment for penalty mail.®™ No subtotals will be shown in cases where
there are two or more entries under the same object. (See Exhibit B.) If
an agency is granted funds to be expended for confidential purposes and
such expenditures are accounted for by certificate of the head of the
agency the obligations under these funds will be reported against an un-
numbered entry entitled "Unvouchered." The sum of the "Qther obligations®
will be placed against a total reading "Total other obligations." To this
amount will be added the amount shown opposite the entry "0l Personal
services (net)" in order to arrive at the "Grand total obligations,"

24+ Transfers of appropriated funds. The green sheets must reflect
all transfers of appropriated funds Irom one agency or appropriation to
another agency or appropriation. In the preparation of the green sheets
the transfers may be divided into the following four classes:

if
" a, Transfers between appropriations: Transfers between regula.r
appropriations which operate to increase the authority to incur obliga- .
tions under the receiving appropriation are made by transfer appropria< [
tion warrants only (except in the case of activities Iransferred,
See paragraph 17/, this bulletin), Such transfers are gensrally used B3
in those cases in which funds are advanced to cover the cost of work
to be performed and the transaction results in a straight transfer from
one appropriation account to another with no increase in the total
mumber of appropriation accounts carried on the books of the Treasury
Department. Amounts deducted or added on account of such transfers
must be stated in ldentlcal amounts in the green sheets for the appro-
priations involved after consultation and agreement In writing between
. the agencles concerned and also adjusted when necessary after notifi=
-cation of allowances for the ensuing fiscal year., The agency to which
such transfers are made should be advised by the transfeéerring agency
of the appropriation titles from which the transfers are mads and the
agency from which the transfers are made should be adviged by the
receiving agency of the appropriation titles under which'the funds )
transferred will be obligateds This procedure -will cover cases of . e, Tl
actual transfers for 1945 and estimated transfers for 1946 and 194'7. : :
This class of transfers will be shown on the green sheets in the ‘
following marmers

(1) Receiving agency or appropriation:  The. obligations
Aincurred against such transfers will be merged with and detailed
by object classification under the appropriation. to which -the
transfer is made, and from the grand total obligations will be
deducted. such transfers stated separately by amounts and titles
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of the appropriations from which the transfers are made. (For
example, see "Salaries and expenses, Office of Secretary of
Agriculture,* page 213, 1946 -Budget., ) o

(2) Transferring agency or appropriationt Under the appro-
priation fram which the transfers are made, the amounts trans-
ferred will not be included in the detail of obligations, and to
the grand total obligations will be added the amount of transfers
pmade therefram stated separately by amounts and titles of appro-
priations to which such transfers are made. (For example, see

#Salaries and expenses, S
1946 Budget.)

b Reimbursements to app
appropriations which operate t

oil Conservation Service," page 297,

ropriations: Transfers between regular
o offset obligations represent reim-

bursements to appropriations of collections or receipts creditable to
the appropriation or fund which are either covered or to be covered

into the Treasury by repay cov
and counter warrant as an adju

ering warrant or nandled on a transfer
stment for expenditures previously madee

Examples of such transfers are orders for procurement through the

Office, or reimbursements for
also result in straight transf

- general supply fund, orders placed with the Goverrment Printing

gervices performed. These trénsactigﬁs
ers from one appropriation account to®

another with no increase in the total mmber of appropriation accounts
carried on the books of the Treasury Department. This class of trans=-

fers will be shown on the green sheets in the following manners:

(1) Recelving agency or appropriation: The obligations

incurred thereunder will
classification under the

be merged with and detailed by object
appropriation relmbursed, and from the

grand total obligations will be deducted the sum of a&ll reim-
bursements opposite the entry "Reimbursements for services

performed." (For example, see "Salaries and expenses, Bureau
of Foreign and Domestic Cammerce,' page 367, 1946 Budgete) " -

(2)' -Transferring agency ol appropriations “The- emount of
such transfers will be included in:the obligations (usually
under ' M07 Other contractual servicast) under the appropriation

for which the work was done in accordance with paragraph 19 2
above; the effect being to include the obligations under both

appropriations, this duplication being offset by the entry

opposite "Reimbursements

for services performed" for the appro=

priation receiving the reimbursement.

¢. Working funds: The third class of transfers. results in the
establishment of new appropriation accounts .on the books of the

Treasury Department, known as

"7 accounts ‘may be identified by:

working funds.  Such ‘appropriation
the inclusion of the phrase :fiworking

fund" as a part of the title of the account,.  These transfers are
uged to establish appropriation accounts for funds -transferred from
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one agency or activity to another for the performance of work or
delivery of materials, usually in advance of the actual performance
or delivery, This class of transfers will be shown on the green
sheets in the following manners )

(1) Receiving agency: The receiving agency will sutmit
green sheets indicating briefly the purposes of the working
funds received by it and showing in detall the obligations by
object classification. The total obligations as shown on the
green sheets will be offset by either "Recelved by transfer
fran (specify appropriation fram which transfer is made)® in
the case of receipts vy transfer appropriation warrant or
wpdvanced fram (specify agency advancing funds)" in the case of
all other receipts, leaving %Ee "otal estimate or appropria=-
tion" as zero., (For example, see "Working Fund, Cammerce,
Weather Bureau (Advance frem Aviation, Navy)," page 376, 1946
Budget. )

(2) Transferring agencys: The obligation on account of

such transfers to working funds will be merged with other obliga=-

tions on the green sheets for the transferring agency, usually

under 107 Other contractual services.!" ' *

d., Appropriation accounts established by allocations or trans~i
fers: The remaining class of transfers includes those instances where
authority is contained in appropriation acts to allocate or transfer
funds to other agencies and where such funds are not allocated or
transferred directly to a regular appropriation tut result in the
establishment of new appropriation accounts other than working funds,
These appropriation accournts are set up by means of transfer appro-
priation warrants, This class of transfers will be shown on the
green sheets in the following manner: :

(1) Receiving agency: The agencles recelving such alloca-
tions or transfers will submit green sheets for the amount
received showing in detail the obligations-by object ¢lassifica=-
tion, The total obligations as shown on the green sheets will
be offset by "Recelved by transfer fram (specify appropriation

from-which transfer is made)."  (For example, see "Emergency 7,'

Tund for the President, national defense (National Archives),!
page 85, 1946 Budget.) An exception to.these instructioris will
be made in the case of allocations or transfers fram Defense -Aid
(lend-Lease) and "Cooperation With the American Republies®
(Department of State) appropriations. (See paragraph 18,)

(2) Transferring agencys. On the green sheets submitted by
the allotting agency these allocations or’ transfers will be
listed showing the:amount transferred to. each.agency.: (For ex~
ample, ses "Emergency fund for the President; hational defense,"

- -page- 52, 1946 Budget.) : L ’

H-13565
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25, Other adjusting entries. When the estimated or actual obligations
for a fiscal year, after adding or deducting adjustments on account of reim-
bursements and transfers, do not agree with the amount of the appropriation
or estimate of appropriation for that year, adjusting entries will be made
representing an analysis of the difference and using plus or minus signs
in order to bring the final total into agreement with the amount of appro-
priation or estimate of appropriation. Such adjusting entries will be made
in the mamer indicated in Exhibit B, and the order and wording of the
various entries shall conform to that used in the exhibit referred to.
®are should be Taken To distinguish between The bringing forward of bal-
ances under appropriations remaining available for obligation and the
reappropriation of balances fram appropriations which would have lapsed
for obligation purposes. In the latter case, specific congressional action
is required to reappropriate balances and the appropriation language for
the fiscal years involved should be checked to determine whether this has
been done or is proposed. -

26. Activities transferred or consolidated. When an activity is
transferred to (or consolldated with) another appropriation, the obliga-
tions under the receiving appropriation will include the obligationsy
incurred for the transferred activity for all 3 years, and the grand -total
obligations on the receiving side will bé offset by showing as transfers
amounts equaling the total of the obligations incurred during 1945 and'
1946 for the activity concerned. In such cases, the transferring appropria-
tion will not include these amounts in its obligations but will show the
amounts as transferred to the appropriation concerned. A1l such transfer
entries will carry in addition to the titles of the appropriations con-
cerned the words "(see footnote following language)."

i
I
I
i
i
5

27. Projects or functions green shsets. 1In every case in which the
work provided for by an appropriation or fund is susceptible of division
into two or more activities, projects, or functions, an additional green
sheet will be prepared showing the obligations under such classificationss
The amounts reported under each classification will exclude amounts for
overtime pay as a result of Public Law 49 and similar legislation and such
overtime pay will be.carried in a separate entry. The classifications used
under each appropriation or fund will be:numbered serially. The difference
between the grand total obligations as shown on the projects or functions
green sheets and the “Total estimate or appropriation® will be entered as
a one-line entry as follows: UAdjustments (see objects schedule fors
detail)." (See Exhibit C.) .

JUSTIFICATIONS OF ESTIMATES

© 28, Form. The Jjustifications will be prepared on.:letter-size (8 x
10% inches) sheets, with l-inch margin at top and left sides : Material will .
be typed on the justification sheets either léngthwisa or across, whichever
method will avoid the necessity of rewriting for subsequent uses.

H-1866
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29. Reconciliation of estimate to current appropriation. The first
statement In justification of each estimate of appropriation will be a
tabular statement showing the reconciliation of the amount of the estimate
to the amount of the 1946 appropriation. For an illustration of this state=~
ment, see Exhibit H. 1In the first line of this tabular statement under the
title of the appropriation will be shown the amount of the regular 1946 °
appropriation. To this amount will be added the amounts of any supplemental
appropriations for the fiscal year 1946 and a total will be shown as the
total appropriations for 1946, From the total of 1946 appropriations,
deductions will be shown for such items as the following, to the extent
applicable:

a. The estimated cost in 1946 of activities which will not
be carried on in 1947.

b. Reduction in the estimated cost of contimuing activities.
¢, Estimated savings, unobligated balance at end of 1946.

d., Any portion of the 1946 appropriation obligated in the
fiscal year 1945. W

e. Any portion of the 1946 appropriation which represents %he
estimated cost in that year of activities proposed to be financed™
in 1947 fram another appropriation. (See paragraph 17.)

Additions will be entered for such items as the following:
a, The estimated cost of new activitles proposed fo?vl947.

b. The increase in estimated cost resulting fram carrying on
throughout 1947 activities conducted during only part of 1946,

ce The increase in estimated cost of'cohtinuing»activities.

d. The estimated cost in 1946 of any activities financed in
that year fram another appropriation which are proposed to be
financéd in 1947 from this appropriation, V(See paragraph 17.)

The addition of these items will give the total estimate for 1947 and the
estimate as thus established will be analyzed by projects, functions;:
organization units, or objects of expenditure as may be -indicated by repre~
sentatives of the Bureau of the Budget, . . --—

30, Justification of language changes, Immediately following the
tabular statement, Exhibit f, will be an explanation and justification of
all proposed changes in the language. of the appropriation. “The:justifica=-
tion should also indicate those provisions (old and néw) in the language
proposed for 1947 which, in the opinion of the agency, are subject to
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points of order and of these the ones for which legislation has been sub-
mitted in accordance with Bureau of the Budget Bulletin No., 194445110,

dated March 28, 1945, In the case of new language deemed not -subject to a
point of order, the justification should cite the authorizing legislation.

31, Justification of amounts requested. Following the Justification
of the language changes will be the text In Justification of the proposed
1947 estimate of appropriation. While the character and form of the text
of statements in support of estimates of appropriation for 1947 will vary
with the character of the amounts requested and of the activiiies involved,
every effort should be made to present supporting information as clearly
and ooncisely as possible, The basic text to be submitted to the Bureau
of the Budget should be prepared with the view of conserving manpower by
avoiding rewriting for subsequent use. A _general paragraph in explanation
of the entire amount of the appropriation, while desirable as an introduc-
Yory paragraph, canmnot be accepted as a Bubstitute for a detailed Justi~

fication of the component parts of the estimate.

a, Operating programs: For programs other than public works
the Budget requests must be supported by an informative justifica-
tion for carrying on the programs proposed and a valid explanation
of methods used to estimate requirements and costs. The justificg;
tion should include: . s

!
:
A ¥
v

(1) For each project, function, or organizational unit
information with respect to: ’

(a) Past, current, and anticiﬁated workload,

(b) Backlogs of work, if aﬂy, as of various dates,
indicating decreases or increases. ’

(e) Need for continuing work at present 1eVe1,
(d) Need for any increase inAactivity o program.

(e) The relationship of the foregoing data to the
estimated obligations. ) o

(2) Whenever it is the practice of the agency to allocate
amounts to the projects, functions, or organizational units on
an object of expenditure basis (i.e., so much for personal
services, so much for travel, etc., for each project, function,
or organizational unit), the justifications under: each project,
function, or organizational unit should indicate &and adequately

_ support the amounts proposed for each object of expenditure for
1947. o [
“(3) 1In all cases estimates of amounts‘reQuired_under each
object. of expenditure should be related to the programs of. the

H-1888
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agency, obligations in previous years, and anticipsted workloads 3
using per capita costs, workload statistics, and unlt costs when—
ever possible,

b. Public works and improvements: Estimates and appropriations :
for preliminary surveys, detailed plans, and construction of public
works and improvement projects will ba designated as such, and a sum~
mary statement listing such projects by appropriation items and showing
the amounts therefor is to accompany the estimates. No separate
"General Public Works Chapter® will be included in the 1947 Budget -
and therefore all items of public works will be shown in their proper
order in the regular agency chapters.

(1) Estimates for preliminary surveys are to be accompanied
by: ) )

(a) A schedule of the surveys proposed by the agency,
detailing for each survey the total cost, obligations to
dJune 30, 1945, estimated allotments for fiscal years 1946,
1947, and for each subsequent year to campletions, and

(b) A general statement outlining the purpose and
need for the total survey program, %

(2) Estimates for preparation of detailed plans are to be
accompanied by a schedule of the individual projects for which
detailed plans have been or are proposed to be prepared, detail-
ing for each project the actual or estimated status of plans as
of June 30, 1945, June 30, 1946, and June 30, 1947, and the
estimated allotments for plans to June 30, 1946, for:fiscal year
1947, and for each subsequent year ‘to completion, :

) (3) Estimates for construction of projects-are to/'-be_- accom=
panied by:

(a) A program schedule of the individual projects
included in the agency's construction program, detailing
for each project the priority, authorization, limit of costy
(if any), total cost, obligations to June 30, 1945, estimaved
obligations for fiscal year 1946, the estimated obligations

for fiscal year 1947, and for each subsequent year to comple~
tion;

(b) A general statement setting forth the objectives
of the construction program; and N :

(c) A déscription of each project for which- funds are
requested, clearly setting forth the need for funds at this
time. . -
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32, Workload measurements and standards., Operating standards are
essontial for the transiation of workloads into costs. In numerocus units
of govermnment organization such standards and ratios have been developed
and applied as effective tools of management and as bases for estimates of
needed funds, persomel, and facilities; e.g., vouchers audited per examiner;
claims adjudicated per examiner; cards tabulated per hour of machine rental;
cards punched. or coded or sorted per operator; documents filed or searched
per file clerk; sheets mimeographed per machine, per operator; lines typed
per operator; man-days or crew—days per acre or per parcel of land surveyedj
cost per mile and per hour of vehicle operationi ratlo of employment office
persomel to total employment; ratio of pay roll personnel to total person-
nels cublc~foot costs of new construction by types; ratio of annual repeir
cost to total investment; and for institutional activities - cost per bed,
cost per patient—day, personnel-to-patient ratios, and utilization rates.
As a contributory step in assembling and making more widely available
operating standards now in use, and in furthering their development and
application, it is desired that to whatever extent such standards have been
developed each justification text for 1947 present them in concise written
or tabular form following, or as a part of, the presentation of the work-
load. b

33, Informational data. Agencies should be prepared to furnish, f@r
each appropriation, at least the following information with respect to the
current fiscal year at the time of the hearings before the Bureau of the
Budget.

a, Amount of last available pay roll, -
b. Bmployment as of last day of last available pay roll,

c. Total obligations from July 1 to last day of last available
pay roll for (1) personal services and (2) other objects,

d. Estimated pay roll obligations for balance of fiscal year.

e, Estimated obligations for other objects for balance of
fiscal year, ; .

f, Total estimated obligations for the current fiscal year.

34. Statement of passenger-carrying vehicles and aircraft.

a, Pursuant to law (5 U. 8. C, 78), in connection with each esti-
mate of appropriation or fund which includes an amount for the purchase,
maintenance, repair, or operation of passenger-carrying vehicles, there
shall be submitted a statement for each bureau or-office specifying the

number and gross cost of vehicles to be purchased, the mumber and-allow=

ance value of all vehicles to be exchanged, the net cost of the vehicles
to be purchased, the mumber of old vehicles which will contimie to be
operated, the total estimated cost of maintenance, repair, and opera-
tion for all vehicles, the public purposes for which ‘the vehicles are.

W H-2355
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intended, and the classes of officials or employees by wham the
vehicles are to be used, In arriving at the estimated cost of mainte-
nance, repair, and operation of autamobiles, the definition of cost

of operation in Budget Circular A-30, Revised, will be followed.

b. If an agency operates aircraft, information along the same
1ines as that required for passenger-carrying vehicles (paragraph 34a)
will be included in the statement. (See Exhibit F.) (Note.,--Where an
agency does not operate any alrcraft all reference to such will be
eliminated from the statement heading. )

35, Statement of transfers between appro riations. Each agency shall
submit a statement showing all actual or confempiated Transfers (other than
proposed consolidations) made or received affecting any appropriation under
that agency in 1945, 1946, or 1947, The amounts shown in this statement
must agree with the transfers included in the green sheets. (See para-
graph 24a.) This paragraph does not apply to funds allocated or transferred
as described in paragraph 24d, but does apply to subsequent transfers fram
such allocations or transfers, (See Exhibit G.)

36, Statement of detailed employees. Statements shall be sutmitted
showing 211 employees in the departmental service who have been detailed or
loaned, on a nonreimbursable basis, for one month or more during the fiscal
vear 1945 to an office or activity for which personal services are provided
under an appropriation other than the appropriation from which the employee
is being paid while serving on such detail, The statements shall show for
all appropriation units from which, as well as appropriation units to which,
details are made, the employees deteiled by classification grade and basic
annual rate of pay, time for which detailed in months and tenths of months,
compensation while on detail, appropriation from which paid while on detail,
and appropriation chargeable with the expense of personal services in the
office to which detailed. The statements shall also include like informa-—
tion as to details for the fiscal years 1946 and 1947, (See Exhibit I.)

37, Printing and binding., The agencies will be required to sutmit in- )

connection with the justifications for all printing and binding estimates
the information ocutlined in Exhibit J. -

By direction of the President.

HAROLD D. SMITH

- : Director of the
' Bureau of the Budget

7-1368

i
Sl
i
|
4
H
i
i
o




296T-P

EXHIBIT A

Salaries and Expenses, Commission~—— )
e — all expenses necessary for
For Every experditure requisite for and incident ta the S
work of the ) Conmission, including not to -
7 $105,000 :
exceed l:élm,mﬂ for travel expenses; purchase; maintenance, L (not to exceed two):

and operatlon of passenger automobiles; law books, books of
reference, and periodicals; newspapers; niot to exceed $2,000
for deposit in the general fund of the Treasury for cost of
penalty mall as required by section 2 of the Act of June 28,

$992,000
y——— & ]
1944 (Public Law 364); and not to exceed [{%1,012,000 for

) ] $1,236,000
_personal services in the District. of Columbiaj El,ZO0,00H.

(16 U. S. C, 791-825; 15 U. S.-C. 717; Act of June
1945, Public Law 3 Act of Oct. —, 1945, Public
Law ") -

istimate 1947, $1,236,000 Appropriated 1946, 3/, $1,230,000

E/ Includes $30,000 ai)propria.te'd in the First Supplemental

Appropriation Act, 1946.

|
-
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Standard Form 3a
(Approved by
President
Juoe 15, 1923
Revised July 1,
1943)

‘Type size:
6 point,
22 picas.

for

of

lurp-sum appropriations

"Use fn

) EXHIBIT B
Appropriation title: Salaries and Expenses, Caonmission—
i Ohbligations
By chlects Estimate, 19 47 Estimate, 19 46 Actual, 18 45
weommo| oM M | om nm
Personal services, departmental ¥ i 7 4
Clerical, administrative, and fiscal service: o
Grade 16. In excess of $9,800: ) )
CORUIIL SEELONET s« e« e s emveesensnsernsnensnrnenenensnesl & $43,200 | 4 83,200 | 3.7 837,000

PRI T E I R R R R RN R EEE R E R R
Professional services
Grade 7. Range 97,175 to $8,225:

Chief COUNBEl..cccircssssssersossssecscssssnssaccens
R R E R E T EET E R NI N

Subprofessional service:

Grade 4. Range $1,902 tor'$2,298.......................‘ .

Crafts, protective, and custodial service:

Grade 2. Range 8$1,440 £0 1,770 ceeeunresierecreoanen
Executive order gfades: A

Grade 15. Rate of §5,200:

ALBOITION e ¢ s s oserveisvesonnessssasossasnossiinnsassnns

lUnclassified.................~...........................

Total permanent, departmental....icccieeeccacncies

o3 3 b 3 H SE 3 3

R

6 43,313

6 43,313

e 3 B 3t O -3 3 R W R H o ¥ R R H

565 35,981

FEE A TR RE FEREREXEE I

{Mono cast: 214)

(Mono cast; 7.9)

- (Mono c85L:7.9)

12 23,022 | 12.4 23,783 | 9.5 16,530
15 21,864 | 16,5 24,024 - “15,%; .
2 10,000 1.6 7,720 | 2,75 12,406
2 2,800 | 2.7 2,800 1,8

350 901,925 |371.5 1,016,830 [351.2  72L,145

(¥ omb Cast 7) < -
. : H=1368 A

R

o

12,5200




Standard Form 3a
(Approved by
President
June 15, 1923
Revised July 1,

1843)

Type sizo:
6 point,
22 pleas

for

of

lump-sum approprintions

Use In

~~35904-1

EXHIBIT B--Continued

PP T E R E SR R R R E R EEEEEEE

2 8, GOVERNMENT ENINTING, OFFICE.

{Mono csat: 214)

(Mono cast: 7.9)

Fo% H W R

{(Monio c&sL 7.9)

Appropriation tile: Salaries and Expenses, Camission--~Contimed
1
By opless ! Eetimate, 19 47 Estimate, 19 46 Actual, 19 45
Personal services, departmental--contimued l Yo it by ey Yon ——
Temporary amployment, departmental..ieeecesseecesccesees| 3 7,500 3 1;2_,500 3 7,500
Part-time employment, departmentaleceecscseccccccscessosel lod 3,667 | 1ok 35680 | 1 2,500
Wo Ao Eo employment, departmental.ss.eescsecessssenceess| 1 2,500 | 0.7 1,875 | o 1, 5 |
We O. Co employment, departmentBlec.ccecsreecsioseceasses| 2 0 1.5 ' o] 1.5 o \
$1l-per-year employment, departmental...eceesceacccrssses| B8 8110 10 4o 4
Overtine pay, AEpartmentales....seseesesssserasessncnens 68,500 19,325 129,720
Additional compensation, department@l......ccccsieecscacs 4,500 7 44500 3,426
Night-work differential, ' departmental.............. cesee 3,460 3 ,I.OQV 3,400
ALL porsonal services, deparbmental........e...ees|367.4 992,000 [390.1 1,167,120 [363.4 869,570
Personal services, field - -
7 Clerical, administrative, and fiscal service: |
Grade 12, Range $5,180 to $6,020: 7 .
Chief, New York offiCessserseressesesssesssassosoens] 1 5,600 1 5,600 0.9 4,410
Grade 7. Range 82,980 10 $3,640. - eeeeneerussersneers| 2 6,180 | 1.5 4,690 | 1 2,800
Lostow %o ow *,*:_{.:%;*,*: 7

R R RE RN R

S ek 7)o
H-1385 A 0




& EXHIBIT B——Contimed
Sandard Form 56 Appropriation tile: Salaries and Expenses, Commission==Contimed
(Approved by
President
June 15, 1923
Revised July 1,
843 Obligations
By chjects
Estimate, 19 47 Estimate, 19 46 Aciual, 19 45
Man- gﬁ:l lylan- Total A::I?'- Total
Personal services, field—contimmed Feam 4 year e ¥ hy
Ty’ | Professional service: . 5
22 picas - -
Grade 3. Range §3,640 to 34,3003
A880ciate BLLOIMEY.eceerensrreseseeerasiaiserosinccchissaserossacsocontasoe.ssnseonsssel Oo8 24214
LA AR R R R R R R R R R R R R N EE R RS
& Crafts, protective, and custodial service:

lump-sum sppropristions

' Umolin

OGrade 3. Range $1,572 to ﬁ,902......7......r...........

Executive order grades:
Grade 12, Rate of $3,600:
Appraiser..............s;;.;';'.j............;.........

Unclassified.ceeseorsercsseisdiiieneeneecennnnenasnsanes

Total permanent, field.seececececescosssssecsssase

LA R EREZEEEREEEEEEEEEEREFEEEE]

i0vertime pay, fleld.sseeecrseocrssnssonasascessacssoccns

**********#*****,************

A1l personal services, field.e..eieevsceccsoscans '

{Mono east: 21.4)

EEEEEEERS
12,300

SR R A

3

o3 % *'*'*:7** #
~26,580

TERENSTEE

10 16,380 | 12.4 22,637 |10 13,800
2 7,000 3 10,600 | 2.7 9,337
V2 1,000 | 5.6 3% | 2 1,080
33 88,000 | 426" 14,145 |3Ls L1

HOER W OR N BB
4,233

CHTH TR R R HW

49.1 122,000

58uk 162,425

5L 109,096

(Mon cast: 7.9)

(M:mm‘:n

{Mouno cast; 7.0) - - - 7, -

)

0 He1386 R %

i
i
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Standard

Yormd

(Approved by

Porsi
June

dont

15,193

Revised July 3,
1043)

/OseIn

Tump-our appropeistions

3 EXHIBIT B--Continued
| Appropriatlen title: Salaries snd Expensas, Cunmission-—ccmtimed
|
; Oblizations
l B v Estimate, 19 47 - Estimate, 19 46 Adua 10 45
? wooR3 | M oMW | om0 X
Tots) , departmental and £ield....ceecesssesssesnso| 41605 1,114,000 143257 1,349,545 [414.8 978,666
Deduct quarters and rsubsistence furnishedscesecesccarces 2,000 1,845 1,741
01  Personal S6rvAceS (NEt)eessssesseresensencrnsseras] 4165 1,112,000 |432.7 1,347,700 |414:8 976,925
_ Other obligations i
02 TIAVELeesecoscscnrsssneosssssasssnssssasacsosssnasse 105,000 109,000 104,265
03 Transportation of things..ecessesssesosassocsssasens 2,000 900 - 780
04 . Communication ServiCeS.seecesoscceasssrarssssssosess 113,600 14,000 12,340
Payment for pena.'l.tynail.......................... 2,000 2,000 1,940
05 Rents and utLlity serviceSiveceececicssssnssnsess 7,200 | 7,200 6,920
07 Other contractual services: L R S v
Advert:lsing and not.ices....................; ..... . k 3,000 3,000 2,735 :
Phot.ographing...................... 2,500 2,500 1 1,950
é(09 Equipnant ,2,1006;5 - z,ood“'-' 2,970
Unvouchered 20,000 | rrzro,ooo 15,000 '
i Total other ob]igatims..;.\,:..‘... cerraesasastiies .- 7156,'3’(:)07' o TSO,600 1 11.3;900

{Mono cast: 2L4)

vn 45,8 COVERNMENT,

(Mong énst: 7.9)

{Momb. cast: 7.8)

e

e



Standard Form 3a
\Aprroved by
Presidert
Juae 15, 1923
Revised Juiy I,
1345)

Trpe slre:
o point,
22 picas

for

of

lump-sum appropriations

Use in

EXHIBIT B--Contimued

gl

Appropriation title:  Salaries and Expenses, Commi.ssion--Continued
1 Obligations
By objects ; =
! Estimate, 19 47 Estimate, 1946 Actua), 19 45
Man- Total ‘Man- ‘Total Man- Total
years salary years B salary years ralary
Grand total obligatlonB.ces.ssssererssssocescassss 1,268,300 1,508,300 1,125,825
Reimbursements for services performedisesscsassscronrsss cersesrriesecenne \‘:-3,500 =2,505
: 3 {
Payments received from non-Federal S0urces......c.s.esee 7,500 -6,000 5,977
Transferred to "fiscellaneous researches, transferred ’
funds, National Bureau of Standardsf.......ee.ceesesso #4.,700 #5500 Ay 419
Received by transfer from—— '
“Loans, grants, and rural rehabilitation, Department 7
Of AETACULLUTEM,oissessvossorasrssosrsrccresroosarasapacossesarnnrdnioe -20,000
"Conservation and use of agricultural land resources, .|’ ; .
Department of Agriculture". -15,000 -15,000
NGalaries and expenses, 'Bureau of Foreign and Damestic 31
COMMETCE M e e evsoecesorsssoaansoosanonvsrsvasssessocssalerscdecacaisnenes -3,000
Prior year balance available in 1945.c.cccenercncrcccess cesres s ivaseiaas
1945 balance available in 1946seecssreosssenroncasasansshosssersscisasass =4,200
1946 balance available in 1947....cceceiesrorsnsanssesncs -6,500" | £65500 [vusunaauerinioane
1947 balance available in 1948seesssesssernsnenasssnss #2,000 . s R

Reappropriation of 1945 balance for 1946.ei.ecs.vecsssns
1945 appropriation obligated in 1944eicevrscerccrenacsse

PRINTING OFFICE.

(ﬁono eut‘. 21.4)

savssseessesseinie

(Mono east: 7.8)

cessvserres s se

=13,500

R PR RN AU

B (Mong cast: 7.9)

13,500

#2,800

(Mo cast: 7)



EXHIBIT B--Continued
StanderdFomsa | Appropristion title:  Salaries and Expenses, Commission—Contimed
(Approved by N
President
Juge 15, 1623
Reviscd July 1,
1943) Obligations 7 -
By oblects : " Batimate, 10 477 Estimate, 19 46 Actust, 19 45
Type size: Appropriations of subsequent years obligated in 1947.... =25,000 Lieeesveiwecrooncs)assaonrsarassonas
e
Net total obligationSee.cseeericosccsecsceccescvecas 1,236,000 1,475,100 1,095,559{
Covered into Treasury in accordance with Public LaW ___ [eeescrcccssessne #10,900 .................:‘\
% Excess of obligations over appropriation due to
- Public LaW __ seceecoccesssecracscssossossocsascncessiorcnsasensassoce | 256,000 [coeeceassacovence
Estimated savings, unobligated balanCe.see.esiaseseceraaborcoconnsasccsaoitioesecasansonsss Lyh4)
3 Total estimate or appropriation.....eeceessessease 1,23_76,000 1,230,000 1,100,000
g,_' - 8 . g .
£
5
ey §
g
8
i
a8
é‘! .
gf (Mono castz 21.4) (Mono cast: TH - . 7 oo cats 79) 7 W ;";i::’:»bs . E

v - . A




Standard Form 3a
(Approved by
President
Juaoe 15, 1923
Rovised July 1,
1943)

Type slze:
6 point,
22 pleas

of

lump-sum approprintiona

Use In
2

EXHIBIT C

Appropriation title: Salaries and Expenses,

Camumi gsion—Continued N

rojects or functions
By pro}

Obligatlons

o . COVERNMENT FRINTING OFPICE ) 080K

mmuauv.o)" »

Estimate, 19 47 Estimate, 19 46 Actost, 18 45

= . = = S
1, Administration.eeceecceseccscsosscsavosaasscessnccae $186,100 $202,200 $160,697
2., Economic investigationsS......ceeecesveserccccacsanne 231,200 288,000 216,241
3, Trade practice agreamentS.ccivecicccssscccissesncase 387,200 412,100 297 ™2
4o UnLawful PracticeSes.seeeessseecsesscersssscoranerse 375,000 430,095 307,362
5. OVertime PaYeeseesesssecrescccccncascasesrassssssone 88,800 175,905 143,953
Grand £0tal ObLLEALAONS.everessereneareersssecseos 1,268,300 1,508,300 1,125,825
| Adjustments (see objects shedule for detail)eee...eeee.s - 32,300 | 278,300 25,825
Total estimate or appropriation....eeesscesesescece ' 1,236,000 71,230,00’0 1,100,000

(Moo casts 21.4) (Momo cast: 7.9)

S




Standard Form 35
{Approved by
President
June 15, 1923
Revised July 1,
1843)

‘Type slze:
6 point,
22 pleas

for

" lump-sum appropeistions

Use In

EXHIBIT D

Appropriation tifle: Bmergency:Fund for the President, National Defense (

Commission)--

N Obligations
By objecta -
Estimate, 10 47 Estimate, 19 46 Actual, 19 45
3 : Mo - ol Mon- Total Mog- Total
Personal services, departmental yoars gelary ealary years elary

Clerical, administrative, and fiscal service:
Grade 2, Range ¥1,704 £0 $2,100...ccueescenscnsseosses
Professicnal service:
. Grade 5. Range 85,139 to $6,0203
Senior production representativesscessscecccessssses
Senior liaison repz:eqent.ative.......................

ol Personal services (net).......A........_............

Other obligations )
06 Printing and BINALNG:...cecessersessorsssssssasannns

Total other ob]igatiom......:;..............‘...;

Grand total obligationé............'..........'....;

1 Recaived by transfex; from "Bmergency. ﬁmd fbr the

President, national defense®icccecicocceseserorecrcans

Total estimate or appr:::priation......'.............

sessrecceseesrvse

esvesccecescosrdes

years

: 53,
bevaoasoeiasranas

hoeveeescasrecssneos

bssessenecscsnsnse

1 $1,440

r

1 4,600
1 4,600

eeesacessvscosrece

kesssssescesconios

3 10,640

i
tesnevsseearcssinves

heessssissvossncese

Bresedenvecsenseons

150

bt ]

sssesesssesosvanen

beseosssccosvscnccd

seesrsasinincesane

hsssoasieaceossase

Geveiessareneefs S

10,990 e

Lesoronnosnisasnssn:

Y L R X

'(Mono cast: 21.4)

" (Morio castt 79)

- .annn casty 7.9)

(M )no easts 'lj
. . E-13585A

350

T 0,990




EXHIBIT E—-Trust Account
Appropriation tile: Franklin D. Roosevelt Library--
w8 -

for

lupip-sum approgeistions

Obligations
By objects
Estimate, 10 47 Estimate, 19 106 Actual, 19 45
Men- Total Man. Total Man- Total
yeara galary yoars salary years . salary

07 Other contractual ServicCeB..ccsseecsvesscrcocvesenes

10 Lands and spmctures.....................,..........

Grand total obligationS....ccieeccecorecnancnccaecns
Reimbursements for services performed.......ccceseecinaes
1944 Funds available in 1945.cssccvesccessnqoccccescanes
1945 funds avaflable in 1946eeeeseecsrencnqucnenesenas
1946 funds available in 1947..ecessssccsssesssrransranee
1947 Ms available in 1948eccivasscssressrssssccnssaas

Total estimate or approprietion..c..civeiccccsccens

£2,500
500

$2,000
250

TR

$1,500

3,000
=500

-500
; .

i 2,250
200

-300
4500

serseerdtssssnaise

Pesevsevicsraesese

XXX N R NN

sssassensecvtsses

2,600

2,250

1,425

Use In
1

1. 3. SOVERMMEINY PRINTING OFFICE X

Monio eats 214

(Moo east: 7.9)

(!k&no casti 7.9)

Mo st 1.
T I R+1988A




EXHIBIT F

Statement of Passenger—Carrying Vehicles and Aircraft

Statement of proposed expenditures for purchase,

maintenance, repair, and operation of
passenger-carrying vehicles and aircraft for

the fiscel year ending June 30, 1947
OFFICE OF AIMINISTRATOR OF

9967-n

CIVIL AERONAUTICS
ehicles (motor Net cost 0ld Total
unless other~ 0ld vehicles of vehicles{ mainte-
wise indicated)| or aircraft |vehicles or nance,
Appropriation or aircraft to jto bs exchanged) or aircraft|repair and. Public purpose and users
be purchased aircraft sti11 |operation, .
~ Allowance | to be to be |all vehicles
r | Gross cost |y, festimated)| purchased| used |or aircraft .
Maintenance of air navi-{ 15 $15,000 1/ 14 $2,800 $12,200 181 $51,220 Used by superintendents of air. Y
gation facilities, o ways and staffs- for mainte-
Office of Administrator nence and inspection work on
of Civil Aeronautics. Federal airways, communica-
: - tions, air traffic control
-centers, and airport traffic
control towers throughout
. |- the-field service.
¥aintenance and opera- 3./2 -3-/500,000 L B Y 92,300 Used by aercnsutical and air
tion of aircraft, e carriér inspectors, patrol
Administrator of pllots and staff of Civil
Civil Aeronautics., Aeronautics Administration,
in comection with inspec-
tion or airline operations
- examination of applicants: =~
“For piluts' Iicenses, and
--checking of air navigation -
" facilities, :
Do. 2/, 3/ 400,000 |.... 2 | 131,700 7| po.
Totaleevosaenanns | 21 915,000 | 14 = 2,800 12,200 183 | 275,220 .
"1/ 2 trucks.

2/ Aircraft.

3/ To be transferred from War or Navy Departments.

i
-

[

1
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EXHIBIT G

Statement of Transfers Between Appropriations

{Agency)
Frome- To=— Anount Citation
s ’ of
Appropriation (and Appropriation (and
Agency " eibhesd) tele Agency subhead) title 1947 | 1946 | 1945 authority

T4
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EXHIBIT H
Reconciliation of Estimate to Current Appropriation

Appropriation title:

1946 appropriation in NNUAL BCE....eseeseserereenccnooncssesonsnnsans

Supplemental appropriation £or 1946...c.ceceveencn. O

Total appropriations £Or 1946...cecveterssseccrcossssonssscnncnnnnssnnnse

Deductions:

Additionss

Total 5tiBAte £Or 1947...uuu0iumnnnnnneseeeeireneerioeeeneennisanennnnssnsanee

T ———————




EXHIBIT I
Statement of Detailed or Loaned Employees

Report by of :
° (Otfice) . . (Agency)

Separate reports are required froam both the office from which, and the office to which, employees are detalled or
’ loaned on a nonreimbursable basis within the departmental service. (List each employee separately.)

Y Amocunt
Fiscal orade :nnual Ti:: of salary - Appropriation_title
year rate months | for time From which paid .Of office or unit
- on detail - while on detail ‘4o which detailed )
1945 ' » ’ 7 !\
Total
1946 estimate
Total
1947 estinate , o : STRRE
Total -
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EXHIBIT J

Printing and Binding, general estimate

Statement of printing and btinding requirements by of ]

(0ffice) ~ (kgency)
to accompany justifications for estimates for printing and binding, fiscal year 1947

_ Actual for 1945; estimated for 1946 and 1947)
Title of publication, blank form, § Fiseal How Average | No, coples| Total - COST

2 often No. pages | authorized} No. copies
etc., purpose for which printed year printed | each by law printed gﬁ:s

. bows 1 i .
1946
1947

1945
1946
1947

- 1945
1946
1947 ¢

1945
1946
1947

1945
1946 -
1947

1945 - ) R
1946 < i g5
1947 : i

Total cost for: 1945, § s 1946, § 047, 8
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. i EXECUTIVE OFFICE OF THE PRESIDENT
* . . BUREAU OF THE BUDGHET
' Washington 25, D. C.

June 13, 1945 . CIRCULAR NO, A-30
Revised

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: GCentral collection of information concerning Government-owned
.. vehicles

Thig-revision of Circular No. A-30 replaces and rescinds Circular No.
4-50 dated June 2, 1944, Principal changes incorporated in this revision
include: L -

a. Paragraph 3 changes date of submission to August 15.

b, Paragraph 4 slightly revises the informetion to be reported by
_eliminating the necessity for reporting two identification
numbers on each vehicle; eliminsting the item on seating capaclty
of busses; and providing an explanation by line numter for ‘each
item requested on Form A-~30.

c. Paragraph 6 encourasges the use by the departments and establfsh— i
ments of the information available from the tabulationa prepared 3 .

- by the Public Roads Administration- from—thesereports-and stresses I
reed for prompt submission of accurate data. L

1. Purpose. In order to provids a central office which will be
responsible for receiving and consolidating information relating to motor
vehicles owned and opersted. by the Federal Government in the continental
United States; to provide for the standardization of reporting procedure;
to eliminate duplication and needless detail in the gathering of information
concerning such vehicles; and to expedite the supplying of such iﬁformation.
the procedure set forth in this circular is establisheds The War and Navy .
Departments, U. S, Maritime Commission snd War Shipping Administration:.are
exempted from the provisions of this circular, Coa

2. Definitions. As used in paragraphs 2.to 7, inclusive, 6% this 4 =
Circular: : 3 T s

e. The term "vehicle' shall be limited to motor-propelled passénger-
carrying vehicles, ambulances, busses, trucks, atation_wagons,ﬁtrailers,
semi~trailers, and motorcycles. : ik

b, The term "vehicles owned and operated by the Federal Government"
ghell include emch vehicle for which a department or' éstablishment has

title of ownership resulting from purchase, transfer, donstion, repossession,
or selzure and which is operated by the same or another depariment or
establishment in the continentsl United States. The term ‘shall not ‘include
vehicles rented or leased from commercial sources, : ’

(No. A-30)
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¢. The term "cost of operation" shall not include such elements as
depreciation, original purchase price of accessories and special equip~
ment, and operators' salaries; but shall Dbe limited to expenditures for
the following subjects: -

(1) Fuel
(2) Motor lubricating oil
(8) Tire and tube replacement and repairs -
{4) General lubrication including flushing and refilling of
tranemission, differential, wheel bearings and clutch
bearings, repacking of springs, etc,; the lubricants used
in replenishing these assemblies; and the servicing of air
cleaners, including the oil used. B
(5) Appearance, including both lsbor and materials for washing,
poliehing, waxing, and paint jobs.
(6) Operating, maintenance, and repair items, such as repair
parts and materials, repair labor, towing, brake adjustments,
motor tune-up, tightening of chassis, and any similer operation
required periodically to maintain the vehicle properly; ®ire
chains, anti-freeze, replacement of accessories and of bat-
teries, replacement of oil filter cartridges, battery charging,
and battery rental, storage charges, parking fees, and tolls,

: . e

3. Designation of central office. The Public Roads Administration )
of the Federsl Vorks Agency is hereby designated as the central office o
responsible for assembling and tabulating the information required by this N
circular. A report for each fiscal year shall be submitted to the Public '
Roads Administration by each department and establishment not later than
the succeeding August 15, . . T A —

4. Information to be reported. The following items of information,
referred to by 1line number to correspond to those on Form A-39, shall be
reported for each vehicle owned and operated by the Federal Government.
Data concerning any such vehicle shall be reported by the department or
esteblishment which owns and operates it. But if such.a vehicle is owned
by one department or establishment and operated by another, reporting
responsibility shall be that of the owning department or establishment, in-
order that no recuired report shall be omitted or duplicated. ' If 2
vehicle is disposed of during a fiscel yesr, the reguired information shall
be reported for that portion of the year the velicle was operated, and in
addition the information called for in line 15 below shall be submitted.

Line 1. Owner: Report the department or establishment which owns the-.-.
vehicle, and the bureau or other comparable organizational subdivision to
which assigned. : .

Line 2., Location: Report the State and county in-which the vgﬁicle B
is located at the end of the fiscel year. P el

Line 3. U. S. Govermnment tag number or manufacturer's'gerialvnumbér:',Each
department or establishment will instruct its personnel as to which of these two
numbers to report, For those vehicles which are exempted by the provisions

{No. &-=30)
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of the Bureau of the Budget Circular No. A-1/4 from carrying the official
U. 8. Government teg, the manufacturer's serial number shall be reported
in addition to indicating it is exempt. If the department's or establish-
ment!s instructions call for a serial number, the motor number may be used
in event the serial number cannot be identified.

Line 4. Vehicle make: Report "Ford," "Chevrolet," "Plymouth," etc.

Line 5. Year model: Report the model year or the year the vehicle
was menufactured.

Line 6. Vehicle type: Report the vehicle type of each vehicle
according to the following designations. If a truck tractor-trailer

combination is being reported, separate reports should be submitted for
each piece of equipment.

Passenger Motorcycle Truck Full trailer
Ambulance Bus Truck-tractor Semi~trailer

Line 7. Body type: Report the body type for each vehicle according

~ to the following designations:

Passenger Vehicles ) Irucks or Trailers

Coupe and ) Pickup BExpress or \\
Coupe pickup Rack, stake, - Screen ) o
Sedan = - ‘or platform ~ 7 Tank ST o
(2 or 4 door) Dump Van

Station wagon or Panel Cargo

Suburban carryall Sedan delivery: Refrigerator

Line 8. Manufacturer?s rated capacitys: Réport'} the maggfécmrer's
rated capacity in tons for trucks or trailers. Leave this itai blank for

passenger vehicles (includes passenger cars, ambulances, and busses) and
motorcycles. - - . -

Line 2' . Was vehlcle operated during fiscal year?. Check either "Yegh
or "No." i : o : L

Line 10, Type of fuel: Gallons fiscal year: 'Repdrt the type 'of ﬁ.lél,
i.e., gasoline, diesel, or other, and the number of gallons used ditfing the
fiscal year. - . - Lo

Line 11. Mileage driven fiscal year: Réport thé,ﬁileage the vehicle

régri‘sfirering device, the mileage must be estimated.

- was operated during the fiseal year. If the vehicle has no-automatic mileage '

“Line 12, Mileage driven since new: Report the acqumulé.teﬂ Jife-~time
mileage including that reported under Line 11. If the vehicle-has-no
automatic mlleage registering deviees, the mileage—muat—bg estimated.

Line 13. Cost of operation: Report the to’tﬁlfc’oat (for the fiscal
year) as defined in Paragraph 2¢ hereof. No itemization is required:

(No. A-30)
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Line 14. Date. and method of acquisition: If a vehicle was acquired
during the fiscal year, give the month and method of acquisition. Method
of acquisition will include purchase, iransfer, loan or other (explain
fother” method).

Line 15. Date and method of disposition: If a vehicle was disposed
of during the fiscal year, give the month and method of disposition. Method
of disposition will include sale, trade in, transfer, scrapped or other

{explain Mother" method).
5. Forms to be used.

a. Maintenance of records within agencies: It shall be the responsi-
bility of each department or establishment to develop such internal procedures
and forms as are necessary for obtalning with accuracy the data to be reported
by it pursuant to paragraph 4 hereof.

b. Form A-30, Annual Report of Motor Vehicles: The necessary forms
for reporting the information will be distributed by the Public Roads Admin-
-istration, Federal Works Agency, Washington 25, D. C. As stated in paragraph

3, the completed form shall be submitted to that agency.

6. Use of the Annual Report by the Departments and Establishments.

The Public Roads Administration will prepare machine tabulations from the
annual reports by several arrangements of the material. Coples of these
tabulations will be sent to each department and establishment for the

_vehicles reported by it. These tabulations contain data which shouldibs
used in the administrative and bpdgetary control of those vehicles. Several
departments and estublishments hdve instituted effective control systems
through the use of these data. In order to insure the maximum usefulness of
these datse. to the departments and establishments, by supplylng useful, current
data, and also to insure their validity for consolidated-reporting purposes,
it is requested that each department and establishment:

a. Take steps to insure all of its annual reports are dispatched
in time to reach the Public Roads Adminlstratlon by ’che due
date, August 15.

b. Take every precaution to insure -the accuracy of the reporfts 80
that it will not be necessary to return: reports for correction:
and incur subsequent delays. o - i,

7. Reaw ests for information.  All dena.rtments and establishments,
which require statistical date of the kind enumerated in paregraph 4 relating
to motor vehlcles owned and operated by the other:departments and establish-
ments, shall place their requests for such data- with the Public Roads Admin-
istration. . Ll

-8, ormation, Any request of other departments and o8-
t.ablishments by a department or establishment for information not enumerated -
under paragraph 4 shall be submitted by that department or establishment to
the Bursau of the Budget for appropriate action under: the Federal Reports
Act of 1942, °

HAROLD D. SMITH
Director

(No, -A-30)
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EZECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET -
Wash;ngton 25, D. C.

June 13, 1945 CIRCULAR NO. A-30
Revised

TO THE EEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: .Central collection of information concerning Government-owned
vehicles

This revision of Circular No, A~30 replaces and rescinds Circular No.-
A-30 dated June 2, 1944, Principal changes incorporated in this revislon
include:

a. Paragraph 3 changes date of~submission‘to August 15,

b, Paragraph 4 slightly revises the informetion to be reported by
eliminating the necessity for reporting two identification,
numbers on each vehicle; eliminating the item on seating capacity
of busses; and providing an explanation by line number for 'each
item requested on Form A-30. X

c¢s Paragraph 6 encoursges the use by the departments and establish-
ments of the information available from the tebulations prepared
by the Public Roads Administration from these reports and stresses
need for vrompt submission of accurate data.

1. Purpose. In order to provide a central office which will be
respongible for receiving and consolidating information relating to motor
vehicles owned and opersted by the Federal Government in the continental
United States; to provide for the standardization of -reporting procedure;
to elirinate duplication and needless detail in the gathering of information
concerning, such vehicles; and to expedite the supplying of -such information,
the procedure set forth in this circular is established. The War and Nevy
Departments, U. S. Maritime Commission and Var Shipping Aﬁministration are
’exempted from the provisions of this -circular, 5

2, Definitions. As used in paragrapha 2 to 7.,1nclus1ve. of-this
Circular: - '

2. The term "vehicle" shall be limited to motor—propelled passenger—
carrying vehiclee, ambulances, busses, trucks, station wagons, trailers,
semi—trailers, and motorcycles. .

b, The term "vehicles ownsd,and operated by the Federal'Government"
shall include each vehicle for which a department or establishment has
title of ownership repulting from purchase, transfer, donstion, repossession,
or selzure and which is operated by the same or another department or
establishment in' the continental United States. The term.shall not 1nc1ude
vehicles rented or leased from commercisl sourcess

(No. A-30)

i
\

e
4
i




-2

¢» The term "cost of operation" shall not include such elements as
depreciation, original purchase price of accessories snd special equip-
ment, and operators! salaries; but shall be limited to expenditures for
the following subjects:

Fuel

Motor lubricating oil

Tire and tube replacement and repairs

General lubrication including flushing and refilling of
$ransmisslon, differential, wheel bearings snd clutch

bearings, repacking of springs, etc,; the lubricants used

in replenishing these assemblies; and the servicing of air
cleaners, including the oil used.

Appesrance, including both labor and materials for washing,
polishing, waxing, and paint jobs.

Operating, maintenance, and repair items, such as repair

parts and materials, repair labor, towing, breke adjustments,
motor tune-up, tightening of chassis, and any similar operationf?
required periodically to maintain the vehicle properly; tire )
chains, anti-freeze, replacement of accessories znd of bat-
teries, replacement of oil filter cartridges, battery charging,
and battery rental, storage charges, parking fees, and tolls.

3. Designation of central office. The Public Roads Administration
of the Federal Vorks Agency is hereby designated as the central office
responsible for assembling and tabulating the information required by this
circular. A report for each fiscal year shall be submitted to. the Public
Roads Administration by each department and establishment not later than
the succeeding August 15,

4, Information to be reported.  The following items of information,
referred to by line number to correspond to those on Form 4~30, .shall be.
reported for each vehicle owned and operated by the Federal Government.
Date concerning any such vehicle shall be reported by the department or
establishment which owns and operates it. . But-if such s vehicle is. owned
by one department or estsblishment and operated by another, reporting
responsibility shall be that of the owning department or establishment, .in

order that no reguired report shall be omitted or duplicateds: If g -7
vehicle is.disposed of during a fiscel yesr, the required information shall -
be reported for that portion of the year the vehicle was operated, and in-.. .
addition the information called for in line 15 below shall be submitted.' '

Line 1. Owner: Report the department or establishment which ‘owns. the
vehicle, and the bureau or other: comparable organizaticnal subdivision: to-
vhich assigred. : B Gyt

Line 2, Location: Report the State and county in which the 'vrehiélt}-:{
is located at the end of the fiséal year. e g

Line 3. U. S. Government tag number or manufacturer's,gefial mumber:” Each
department or establishment will instruct its personnel as to which of these two

numbers to report, For,those_véhiclés which are exempted by theiproVisiops

(No. A-30).




Yo -
o
AN
m‘(’&g
LRy
)
c»‘g\;
‘5%% -
N o
3 a% .
AN T
(o B R ; T
i '3?;.'3 T
] 58 —
9D T
o w g
+h H)‘_,,m
EARA

-3-

of-the Bursau of the Budget Circular No. A-1/ from carrying the official
U. S. Government tag, the manufacturer's serial number shall be reported
in addition to indicating it is exempt. If the department's or establish-
ment's instructions call for a serial number, the motor number may be used
in event the serial number cannot be identified. - )

Iine 4. Vehicle make: Report "Ford," "Chevrolet," "Plymouth," etec.

Line 5.° Year model: Report the model year or the year the vehicle
was manufactured. '

R Line 6, Vehicle type: Report the vehicle type of each vehicle
. according to the following designations. - If a truck tractor-trailer

combination is being reported, separate reports should be submitted for
each piece of equipment. :

Passenger Motorcycle Truck Full trailer
Ambulance Bus Truck-tractor Semi-trailer

Iine 7. Body type: Report the bod

y type for each vehicle according
to the following designations: ‘

Pagsenger Vehicles Trucks or Trailers .

Coupe and Pickup Express or it
Coupe pickup Rack, stake, Screen Y
Sedan . or platform Tank

(2 or 4 door) Dump Van

Station wagon or . Panel Cargo -

Suburben carryall Sedan delivery Refrigerator

Line 8. Manufacturer's rated capacity: Report the menufacturer's

_reted capacity in tons for trucks or trailers. Leave thig item blank for

passenger vehicles (includes passenger cars, ambulances, and busses) and
motorcycles. : -

- Line 9. Was yehicle operated during fiscal year? Check either "Yes;'_
“or "o.n K RN
Line 10. Type of fuels Gallons fiscal year: Report the type of fuel, = . oEh TR

i.e.; gasoline, diesel, or other, and the number of. gallons -used during the
fiscal year. ) . LT

v bLine 1l. Mileege driven fiscal year: 'Répoft tl;é iﬂileage "l'.h_e ,veh’i}clre
| : was operated during the fiscal year. If the vehicle has no automatic mileage
‘ regiatazping device, the mlleage must be estimated. : Ll

<" Line 12. Mileage driven since new: Report ‘the accumulated life-time
mileege including that reéported under ILine 11. If the vehicle: has ‘no
automatic mileage registering device, the mileege must be,estiv,ma‘ted.r

year) as defined in Paragraph 2c¢ he

i

‘,

Line 13. Cost of operation: Report the totdl cost (for the fiscal _' |
reof. No itveéemization 1s required. i

(NO-’ A-Bo) )
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- . Line 14- Date ‘and method of acquisition: If a vehicle was acquired
during the fiscal year, give the month and method of acquisition. Method -

of acquisition will include purchase, transfer, loan or other (explain
fother® method). o

Line 15. Date and method of disposition: If a vehicle was disposed
of during the fiscal year, give the month and method of dispositlon. Method .
of digposition will include sale, trade in, transfer, scrapped or other L
(explain "other" method).

5. Forms to be used.

a. Maintenance of records within agencies: It shall be the responsi-
bility of each department or establishment to develop such internal procedures
and forms as are necessary for obtaining with accuracy the data to be reported
by it pursuant to paragraph 4 hereof.

b. Form A-30, Annual Report of Motor Vehicles: The riecessary forms
for reporting the information will be distributed by the Public Roads Admin-
istration, Federal Works Agency, Washington 25, D. C. As stated in parsgraph
3, the completed form shall be submitted to that agency.

6. Use of the Annual Report by the Departments and Establishments.™®
The Public Roads Administration will prepare machine tabulations from the:
ennual reports by several arrangements of the material.  Coples of these \ . R
tabulations will be sent to each department and establishment for the : !
vehicles reported by it. These tabulations contain data which should be
used in the administrative and budgetary control of those vehicles. Several . B
departments and establishments have instituted effective eontrol systems
through the use of these data. In order to insure the meximum usefulness of
these datse. to the departments and establishments, by supplying useful, current
data, and also to insure their validity for consolidated reporting purposes,

—

it is requested that each department and establishments

a. Take steps to insure all of its amual reports arerdispatched. s L in -
in ‘time to reach the Publie Roads Administration by-the due
date, Avgust 15, :

b. Teke every precaution to insure the accuracy of the reports so
that it -will not be necessary to return reports for correction
and incur subsequent delays. - e

7. Reguests for information. All departments and establishments,
- which require statistical data of the kind enumerated in parsgraph 4 relating
* to motor vehicles owned and operated by the other departments and establish-
ments, shall place their requests for such data with the Public Roads: Admin-
istration. SN : - AT

8, Additional informstion, 4ny request of other departments and es=
tablishments by a department or establishment for information not enumerated :
under paragraph 4 shall be ‘submitted by that department or establishment to L G
the Bureau of the Budget for appropriate action under the Federal Reports i ) :
Act of 1942, ' : SR ST

HAROLD" D, SMITH ' o
Director , ’ - S I .
!

- (No. A=30)"
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EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
Washington, D, C,

BULLETIN NO. 1944-45:13 May 30, 1945

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND Z3TABLISHMENTS

SUBJECT: Determination of Personnel Requirements

1. 1In view of the expiration on June 30, 1945, of the War Overtime
Pay Act of 1943 (Public Law 49), the departments and establishments nead
not submit to the Director of the Bureau of the Budget during June of
this year the quarterly estimates of personnel requirements callsd for
in Bureau of the Budget Circular No. A-29, Revised, May 10, 1944, issued -
pursuant to section 11 of that-act, : E

2, Your attention is dirscted, however, to legislation now pending
before the Congress (S. 807) which includes provisions on the determina-
tion of persopnel ceilings (section 406), If-thess or similar provisions
are adopted as law, the departments and establishments will have to submit
to the Bureau of the Budget estimates of personnel requirements in accord-
ance therswith, New forms, procedures and instructions will have to be
prepared, however, governing such submissions and will be issued by ‘the
Bureau of the Budget soon after the endctment of the legislation,

<The Bureau suggests that the departments and egtablishments keep
Ainformed as to the progress and provisions of the-pending-legislation
in order that they may be prepared to expedite preparation of any esti-
mates of persennel requirements that may be required thereby, In this
connection it is to be noted that the' coverage of personnel as defined
in 5. 807 is broader than the categories of employment included in Public
Law 49, - - -

HAROED D, SMITH
Director: - |




EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGHET
Washington, D. C.

BULLETIN NO, 1944~45:13 - May 30, 1945

TO THE HEADS OF EXECUTIVE DSPARTMENTS AND ESTABLISHMENTS

SUBJECT: Determination of Personnel Requirements

. 1, 1In view of the expiration on June 30, 1945, of the War Qvertime
Pay Act of 1943 (Public Law 49), the departments and establishments need
not submit to the Director of the Burecau of the Budget during June of
this year the quarterly estimates of personnel requirements called for
in Bureau of the Budget Circular No., A-29, Revised, May 10, 1944, issued
pursuant to section 1l of that-act, - . % .

2. Your attention is directed, however, to legislation now pending
before the Congress (S. 807) which includes provisions on the determina-
tion of personnel ceilings (section 406). If these or similar provisions
are adopted as law, the departments and establishments will have to submit
to the Bureau of the Budget estimates of persomnel requirements in accord-
ance therswith, New forms, procedures and instructions will have to be
prepared, however, governing such submigsions and will be issued by the
Bureau of the Budget soon after the enactment of the legislation.

The Bureau suggests that the departments and establishments keep
informed as to the progress and provisions of the pending legislation
in order that they may be prepared to expedite preparation of any:-esti-
mates of personnhel requirements that may be required-thereby, ~In this
connection it is to be noted that the coverage of personnel as defined
in 8. 807 is broader than the categories of employment included in Public
Law 49. % o < :

%

HAROLD D. SMITH
Director

<
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EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
Washington, D, C.

May 12, 1945 CIRCULAR NO. A-38
TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: Property Utilization -- Payment for Equipment and Supplies
’ transferred between appropriations or allocations

1. This circular sets forth regulations governing property or
supplies transferred between appropriations or allocations within a
department or establishment and the payment to Miscellaneous receipts
of an amount to cover the appraised value of such transfers (para-
graph 2); permits control at department, bureau, office or division
level for effecting such transfers (paragraph 3); affects only
property or supply transfers when the appraisal value exceeds'$100
(paragraph 5); and calls for an annual report covering such trans-
actions (paragraph 4). These regulations are promulgated undery
authority of provisions in Executive Order 9235 issued August 31;
1942, and Executive Order 6166 issued June 10, 1933; Act of December 20,
1928 (40 U.S.C. 311a); and Section 3678 (31 U.S.C. 628).

2. Equipment or supplies acquired for the purpose of any
appropriation or allocation shall not, unless- specifically authorized
by law, be permanently transferred for use in furthering the purpose of
any other appropriation or allocation within a department or establishment
or its constituent units unless - ;

a. The equipment or supplies are declared to be usqable
and surplus to the needs of the appropriation or
allocation for which acquired, T :

“ The appraised value of such transferred items ‘is
recorded as a charge against the appropriation or
allocation available to the transferree activity
for the procurement of like equipment or supplies,

¢. The amount of the charge is covér¢d intoithe'
Treasury as Miscellaneous Receipts.. - "

- 3. ‘The head of a department or establishment;. or the: head of a
bureau or office or similap constituent unit Within.a erartment_or
establishment, or their designated representatives,  responsible for the

gr
X.




R . EXECUTIVE OFFICE OF THE PRESIDENT
BURZAU OF THE BUDGET
Washington 25, D. C,

April 18, 1945 ' CIRCULAR NQ, A-37

PO THZ HZADS OF ‘SXECUTIVE DEPARTMINTS AND SSTABLISHMENTS

SUBJECT: Government credentials

1, The Department of Justice has directed the attention of the
Bureau of the Budget to the need for more adequate accountability for identi-
fication badges, cards, building passes, or other credentials which are
issued by Federal departments and establishments, It is possible that un~
authorized persons may, through the misuse of credentials, gain access to
important and confidential Govermment records or that impersonation viola—,
tions involving such credentials may ocours A W

2, It is the responsibility of the head of each department or estab-
lishment to cause to be maintained proper accountability records of cre~ '
dentials issued to individuals and, upon the termination of service of each
individual, to insure either that his credentials are surrendered or that
they are defaced by perforating machine or such other method ol conspicuous
and permanent marking as will prevent the misuse of such credentials,

HARGLD D, SMITH
Director




kABCUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
WASHINGTON, D. C.

February 28, 1945

REGULATIONS NUMBERS 1 and 2 i : e
Under Executive Order 9235
issued August 31, 1942

-

SUBJECTS: Regulation Number 1 ~ Transfer of equipment and supplies ‘
: Regulation Number 2 - Transfer of surplus equipment and .
supplies through the Procurement Division, Treasury De-
partment : :

Effective this date, Regulations Numbers 1 and 2 under Execur
tive Order 9235 issued August 31, 1942 are rescinded. .

HAROLD D. SMITH
¥ Director




EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
Washington 25, D. C. _

BULLETIN NO. 1944~45:9 - February 26, 1945

T0 THE HEADS OF EXSCUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: Extension of authorization to adjust hours of duty of Federal
employees during fuel shortage ' .

Upon recommendation of the Solid Fuels Administration for War, to
permit continued cooperation of Federal agencies with local officials
in conserving fuel during the shortage, Bureau of the Budget Bulletin
Wo. 1944~45:7, dated February 2, 1945, is amended as follows:

1. The authorization granted in paragraph 2 thereof shall be in
effect for the two additional months of March and April 1945.

2, In addition to the report requested in paragraph 4 thereof}* to
be submitted by February 22, 1945, heads of departments and establish-
ments are requested to submit to the Bureau of the Budget as of the last
day of each month, a report of any actions-taken during the month under
authorization of the bulletin, which have not been reported previously.

HARCLD D. SMITH
Director
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EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
Washington 25, D. c.

BULLETIN NO. 1944~45:9 February 26, 1945

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: Extension of authorization o ad

Jjust hours of duty of Federal
employees during fuel shortage - - -

Upon recommendation of the Solid Fuels Administration for War, to
permit continued cooperation of Federal agencies with local officials
in comserving fuel during the shortage, Bureau of the Budget Bulletin
Ho. 1944-45:7, dated February 2, 1945, is amended as follows:

1. The authorization granted in paragraph 2 thereof shall be in
effect for the two additional months of March and April 1945, '%%
Trequested in paragraph 4 thereof, to
heads of departments and establish-

e Bureau of the Budget as of the last
y actions taken during the month under -
which have not been reported previously,

‘2. In addition to the report
be submitted by February 22, 1945,
ments are requested to submit to th
day of each month, a report of an
authorization of the bulletin,

PR

et

, .
HAROLD D, SMITH
Director




EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU QF THE BUDGET -
Washington 25, D. C.

BULIETIN NO. 1944-45:8 February 14, 1945

TO THE HEADS OF EXECUIIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: United States Standard Commodity Catalog

1. The President directed the following letter to the Director
of the Bureau of the Budget on January 18, 1945, requesting him to
develop and promulgate a uniform property classification and a uni-
-form item identification system. : .

My dear Mr. Smith:

T think it important that the executive departments and
agencies develop more systematic records and procedures for
use in all transactions requiring a description of items ofy
real and personal property. The large number of actions re-|
lating to the acquisition, care, use, and disposal of Federal
property has greatly accentuated the need for this improvement
in governmental practices, both for the effective prosecution
of the war ard for the more orderly conduct of peacetime af-
fairs. Such records and procedures should be developed by the
several departments and agencies chiefly concerned in. accord-
ance with a uniform central plan developed by you. This plan
should include a uniform property classification and a . uniform
item identification system, covering all comodities, which
together might be known as the United States Standard Commodity
Catalog. T

Accordingly, it is my desire that you:-proceed without de-
lay to secure the preparation “and maintenance of such a-catalog,
utilizing all relevant systems and methods now in use by the::
Government to the extént that. they conform with the central
plan, and utilizing also the facilities and -services -of the
agencies principally concerned. It is my wish, and T hereby
request, that each department and agency shall assume such
share of the work and responsibility as you may determine.

Any necessary costs to the several departments and agencies
beyond those they are now incurring for similar activities
should be included in additional estimates; of appropriations.

i
i
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2.

When the Standard Commodity Catalog or any part of
it is ready for use it should be promulgated by you for
use throughout the Government in all relevant activities
irvolving the procurement, storage, issue, disposal, or
intra~Government transfer of property, the listing or
cataloging of property, and the collection and tabulation
"of comodity information.

Pending the formalizing of these instructions in an
Executive Order, I wish you would convey to all depart-
ments and apencies my instructions regarding this matter
and take whatever steps are necessary to develop.and
maintain the Catalog. . .

Sincerely yours,

(Signed) Franklin D. Roosevelt

) %

2, The Bureau is at present formulating plans for the prepara-
tion of the uniform property classification and item identification
systems. The executive departments and establishments will be ad-
vised subsequently as to their participation in this undertaking.

e

HAROLD D, SMITH
Director

|
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Amendment to Appendix I
of Circular No, A-8-
Released January 25, 1945

EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET ’
washington, D. C.

"CLASSIFICATION OF POSTS FOR
LIVING QUARTERS ALLOWANCES

Effective for the fiscal year 1945, the Secretery of State has
authorized the classification of posts for living quarters allowances.
Appendix I to Bureau of the Budget Circular Nos A-8, dated August 1,
1943, and this amendment indicate the classification of posts for the
Tiscal year 1945, This list is inclusive of all amendments to Appendix
T asuthorized since the date of issue of Circular No, A-8, Additions
authorized by this amendment are indicated by an asterisk (#). Posts
for which special allowances have been authorized are indicated by a
double asterisk (). A "war® classification indicates a temporary
classification, The spellings are those approved by the Cartographic
Department of the National Geographic society. .

Te . To
Changes Class Changes .Class
Accra, Gold Coast Ii1 . Edmonton, Canada vV War
Acapulco de Juarez, v : : y
- Mexiceo Goteborg, Swedem - Vv War ¥
Aden, Arabia - III Var ’
Addis Absba, I Helsinki, Finland I
Ethiopia )
Agua Prieta, Mexico IV War Izgmir, Turkey' Iv War
Asuncion, Paraguay Vv ¥War i
: . Jidda, Ssudi Arabia v War
Barbados, Be We Ie I
Barranquilla, Colombia IV War *#Kunming, Chima . I
Beira, Mozambique II - ##Kweilin, China I
Belfast, Northern - vV War
Ireland 7 Lagos, Nigeria 11X
‘Bilbao, Spain * - 1 s#Lanchow, China I
‘Birminghan, England IiX ;
Bone, Algeria I Malaga, Spain - III War .
Bradford, England I Malmo, Swaden v . War ’ ET - A T
Brisbane, Australia vV Var Managua, Nicaragus Vv  War . LrEes
: . . Manchester, England ~ - V- War ’
Camaguey, Cuba v Medellin, Colombia II

Capetown, Union of
South Africa
Ceuta, Spanish
Morocce
##Chengtu, China

*xChungicing, Chima-

v ! .
Nogales, Mexice “TIX -
I
" I - R = » .
Ciundad Trujille, = w Rabat, Morocco I ¥
™ .

Oporto, Portugai I
Oran, Algeria T

Dominican Republic

Cochabamba, Bolivia War San ‘Jose, Costa Rica - =~ .V _. War

Sevills, Spaim 11X VWar
( No. A-8 )



Changes (Cont'd) . Changes (Cont'd)

+##Sian, China ' Veracruz, Mexico
Suva, Fiji Islands vigo, Spain

Tegucigalpa, Honduras Wellington, New
#uTihwa, China Zealand
Tijuana, Mexico
- Tunds, Tunisia Zaragoza, Spain

Additvions Additions

Adana, Turkey Coronel, Chile
Aguascalisntes, Mexico Corrientss, Argentina
Angra do Heroisma, Cosolapa, Mexico

Azores Costermanville, Belgia.n
Annapolis, Brazil Congo

Asmra, Eritrea Cuena, Ecuador
Cuernanaca, Mexico
Culiacan, Msxico
Cumana, Venezuela
Curvello, Brazil
Cuzco, Peru

Bage, Brasil

Bandar Shahpur, Iran

Barquisimeto, .
Venazuela

Bicas, Brazll

Bizerte, Tunisia

Bluefields, Nicaragua

Bougie, Algeria

Buga, Colombia

HH gH [ 2R

(]

Damien, Haitl

David, Panama
#Thahran, Saudi Arabia
Dismantina, Brazil
Dinjon, Assam, India

I

1
I
I
I
I
i
I

Campina Grande,
Brazil ©  Elizabethville, Bslgian
Campinas, Brazil Congo
Campo Formosa, #E1 Palmar, Eangolica, VQra
Brazil . Cruz, Mexice
Campos, Brazil El Porvenir Flantation,
Cap Haitien, Haiti Guatemala
Carupano, Veneguela k
Cayes, Haiti
#Celaya, Mexico
Cerro de Pasco, Peru
Chiclayo, Peru
Chillan, Chils -
Chimbote, Peru
Chiquinquira,
Colombis - -
Chlitre, Panama
Churchill, Canada
Clenaga, Colombia
Colima, Mexiso
Concepcion, Paraguay
Concordia, Argentina
- Constantine, Algeria
Coplapo, Chils
Coquinbo, Chile

*tFoochow, China
Fremantle, Australia

Gabes, Tunisis
Gibraltar

#Giridin, India -

#Good Hops, Costa Rica
Gourock, Scotland ;
Governador, Vahdaros, -

Brazil ;
Grenada, B. We 1.
Guanajuato, Mexico
Guayaramerin, Bolivia

L]

H

Hermosillo, Mexico
Hobart, Tasmania
Huache, Paru

(No. A-8)
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Additions (Comt'd)
Hull, England

Ibague, Colombia
Ica, Peru
Iquique, Chile
Iquitos, Peru
#*Ttacoatiars, Amszonss,
Brasil
Ixtepsc, Mexice

Jecwsl, Haiti

Jalapa, Msxico

Jeremie, Haiti

Joao Pessoa, Brasil
© Jujuy, Argenmtina

Khorramshar, Iraam

Lages, Brasil

La Ensenda, Mexice
La Flata, Argentima
La Rieja, Argentina
Las Delicias, Mexico
Le Cap, Haiti

Leon, Mexico

Leon, Nicaragua
Los Andes, Chile
Los Angsles, Chile
Lugano, Switzerland

Maracay, Venszusla
Massaua, Eritrea
Katias Romero, Mexico
Melilla, Spanish

Morocco -
Mercedes, Uruguay
Mimatitlan, Mexico

Mollendo, Peru
Monizales, Colembia
. Moutalban, Venesuela
Momte Claros, Brazil
Morococha, Peru
" Mariahe, Braszil

- Oaxaca, Mexico
Oruro, Bolivia -

7 Pachuca, Mexigo
‘Parana, Argentina -
Parelhas, Brasil

-3-

Additions (Cont'd)

'

L]

Payta, Pera

_Pelotas, Brasil

Pereira, Colombia
gﬂippevﬂln Algeria

Ponte Nova, Brasil
Popayan, Colombia
Pert de Paix, Haiti
Potosi, Bolivia
Potrerillos, Chile
Pucalpa, Peru '
Pusbla, Mexico
Pusrto Bolivar, Reuador
Puerto Cabezas,
Nicaragua
Pusrto Cabello,
Venezusla )
Puerto Montt, Chile
Pusrto Varas, Chile
Puira, Peru

Queretaro, Mexice

Rawma, Nicaragua
Rancagua, Chile

Raul Soares, Brasil
Resistencia, Argentima
Retalhulen, Guatemala’
Riberalta, Bolivia ' °
Rie Blance, Peru
Riobanba, Ecuader

Rodrigues Clare, Mexice

Salina Cruz, Mexico
Salta, Argentima
Saltillo, Mexice

San Carlos, Venssuela
San Cristobal, Venssuela
San Juan, Argentima

San Loremse, Fa

San Luis, Argentims

San Pedro Sula,

Honduras o
San Sebastian, Spain -
Santa Crus, Bolivia - -
Santa Fe, Argentine
Santa Maria Espera Felis,

Brasil

(Ne. A-8)
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I
I
I
1
1
I
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Tlass
I
I
I
I
I
I
11X
I
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Additions - (Cont'd)

Santa Marta, Colombia
Santa Theresa, Brasil
Santarea, Pera, Brasll
Santiago del Estero,
Argentina
Sao Lourenco, Brasil
Sae Thome, Brasil
Sate Lagoas, Brasil
Setubinah, Brasil
Simchona, Pera
Sucre, Bolivia

Tacna, Peru

Talca, Chile

#Tarapote, San Martin,
Peru

Taxce, kKsxice

-l - ' ’

Additions (Cont'd)

Theresina, Brasil
Tingo Maria, Peru
Townsville, Australia

Tucuman, Argentima
Tumaco, Colombia

Tarrialba, Costa Rieca

Valeneia, Vensiuela
Villarrica, Paragasy

Yurimaguas, Peru
Zacatecas, Mexice

Teo
Tlass
I Temugo, Chile
I
1
I
Trujille, Peru
I
I
I Turbo, Colembia
I
I-
I
I
I
I
1.
I

HAROLD D. SKITH
Dirscter

s

(Ho. 4-8)
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EXECUTIVE OFFICE OF THE PRESIDENT

BUREAU OF THE BUDGET
Washington, D. Cs

CLASSIFICATION OF POSTS FOR
LIVING AND QUARTERS ALLCWANCES

Amendment to Appendix III
of Clircular No. A-8
Released January 25, 1945

Effective as of the dates indicated below, the Secretary of State
has authorized the following additions to the classification of posts
for living and quarters allowances issued as Appendix IIT to Bursau of
the Budget Circular No, A-8, which is hereby amended accordingly., This
1ist is inclusive of all amendments to Appendix III authorlzed since
June 30, 1944. Additions authorized by this amendment are indicated
by an asterisk (%*). The spellings are those approved by the Carto-
graphic Department of the National Geographic Society.

To
Additions Class
#Celaya, Mexico II
Costermanville, Belgian Congo v
#Dhahran, Saudi Arabla X
#E]1 Palmar, Zongolica, Vera Cruz, II
Mexico
#Giridih, India ' : VII
#Good Hope, Costa Rica Iv
*Itaéoatiara, 7Anéaizon;s, Brazil - TIIT
La Ensenada, Mexico ir
Las Delicias, Mexico . IT
Morococha, Peru v
 potrerillos, Chile v
' Santarem, Para, Brazil III
‘#Tarapote, San Martin, Peru III

Effective
' Date

Feb. 1, 1945
Nov. 1, 1944

Peb. 1, 1945

Feb. 1, 1945

HAROLD D. SMITH
Director :

(No. A-8) -
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*mondment t0 Appendix IV
£ Circular No. A~8
Released Jamuary 25, 1945

RIECUTIVE OFFICE OF THE PRESITEN?
: BUREAU OF THE BUDGET
Washington, D. Co

CLASSIFICATION OF POSTS FOR
COST OF LIVING ALLOWANCES

Bffective as of the dates indissied bolow, the Secretary of State
has authorized the follewing changea in and additions to the classifi-
cation of posts for cost of living allowances issusd as Appendix IV
to Bureau of the Budget Circular No, A-8, which i1s hereby amsnded ac~
cordingly. This list is inclusive of all amemdments to Appendix IV
authorized since Jamary 29, 1944. Additions authorized by this amend-
ment are indicated by an asterisi {¥). The spsllings are those
approved by the Cartographic Department of the National Geegraphie
Society. Posts for which spacial temporary allowances bave been
established are indicated by double asterisk (),

Changes Froa To .
: Effective.
Post ‘Class Class 'Date ¢
sxChengtu, China b 0 April 1, 1944 1
#uChungking, China XI 0 LI ¢
Helsinki, Finland viI 1 " o« on b
*#Kunming, China D o 0 L
##Kweilin, China X1 (s} L
*#Lanchow, Chisa XI ) LASRL I |
Managua, Nicaragua T v July 1, ‘191.4
Reykjavik, Iceland X1 I April 1, 1944
Santiago, Chile v vI " mow
#%Sian, China XI 0 womoow ]
*#Tihwa, China pes 0 o owlw
Zaragoza, Spain vIX [+] LA 4
.Additioms -
_ Adane, Turkey o July 1, 1944
- Asmars, Eritres VIII April 1, 1944
Bandar Shshpur, Iran X1 el
Bizerte, Tunisia II July 1, 1944
Bougie, Algeria II Aprid 1, 1944
Brookwoed, England I neonoow ;
Buga, Colombia I Fob. 1; 19k .

(No. A-8) , i



Adaitions (Cont'd)

Carupano, Venssuela

Cemtral Hershey, Cuba
Chitre, Panama

Concepciom, Paraguay
Constantine, Algeria

Cumana, Venesuela
Costermanville, Belgian Congo

#Dhahran, Saudi Arabia
Danmien, Haiti
Der-es-Salaam, Tanganyika

Territory
David, Panama
Disgo Suares, Madsgascar
Dinjon, Assam, India
Djibouti, French Somaliland

Elizabethville, Belgian Congo
Evesham, England

Fisherman's Laks, Liberia

Cabes, Tunisia
Gibraltar

#0iridih, India

#Qood Hope, Costa Rica
Gourock, Scotland
Guayarazerin, Bolivia

Hull, England
Ixtepec, Mexico

La Plata, Argentina

Leon, Nlcaragus -
Lugano, Switzerland

- Marscay, Venszuela
lelilla, Spanish Morecce
Mercedes, Uraguay
Nontalban, Venssuela
Mursansk, U.S.S.Re

Oruro, Bolivia

Fhilippeville, Algeria
Port de Paix, Haiti
Potosi, Bolivia

Puerto Barrios,.Guatemsla
Puerto Cabello; Venszuela

Reading, England
" Retalhulen, (uatsmala
Riberalta, Bolivia

?5’

. (Noc A-B)

i Effeotive

Date
April 1, 1944
" " n

Feb, 1, 1944
bpril 1, 1944
July 1, 1944
April 1, 1944
Nov. 1, 1944

Feb. 1, 195
Fob. 1, 1944
April 1, 1944

Feb. 1, 1944
April 1, 1944
m a on
L] n "
July 1, 1944
April 1, 1944
" n 0
July 1, 1944
April 1, 1944
Feb. 1, 1945

n

_April 1, 1944
®w 1w

Bay 1, 1944

April 1, 1944

" "
July 1, 1944

Foba 1, 1944
April 1, 1944

] noon
o -:n - n B
{Febe. 1, 1944
“April .1, 1944
(] (] "
LIE T
" ,V " "
. " " -
Feb. 1, 1944

Py

ApriX 1, 1944~

e




:EHaTHrn awnvnﬂﬂlgg
Et B
TR L §§E%§,E i
£ BLL LEele.o |5E
i I :“;- e H':_,o- e 3
..gf pRE PEFER R

-3 -
- Additions (Contt) To Effective
Class Date

San Carloes, Cojedes, Venesucla 7 I Feb. 1, 1944
San Cristobal, ‘Veneszuela : N I. April 1, 1944
‘San Lorenzo, Paraguay I July 1, 1944
San Pedro Sula, Honduras I April 1, 1944
San Sebastian, Spain ViI May 1, 1944
Santa Cruz, Bolivia v April 1, 1944
Shrewsbury, England I LA
Sucre, Bolivia v L

. Tananarive, Madagascar I LI
Tela, Honduras I " omon
Turrialba, Costa Rica I nono.
Valencia, Venezuela I L
Villarrica, Paraguay I L

HAROLD D, SMITH |
Ddrector . i,

(No, A-8)




EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
Washington 25, D. C.

BULLETIN NO. 1944-45: 7 7 February 2, 1945

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: Authorization to adjust hours of duty of Federal employees

. during fuel shortage

1. 1In view of the fuel shortage in certain states east of the
Mississippi River, officials of loecal governments in the shortage areas
have been requested to take such steps as they consider necessary to
protect the fuel supplies of their communities. Heads of the depart-
ments and establishments are requested to direct their field officials
in such areas to cooperate in every way possible with conservation
programs developed by local officials.

2. Where such cooperation requires a change in existing hours of
work per day or per week, heads of departments and establishments are
authorized (2) to adjust hours of duty per day, or number of days worked
per week while maintaining the total hours of the existing official work
week; or (b) to temporarily reduce the number of hours in the existing
official work week when required by a critical fuel shortage emergency,
provided that the performance of essential war-related work will not
be impaired.

3. The authorization granted in paragraph £ above shall be in
effect for the month of February 1945 and 'shall apply to all employees
located within the states east of the Mississippi River exclusive of
Florida, Louisiana, Minnesota, Mississippi, and the ‘metropolitan Washing-
ton area. Departmental employees on duty outside metropolitan Washington
remain subject to the limitations imposed by the Act of March 3, 1893, as
amended (30 Stat. 316; 5 USC 29), which requires not less than 7 hours of
duty per day.

4. Proposed act1on to be taken undeér this authorization:need not be
submitted to the Bureau of the Budget for prior approval as provided : 4dn’ #
Bureau of the Budget Circular No. A-11. However, heads. of:departments and
establishments are requested to submit to the Bureau of the :Budget not
later than February 22, 1945 a consolidated report of actions taken under
this authorization together with an estimate of fuel which will be saved
thereby during the month of February.

“HAROLD D.. SMITH
:Director

—



EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET

BULLETIN NO. 1944-45:6 January 20, 1945
TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: " Review and appraisal of administrative service records and controls

For use by the departments and establishments in reviewing their ad-
ministrative service records and contrcls, the Bureau of the Budget has
prepared and is transmitting herewith four Management Bulletins devoted
to agency administration of records, progerty, fiscal, and personnel.
Each bulletin is in the foru of a check list by which responsible officers
can appraise the effectiveness of the administrative service records and
controls of their agencies as well as review the readiness of such services
to facilitate steps involved in the adjustment of agency programs from a
var to peace basis or to serve other changing needs. B

Advance preparation for reduction, adjustment, or liquidation of an
agency's program involves two principal phases. One consists of planning \
in detail the nature and extent of the changes -~ programs to be eliminated, |
reduced, or altered; field offices to be closed or relocated; number of
personnel to be released and number tc be retained; directives to be pre- .
pared and issued; fiscal records to be closed out —- and the timing and
sequence of the administrative steps that must be taken. The other phase
is the preparation of the agency's administrative service records and controls
to effect rapidly and smoothly whatever changes are found necessary. Such
records and controls must be in shape to handle the change regardless of its
nature or timing; and the earlier this condition is achieved, the better for
the agency and the Government. Such basic preparation is:a. requirement
common..to all affected agencies. e S

e

The four check lists will serve as only one part of a’complete agency
program to assure that its records and controls are satisfactory. This
part of the over-all program requires the assignment of specific responsi-
bility to one top official, with such assistance as may be necessary; to .
develop a plan for the evaluation and improvement of administrative service:

records and controls; to issue directions for the guidance’ of participants
throughout the agency, ir the field as well as at the headquarters; and to
carry ont completely the provisions of the plan. TIt-will be necessary

to decide how ‘copies of the check lists will be distributed in the agency,
what additional instruetions will be given, what will be the:time schedule
of the necessary action, and how status and. progress will be  reported

aad evaluated at each level or in each area. :The official in whom'is
placed over-all responsibility should be assured that problems are identified;
detailed plans and schedules are adejuaste, and actions are taken on schedule.




-2

If instances exist where records or controls are in such inadequate
conditions as to require the expenditure of excessive time and funds to
bring them to normal standard, special consideration will need to be given
by the directing officials of the agency, in consultation with the Bureau
of the Budget and other agencies concerned. . .

An Examiner of the Bureau cf the Budget will discuss this program with
the official whom you have designated to work with the Bureau on reconver-
sion matters, and no action need be taken pending this discussion. The
Bureau is prepared to make available additional copies of the bulletins
and further to provide specialized advice and assistance in vorking out
agency programs. *

HAROLD D. SMITH
Director

Attachments.




MANAGEMENT B ULLETIN

Personnel
records and controls:

A check list for evaluation and

Rt

improvement

EXECUTIVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET m JANUARY 1945




PERSONNEL
PURPOSE OF CHECK LISTS

This bulletin is one of a series designed to assist agencies in the immediate appraisal
of administrative records and controls as part of a menagement improvement program. It will
also be useful to facilitate the development of plans incident to program adjustments in the
subsequent tramsition from war to peace.

These bulletins have been prepared in the form of check lists of questions, so worded
and arranged as to identi fy conditions which, if neglected, may create increasingly serious
problens in day-to-day operations. They are intended for use by operating supervisors in
agencies or parts of agencies, as a basis for detemining steps necessary to correct such
conditions.

These check lists are guides to action. The actions to be taken, as a result of the
appraisal, should be scheduled for orderly accomplishment. Administrative officers should
follow~up continuously to make certain that the work is completed as plemmed.

In the development of the material for these bulletins valuable suggestions regarding

scope and context were made by officials of the General Accounting Office, Civil Service
Commi ssion, Treasury Department, National Archives and other agencies.

CONTENTS OF THIS CHECK LIST

In preparation for curtailment or liguidation, agencies must take o number of important
steps to organize and condition their personnel records. The time consuming nature of the
wrk involved demands that it be given early attention. Ihis check list does not cover all

preparing for any adjustment in departmental and field offices which will result in the sep-
aration or transfer of personnel, agencies must be in q position to:
. 1. Separate employees in accordance with existing ﬁ,mmin:o:m. .

2. Make proper provision for employees! leave.

3. Bstablish adequate personnel policies to moem._ﬁ: during the period of :ﬁ‘gn:o:.,.

4. dssure that certain Tecords are in proper shape for transfer to the Civil Service
Comnission or to other agencies, and that open transactions will be terminated.

5. Transmit necessary infomation to the Civil Service Commission,

R-0688 Section I bu-cover

PERSONNEL . e
1. la) Has an official been charged with specific responsibility for de-

veloping and executing a reduction in force program in ‘conformity . D D

with all applicable laws and requlations? .o Yes - No ..
(b) Has an official in each field office concerned been charged wi'th i :

specific responsibility for carrying out the reduction in force D D .

Program prescribed by the central office? Yes - No

2. (a) Has the entire agency been studied to determine competitive areas D D

as defined in Civil Service Departmental Circular 5107 ' . Yes Mo

(b) If no. what steps are being taken to determine and establish such ‘competitive areas?

() If yes, have proposed competitive areas smaller tham g government D D
entity been submitted to the Civil Service Commission for approval?  Yes No

3. Are the mo._...—oim.so documents filed in individual personnel folders?

() Standard Form 57,%or equivalent D D

Yes No

(b) Civil Service or other dppointment authority (if this is a docu- _ D
ment for only one individual) B Yes No

(c) Documents, if any, supporting employee’s Civil Service status ' D D
Yes No

(d) Notice of personnel action D D
" Yes No

(e) Standard Form 61, or oath of office and personal affidavit (or
equivalent)

(f) Efficiency wnmwuo forms

(g) “Correspondence and forms relating to. military service

(h) " Documents supporting employee’s. draft statis

(i)' Beport of mzw,nnv..—._.w,: investigation end nHm.nﬂgmm n.mo,::.nnnm (if
any) -

{(j) Leave records (covering separated m._ﬂmwowmmm,v

oms —..m.—qﬁbn, to medical history {except where = -
sich records ‘dre housed. in:the medical” division) - o ©. " Yes' No

L T B-0888 Sectien I'P1. or B-bu-cos~gfo.
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4. (a) How many folders contain the above documents up to date?
(b) How memy folders do nét contain the above documents up to date?

5. Are personnel folders divided into separate files for:

(a} Active employees , D D

Yes No

(b) Inactive employees (former employees on military furlough, leave D D
without pay, with reemployment rights, or restoration rights) Yes Mo

(c) 'Separated employees D D
Yes No

6. (a) How many inactive employees have restoration or reemployment rights?
(b) Are the personnel folders for each of these employees complete? D D
Yes

7. What control is maintained to insure that leave records are posted up to date?

8. How many leave records are not posted up to date?

9. Is a individual service record card maintained for each active or D D
inactive employee? Yes No

=
minl

10. If such a card is maintained, does it show the following:

()  Nome

(b} Position title .

Yes No .
() Service (e.g. CAF, CPC,P) D D ,
~ Yes
(d) CQlass (from schematic outline) , —H_ D
' ' Yes
{e) Grade s ’ oo D D
' ' R Yes No’
) manwanw ' ST R Lo o - D D
o Yes No

(

Ag) ...,_.Wmmacnnnm_.m

i3 3w AUN0 L . .

1-068B Seilidn’ 1 paliud

(i) Current efficiency rating '
o Yes. - No

(j) Type of appointment (classified, excepted, war service nnnummmﬂ. .
war service appointee, temporary, nmmav._.ou\mm annuitant, veteran of . .
World War II restored to &cnw merchant mariner restored to duty, D D
ete.) Yes No

(k) Vetereon's preference

(1) Total length of federal service (including active military serv-

ice) o ‘- Yes No
; (m) Organizational unit in which employee works D D
1 Yes No
el .
(n) Reemployment rights in another agency B D
Yes No
(o) Reemployment rights in the agency (for inactive employees) D _H_ B
' ' S Yes No~
(p) Restoration rights in the agency (for inmactive employees) D D
Yes  No - .
(q) Expiration date of retention rights D D !
’ Yes No R
(r) Retention preference classification : D D B o
) Yes No .
(s) Competitive level D D
Yes No

11. If such a card is maintained is it easily mo:n.wum by manual or me-
chanical means? ; Yes No*

12. How momy of these service record cards:
(a) Have not been posted up. to date? ) '

(b). . Have not yet .v,mmn m.unm, ared?

13. Are these service record cards divid as to'active employees, in-
active employees with wmmsvho%smsn or': nmmnonnnpou E.mrnm and
separated. employees?

i

14. . (a) . How many wnno:‘ﬁ ,mavu.o._\m..n.m, are ‘there ‘on: : E T

(1) - Leave without pay? .

m.ﬁl.vcmr .. other, .,n,rnﬁ n,_wt.nnnw.w. A

(b) 'In onmmn to determine mxnnn.;\ ﬁﬁnr om these ‘indctive’ msvu.owmwm ummm vm, ooumummu.om
in reductions in force, avnn mnmvm are wmvbm taken to.find out a&mnrmﬂ nvm% mvo:..—m

w- - ) S

Lo W
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be separated or returned to duty? : o C o
: 24. What provision has been made to report all such open cases?
15. (a) How many employees are detailed: 25. (a) On the average, how meny pieces of personal mail go through the mail
. room daily? : -_
(1) To other agencies? (2) From other agencies? -
(b) What plans have been made to end each such detaii as soon as program activities (b) Have employees been instructed to discontinue sending outgoing per- D D
are curtailed? sonal mail through the agency mail room? " Yes No

(c) Have employees been instructed to ootify all correspondents to send- D D
no more personal mail to them at their place of business? Yes No *

16. When a reduction in force is necessary, what action will be taken to insure the rating
of each employee who has not received an efficiency rating in his present position and
grade? ) ' Ffor check list .questions about Form 2806, "Retirement Rec-
ord Card" see questions 32, 33, and 34 in Piscal Check List

17. Yow many appeals on efficiency ratings have not been settled?

12, What provision will be made for telling affected employees of a prospective reduction . . Y
in force and of their rights and privileges under such a program? ' :

1. What policies will be adopted to restrict promotions while agency activities are being
liquidated?

4

20. What policies will be adopted for preventing the granting of unearned leave when activ-
ities are curtailed? : : '

21. How many unanswered Standard Forms 63, ..mma:mmm for Persennel Data and
Leave Transcript” are on hand?

22. How many Forms 63 submitted to other ogencies have not yet béen answered?___ '

23. How many unreported employee compensation cases are on hand? _—

Prepared. by
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RECORDS

PURPOSE OF CHECK LISTS

This bulletin is one of a series designed to assist agencies in the immediate appraisal
of administrative records and controls as part of a management improvement program. H.n will
also be useful to facilitate the development of plans incident to program adjustments in the

subsequent tremsition from war to peace.

These bulletins have been prepared in the form of check lists of n.cmwnwoa.? so ao«n._mm
and arranged as to identify conditions which, if neglected, may create wunnmnmwbm..; mm_...ﬂocm
problems in day-to-day operations. They are intended for use by operating supervisors in
agencies or parts of agencies, as a basis for determining steps necessary to correct such
conditions.

The actions to be taken, as a result of the

These check lists are guides to action. .
Administrative officers should

appraisal, should be scheduled for orderly accomplishment.
follow-up continuously to make certain that the work is completed as planned.

In the development of the material for these bulletins valudble m:@ﬂmmnw.onm regarding
scope and context were made by officials of the General Accounting Office, Civil Service
Commission, Treasury Department, National Archives and other agencies.

CONTENTS OF THIS CHECK LIST

Three groups of items, dll concerned with agency records in the central headquarters

and field offices, comprise this check list.

1. The first group is designed to indicate action needed within the agency to

prepare for disposal of records.

2. The second group will develop information which should be readily available
for the formulation of a records disposal progrom within the agency and to
facilitate over—all planning by the National drchives and the Bureau of the

Budget.

3. The third group suggests action necessary in naem,wog:m a sound records
management program for continuing agencies. (For such agencies, groups 1
and 2 gre also pertinent.)

B-0608 Section IV bu~front cover
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RECORDS

sﬁmmobhotwtammommQﬁ&ﬁgm.ﬁw bw.ﬁazhb&QH%@HQ;&@;Q&NQESEP@ AN AGENCY NUST PAXE NQ..%. -
PREPARE FOR ORDERLY DISPOSITION OF ITS RECORDS. : .

1.

(a) Has anyone been assigned responsibility for developing a records D D
disposal program? - Yes No

(b) If responsibility has not been assigned, when will it be?

What is the extent of the records disposal officer’s authority to make mmnmawuawgm‘
regarding the disposition of records? '

(a) Has an official been designated to act as liaison officer with the - _H_
National Archives? Yes No

&

(b) If an official has not been designated, when will one be named?

What organization is plmned to accomplish the purposes of the records disposal program?

Hmnrmwmooumm&mvomn._.mnnmmmnsﬂwnnaw;nrm zﬂ»o:nphﬂnr?mmvnvﬁ- o
cation entitled "How to Dispose of Records’® (Copies may be obtained D D
from the Fational drchives.) . - Yes No

Eﬂmnnn..—gvmmsnnwmbnonmmcwm theireturn of all material withdrawn from :
the files immediately after it has served the purpose for which it was D _.zl\m_
. R , . 5

withdrawn? . L : . Yes

What centrols have been establish

ed to prevent the improper withdrawal or aw.nvro._.&.um of -t
material from the files? B . : : L e .

(a) Have records:been' surveyed to determine .their mwmvoww:mn,nu

(b) If no,’ when will such ‘a’survey be ,nmav,pmn.mmv.. v . K S
: : PR CE Srp . S
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9. What specific plans have been developed to identify and segregate by function those 16. How many cubic feet of records are not covered by disvosal lists and
records which may be transferred to other agencies? schedules submitted to National Archives? . L

17. Give the »‘o._:_.oaw:oA information regarding disposal lists and schedules approved by the
National Archives:

{a) No. of Lists ; Items Cu.Ft.

(b} No. of Schedules Items G Ft.

s g

18. What action has been taken on the approved disposal lists and schedules?

10. Are the contents of the files so arranged that non-essential material can D _H_
be readily separated from essential material? Yes No

1l. In order to make the disposal of records easier, what action is being taken to separate
the active from the inactive?

b o

19. How many cubic feet of records covered by approved disposal lists or
schedules have been disposed of since June 30, 19447..
; 3

) 20. How many cubic feet of non-record material (carbon copies, duplicate mimeo-
12. In order to aveid unnecessary handling and shipping by disposing of non- graph releases, etc.) have been disposed of since June 30, 19447
essential records in their present locations, will disposal lists and B
schedules be processed for all field records by the time field offices D D
are closed? . Yes No '

2l. If any records have been microfilmed, indicate:

13. Has the National Archives been consulted in the preparation of disposal D D (a) Number o».,nc. m,a. mw.._.amm
lists and schedules?

() Inactive , !

Yes No B R - N B
(b). Number of Cu. Ft. om o:ﬂ.nnw records mpmvommm of Q».nmn mp.;:.bn TRl
THE INPORMATION CALLED FOR IN T FOLLOWING GROUP OF ITEMS SROULD BE READILY AVAILABLE FOR . 22. What ‘series or units, n%wﬂ ing bow neny cu. ft. of .nmno&m have been q@,&mﬂ& e,
THE DEVELOPMENT OF 4 RECORDS DISPOSAL PROGRAM WITRIN THE AGENCY AND TO FACILITATE OVER-ALIL co. L T
PLAFKING BY HE NATIONAL ARCKIVES AND THE BURSAU OF THE BUDGET. () Natiomal Archives: : o
Series : " Cu. Ft.
14. What is the estimated total number of cubic feet of records by the following classes: - . ) St . : B
’ : : {b) - Other ‘agencies: o oo
(a) Active (b) Intermediate o o . : U ' " .
, Agency.._ : - Series RS _CaFr.

o y: ?mm:n%, ,,mm,,n.,....rmm.,

, ) [ h@muﬂw Sl ,Mmmh..mux R
15. How meny disposal lists and schedules covering how many items have been submitted to -the - : E R o . T

National Archives: 23. “How .-.o:.m nmnmn mmnmnakannkos mon Hpmcpmnn._.o: E.E. pn nn_nm to. m._.mn.xvmm om n..:. _u_..omﬂna

R records?: : : [ i L
(a) No. of Lists _Items Cu.Ft. T } I ; j R . : o Lo T : .
, 30 aau\mD T e m@.,m,_u; : - ,.wc.m.n%m.,D ,
(b) No. of Schedules Items Cu.Ft. . ; . - : , o S . R ST

, : , R : ) Lot © . . B-0888 Section IV P3-hu-
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%
24. (@) Has anyone been designated to prepare a written history of the «ad-
ministration and operations of the war-related activities of the

agency? '

[J [

Yes No

(b) If no, how soon will someone be designated? P

25. What progress has been made in writing the history?

26. How son after date of liquidation will the history be completed?

WEILE THE FOREGOING ITEMS SUGGEST ACTION NECESSARY IN REDUCSION OR LIQUIDAZION, THEY ALSO
" HAVE VALUE TO 4 CONTINUING AGENCY IN DEVELOPING A RECORDS MANAGEMENT PROGRAM. IN ADDITION,
THE FOLLOWING ITBMS SKOULD BE CONSIDERED.

27. (a) Has a records officer been designated with general responsibility for D D
developing a program for improved maintenance and control of records? Yes No

(b) If yes, what progress has been made in starting such a program?

(¢) If no, when will such an officer be mmmwannnmm..... -

28. What procedure has been established for the classification of records as active, inter-
mediate, or inactive? N )

H-06688 §e 1ion IV Pd-bu-~

30. (a)

(b)

nw.swnnvnoammcnmrnmvmmznmovnmmno vnof._.mmmonnvmvnmmmmwgnnwon,&nmnonmm,n.mnoﬁu.mw«
ultimate disposition? : . . R

Yes- - No-.~

Have depositories been established for housing inactive records?

If yes, give

(1) Location (2) Square footage

(3) Tf leasediw annual rental per sq. ft. §

If no, what safequards have been established to prevent the accumulation of m.bn,nf.hm
records in space which otherwise could be used;as office space?

: : . © - “Rlpe@s Section” IV Psmbu-Fi
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, A_ , PROPERTY

- PROPERTY } ! )
. , 1. Has onyone been given specific responsibility for development of a plam : . s
for control of leases and property with direct reference to liquidatien D D
PURPOSE OF CHECK LISTS or curtailment? < -~ Yes  TWo
This bulletin is one of a series designed to assist agencies in the immediate appraisal 2. la) 'Has an official been charged with specific responsibility for de-
of administrative records and controls as part of o memagement improvement program. It will veloping and executing a program to dispose of property, in- :
also be useful to facilitate the development of plans jncident to program cdjustments in the cluding administrative equipment ond supplies, in conformity with D D
. the Surplus Property Act of 1944 and all applicable regulations? Yes  'No e

subsequent transition from war to peace.
' (b) Which disposal agency or agencies will be responsible for disposing of such prop-

erty?

These bulletins have been prepared in the form ot check lists of questions, so worded
and arranged as to identify conditions which, if neglected, may create increasingly serious
problems in day-torday operations. They are intended for use by operating supervisors in
agencies or parts 0,,m agencies, as a basis for determining steps necessary to correct m:ﬂ&,,‘.,

condi tions. N ) } A
N .

These check lists are quides to action.
appraisal, should ..m.mnrmms.—mm for orderly acc
follow-up continuoisly to moke certain that th

" R . . = . - m B

The actions to be taken as’a result.of the () mn.um liagisen vmm: mm.nnvrmrmm .:,..,nr the Surplus Property Board and the D D
o > K disposal agencies listed above? Yes No

omplishment. Administrative officers should

e work is completed as planned. (d) With regard to each disposal agency, what plens, programs, ond working relation-

. . . - . i : ships have been developed?

In the development of the material for. these ‘bulletins valticble suggestions ,nmﬂn,n&na
scope and context yete made by officials of ;the General ' Accquh ting Office, Civi} Sérvice .
Commission, Treasugy Department, National Arthives dnd other agencies. . .

. i . g

3. Are inventory records showing quantity, identification and purchase price maintained
for each of the following types of property? (If answer is yes, indicate whether or

v . , , - not records are posted up to date.)
I . ' ; . Posted up
BZHmZAmOmHmH%QmQEm._. , to Date

;o (a) Zn,nmlnwm and supplies i stock ' D D D D |

This check list is not intended to cover all phases of effective praper management, )
but relates particularly to surplus property. Its application to departmental dnd field' ' i Yes No Yes No
offices will assurg §_nu.. « . ]
; (b) Publications in stock _H_ _l.ll_ D _H_
1. There is wdequate protection against property losses. , ) Yes No Yes AZO.v e .
2. The kind,, ﬂyn.::@_ location, condition and velue of surplus property con-be promptly {e) Blonk forms in stock - D D D D R
made w:o_.w to the Surplus Property Board so that transfer can be expedi wmm..., ) Yes No ,kmm. No
3. Surplus vﬂovmﬂg will be safeguarded until tronsferred. i W mn?w!smnn _u ..D D . D
: ) . . Yes No- Yes No
18 i o : ' .
4, Property ¥n éxcess of requirements will not be acquired. . ' . - : : ! N o
: (e) Property loaned to other agencies '™ | T o R
5. Leases E.,?,«,Sﬁ be continued beyond the period of need. . Yes - Mo Yes - %o 2 <
| (). Property on.loan from other agencies or other D D _H_
e . . . e P -1 soitrces* , : . ; . Yes < .’No. = ..
T . ; N A ; (g}~ Real property (including appurtenarces: thereto) D D IR
B SRR [ roa . - R - - ) : iuYes . Nowi oo
. T i : Vo y e 2 :
*purchase price ,:o»,:,mn,mw,.,wn: .
u:...ooul,.woclvl..

'§-0686 Section 11 Pl of: 8-
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lo.

If the above records are not maintained up to date, have detailed plams

been made to develop such records for declaration of surplus property? Yes

Are records showing wnit or person to whom property is charged maintained
for each of the following types of property:

{(a) Equipment D D 11.
Yes No
(b) Property on loam from other agencies or sources D D
Yes No ,&_
(c) Property on loamn to other agencies _H_ D v
Yes No
12,
(a) As of what date were physical inventories last made and reconciled
with the property records? [ —
(b) How often are such reconciliations made?
13.
{a) Have all losses, breakage and obsolete items been surveyed off the _lll_
records? Yes No
(b) If no, when will such action be or a current basis?
(a) Are general ledger accounts maintained showing the purchase price
of equipment?
(b) If yes, as of what date were the equipment inventory records recon-
ciled with the general ledger control account?
(c}) How often are such reconciliations made?
14.
If adequate records are not maintained, or if physical inventories have
not been token, have specific plans been made to identify, locate and D D
price all surplus property for declarction and transfer? Yes Neo
Are accountability control records maintained for the following items issued to indi-
viduals? (If answer is yes, show last date through which all outstanding items have
been recorded.) )
(a) Tramsportation requests D D 15.
Yes No Date
(b} Tox exemption certificates D D 16.
Yes No Date
(¢) Postage stamps D D
Yes No Date
(d) Street car tokens D D !
Yes No Date
{e) Bills of leding D _H_
Yes No Date

H-0688 Section I P2-bu-
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(f) Identification cards and building passes D D N
Yes = No . Date

(g) Portable items of equipment which are readily D D . .
convertible to persenal use Yes No Date

Is such control so designed B.E operated that:

(a) Au employee’s last check is mot unduly delayed after all items

charged to him have been accounted for? Yes

L]
3] &

(b) The government’s interests are adequately protected?
. Yes

In order to be relieved of accountability for envelopes mnd other items
bearing the penalty indicia have provisions been made to notify the Post
Office Department of the dispesal of all such items surplus to cgency
needs?

Fo

[

Yes

(a)

Vhat is being done to insure the maintenance of strict balance between property -
inventories, including publications and blank forms, end future requirements?.

{(b) Has this balmce been achieved by:

i
0 O

Yes No

(1) Declaring as w_.h.g._.:m all excesses as they develop?
(2) Reducing procurement to prevent overstocking?

What controls are employed to aveid creating an obligation by mewns other. than the:
issuance of an obligating document? ' .

oo

mn.«m,ov.d.woaﬁ:o documer'ts been issued for all commitments?
: L Yes .. - No:

(a) Have steps been taken to insure the prompt:receipt of supporting
documents such as receiving reports; invoices, etc.. necessary to’.
clear “open” procurement files currently? ‘

(b) Emi,aﬂ.é vnuos,nma_m:n files have been “in; an v..omm::vu.n,ﬁn:m.v m.,nﬂ

(1) 21 ‘to' 2 months? .,ﬁwv "2t03 ;?ounvw@ ,

to 4 ao,:»vmm ,

(3.3

(4) 4 __..m_.,p.nr.m,.on,,,soy.mw :

5-0688 ‘Section II P3-bu-’




(c) What action steps have been developed to insure the immediate cancellation of such
incompleted contracts,or orders, in the event of reduction or liquidation?

17. la) Are provisions made for obtaining prompt replies to exceptions taken
by the agency fiscal office or the General Accounting Office on pro- D D

curement activities? Yes No
(b) How many such exceptions have been inanswered for:

(1) 1 to 2 months? (2) 2 to 3 months?

(3) 3 months or more?

18, f{a) Is full advantage taken of the services availeble for all equipment D D
procured under free service guarantees? Yes No

tees readily available to go with any equipment declared surplus or

(b) Are records showing services still obtainable under service guaran-
otherwise tromsferred? Yes

19. Are the instructions for operation, care and service for special or
technical equipment available for transfer when such equipment is de-

clared surplus? Yes
Yes

20. Are perishable items, such as film, stencils, carbon paper, stored with
cure so that there is as little spoilage as possible?

21. Vhat protective measures are taken to safequard surplus property before custody is
assumed by a disposal agency?

22. What steps have been taken to dispose of surplus blemk stendard forms?

23. What is the approximate weight of publications and blank forms on hand that are:

Hucw._:_..onnmo:m Blank forms

{a) Obsolete?

(b) In excess of minimum requirements?

-4 .

H-0888 Section IT P4~bu-
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24, Has consideration been given to the possibility of discontinuing ware-

et ———

housing activities and progressively relying upon the facilities, where = D D
available, of the Procurement Division, Treasury Department? . Yes. - . No:

25. How meny continuing obligations composed of contracts and’ leases requiring
periodic payments are now in force?

26. What types of cancellation or adjustment rights on the part of the government are
provided for in new contracts and leases and extensions of old contracts and leases?

27. (a) Is there readily available sufficient information such as neme of
contractor, nature of service, cost, cancellation rights, etc., to :
simplify termmination or adjustment of all utility or service con- D D L
tracts ond leases for all types of space? Yes : No '

(b) What controls have been established to provide for prompt termination or adjust- -
ment of such contracts or leases when all or part of the service is no longer”
required? : : :

k.
(c) Since June 30, 1944, as a result of these controls,jhow manv contracts or leases
have been: :

(1) Concelled?. (2) Adjusted Downward?

28, What steps are being taken to mmﬁ&o_u, a termination schedule of contracts and leases’
to be followed upon determination for reduction or liquidation? ’

29. Has odequate provision been mdde for the alteration and restoration of D D EE
released space in cccordance”with .the terms of the lease? Yes No . :

Prepared by ; U,n»i.., SN S L
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FISCAL

PURPOSE OF CHECK LISTS

This bulletin is one of a series designed to assist agencies in the immediate appraisal
of administrative records and controls @s part of a management improvement program. It will
also be useful to facilitate the development of plans incident to program adjustments in the
subsequent transition from war to peace.

These bulletins have been prepared in the form of check lists of questions. so worded
and arranged as to identify conditions which, if neglected, may create increasingly serious
problems in day-to-day operations. They are intended for use by operating supervisors in
agencies or parts of agencies, as a basis for determining steps necessary to correct such
conditiens.

These check lists are guides to action. The actiens to be taken, s a result of the
appraisal. should be scheduled for orderly accomplishment. Administrative officers should
follow-up centinuously to make certain that the work is completed as planned.

In the de.elopment of the material for these bulletins valuable suggestions regarding

scope and context were made by officials of the General Accounting Office, Civil Service
Commission, Treasury Department, National Archives and other agencies.

CONTENTS OF THIS CHECK LIST

This check list sets forth some of the major steps in the administration of fiscal ac-
bivities which should be examined periodically in each fiscal unit of the central headquar—
ters and field offices to insure that:

1. Backlogs of work are eliminated.

2. PRecords are posted up to date.

3. Payroll deductions are recorded accurately.

4. 411 subsidiary records have been properly reconci led.

A-0668 Sectlon III bu-front cover

Do e

FISCAL

(a) Have general ledgers been completely posted through the end of the - D D
preceding month? " Yes, . No

(b) If no, what is the last month through which complete postings have
been made? -

(¢c) As of what date was the last trial balance taken and reconciled?

2. As of what date was the account current last reconciled with the general

3.

4, As of:what date were the

ledger?

For each of the asset accounts, indicate the date of last reconciliation with subsidiary
records, (If such reconciliution was not made at the close of the preceding month, give
the amount of discrepancy.)

) . Date of Last
Bccount . . Reconciligtion Discrepancy .

(a) Accounts Receivable

(b) Loans Beceivable

(c) Investments

{d) Stores

(e) Fixed Property

(f} Equipment

(g) Others, except cash: X

,wmmvmoge.m columns ‘of: wv.m,,.,nu.wo tment ledgers
verified with the corresponding general ledger ‘control accounts? : |.|||.

(a). Vave controls been established vmo,wsm,,:,um that all collections are

mmvomw ted promptly?

(b) .,H..,on all c:mm,vomwwm,m collections-on .:ﬁ...mw....i m.%m.m,mm om.,wo.m.pwm.. lis

(1) Nurber SR , () ?9.:,.,", s




(a) Are there any unidentified collections in special deposit accounts? D D

(b) As of what date were the subsidiary records of unidentified collec-
tions last reconciled with the special deposit account balances?

(c) How often is such a reconciliation made ?

(d) For all such unidentified collections list:

(2) Amount $

(1) Number

(e) Vhat steps are being taken to clear these deposits?

7. Does the total of the tax deductions as reflected on the individual
earnings record cards agree with the balance of the specicl deposit ac-
count for tox withheld plus the omount turned over to the Collector of

[0

Internal Revenue during the current calendar year? Yes No

8. Does the total of unapplied bond balances as reflected on the individual
earnings record cards {or bond allotment cards) agree with the balance D D
Yes No

in the special deposit bond account?

9. Does the total of the retirement deductions. as reflected on the indi-
vidual earnings record cards, agree with the amount deposited to the re-
tirement and disability fund {current fiscal year) as indicated by the
general ledger?

0]

Yes No

10. If the reconciliation of retirement. tax, and bonds has not been made, what ‘steps are
being taken or are contemplated in order to reconcile these items? '

11. {a) Did the total of the individual tex returns {Form s-,mv agree with

the amounts turned over quarterly to the Collector of Internal D D
Revenue (Form W-1) for the previous calendar year? Yes No

-2 -
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) If no, what steps have been taken

12, (@

(b)

14. (a)

(b)

settlement?

H..w,mn accounts receivable by age groups as ».ozoem",

Number

(1) Under 3 months

(2) 3 to 6 months
(3) 6 to 9 months

(4) 9 to 12 months

(5} 12 months or over

What steps are being taken to put collections on a current basis?

. Are all obligating documents nmnoy‘m,mm, wa,nrmmnooc_,-nm.n.nnvmnwim
the obligation is incurred? ' : ’ ' )

If no, specify-types which are not.

0

Yes

or are contemplated to make a reconciliatien or

‘No

o0

Yes: - "No




(c) For such types explain at what step in the procedure obligations enter the accounts. 19. (a)
(b)
: e}
15. What is the volume of known obligating documents which have not been entered in the
accounts: .
(a) Number (b) Amount $ '
16. (a) Through what date have all known obligations been entered in the
accounts?
(b) What is the estimated volume of obligations for which no documents have yet been ,Nc @
prepared or routed through the fiscal office? - e
(1) Number (2) Amount $
17. What steps are being taken to record obligations which have not yet been entered in the (k)
accounts?
2l. (@)
(b)
18. (a) As of what date were the unliquidated obligation documents last ' , )

completely reconciled with the allotment ledger account balance
of unliquidated obligations? ’

(b) How often are such reconciliations made?

(¢) If reconciliations have not been made currently what steps are being tuken to get
them on a current basis? .

23. An,v

88 Section IIT Pgmbu--

22.. How many vouchers normally. are mnrmmn.ﬁmm, for payment eqch month?

.Hm periodic analysis made of the unliquidated obligation documents, . v ,
including blanket obligations, to determine their validity and ad- D D -
just outstanding obligations us necessary? . ,

Kmm No

If yes, how often is such an analysis made? ) L @ .,E

If no, what are the plaps for making such an analysis?

If objective ¢lass, activity, project, or other distribution records
below the allotment level are maintained, as of what date were such
records last reconciled with the allotment ledgers?

How often are these records reconciled?

. B
Does the operating unit responsible for the audit and certification '
of vouchers receive promptly all supporting documents, such as
obligation documents, receiving and inspection reports and
vendors' invoices?

mpny

If no, what are the plans to secure documents in support of vouchers now on hand
and to insure their prompt submission in the future?

Fow many unscheduled’ vouchers: are ‘on hand? . E
DR o ; -

How. ;n.m% of “these are unscheduled because ‘of :

(1) .Excessive work ,u..onmw. . R .

(2) Hsnnavwmﬁmm "supporting documents?

H-0688 Sectton ITI Poibu-




24. How many General Accounting Office exceptions, by age groups, are on hand for which re-

plies have not been submitted? 29. (a) How many travel advances are outstanding against employees in a

non-travel status who are not likely to travel during the re-

(@) Under 3 months (b) 3 to 12 months - nainder of the fiscal year?

(¢) 12 months or over _____ : (b) What steps are _umwna,nnwmn to obtain immediate refunds from such employees?

25. What steps are being taken to reduce the number of exceptions on hand?

P

26. How many General Accounting Office disallowances are outstanding ogainst 30. (a) What is the average time lag between date of final deduction
certifying officers? for the payment of a bond and its issuance? '

27. What steps are being taken to dispose of these disallowances? o
(b) If this time lag exceeds 15 days, what steps are being taken to put bond issuances
on « current basis? E

28. (a) Is a separate file maintained of all uncleared vouchers which : .
have been submitted to the Genmeral Accounting Office for ' D D '
direct settlement? .Yes No

’ 31. What plans are proposed at the present time for stopping bond allotment authorizations
(b) Do these files contain complete supperting data, such as con- and clearing unapplied bond deduction balances in case of ‘agency wmm:n»woﬁ. ,_wa:wmnnwon..m
tracts, purchase orders, receiving reports, etc., so that in- D D , : ~ or transfer of functions? [N . . o : .
quiries from General Accounting Office may be answered promptly? Yes Mo : : B S

{e) If no, what steos are being taken to secure such data? .

mN.Iotso.:w nmnwwm__,ﬂmsn Hmnom@nnnmm:,m.ons N,mOm. no<mn.¢.5&..k nsvu.o.%m,,mm. v,-q<m ..ﬂ,.

j
M . R Lo
. * yet to be prepared?.’ PO, - FRLNE o i —
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33. How many Forms 2806 have not w.mn been completely posted and balanced through Fiscal

Year:

(a) 1944 (b) 1943 —

(c) 1942 or before

34. How many Forms 2806 for separated employees have not been completely
posted and forwarded to the Civil Service Commission?

35. For what fiscal year was Form 2807-2, " Annual Summary of Retirement Fund

Transactions” last prepared and submitted to the Civil Service Onz_s_.w.mmw,o,smv

36. Prior to issuance of the final salary check to the employee, what steps agre taken to

insure that:

(a) Any necessary cdjustments have been made because of overdrawn leave?

{b) Any travel advamnceé made to the employee has been liquidated?

(c) The amount of the check is correct or a refund is obtained in those cases where
an employee transfers during the pay period and the check is drawm for the full
period?

H-0688 Bection III PS-bu~

37.

38.

Prepared by o : Date’

St —

(d) A1 property, such as' Travel Requests, Tox mxmsnn.mou‘ Certificates, gnnnz,m,h..nwam..
identification cards end passes issued to the employee, has been returned?

What controls are maintained to insure prompt cancellation of special quthorities (such
as certifying authority, contracting authority, etc.) when an employee is separated?

For each of the following types of active accounts list mvvnonnwnnwg— symbol and title

and source of funds and indicate action to be taken to clear the account of unobligated

or unexpended balances not needed:

(a) Working funds .
(1) Advences received from other agencies
(2) Advaices issued to other agencies

(b) Allocations . S L
(1) From Lend-Lease ‘ v
(2) From the President’s emergency funds .

(e) %vnenMnnwou transfers
(1) From other nomu,nmmm,

(2) . To other agencies

(d) Trust Funds

Séction ITI. P9<nobu-Final-




EXECUTTVE OFFICE-OF THE PRESIDENT
BUREAU OF THE BUDGET
Washington, D. C.

December 1, 1944 ) CIRCULAR NO. A-36

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: Deferred pey days and change in pay perioeds

1. A Joint Commigtee cempesed of representatives of the General
Accounting Office, the Treasury Department, and the Sureau of the Budget,
bas nade a comprerengive study of Federal pay roll administration. Tre
commitiee found that one of the major difficulties in pay roll accounting
was caused by the practice of preparing pay rolls and checks prior to
the close of thie pay pericd and the consequent cancelling of checks, pre.
paration of supplemental rolls and numerous adjustments in accounts.
Also, in those departments and establishments where the pay .periodgido
not coincide with the calendar month, additional work is necessary to
adjust accounts to the fiscal year. .

2. Effective January I, 1945, each department and establishment
shall make the following changes in pay roll administration for per
annum employees in order to improve and simplify pay roll accounting.

(a) Uniform semimonthly pay periods ending én the fifteenth
and last days of the moanth shall be establishedl

(b} Pay rolls stall te brepared after the close of the pay
period. Payment shall -be made Wwithin 12 days thereaf'ter, in accordance
with a schedule of pay days to te established by the Secretary of " the
Treasury . )

In order that employees will be inconvenienced as little as
possible, ‘the deferred pay days may be instituted gradually in succesggﬁe
steps until the necessary numter of days is established. '

3. The adoption of the procedure set. forth in this cireular will
extend and make uniform a practice that has already been established in
1 departments and establistments which employ over 70 percent of the
civilian personnel in tie Federal Government,.

HAROLD D. SMITH
Director

(No. A-36)




EXECUTTVE OFFICE OF THE PRESIDENT
BUREAU OF THE BUDGET
Washington, D. ¢.

December 1, 1944 CIRCULAR NO. A-36

TO THE HEADS OF EXECUTIVE DEFARTMENTS AND ESTABLISHMENTS

SUBJECT: Deferred pay days and zhaoge in ray pericds

1. A Joint Committee compesed of re
Accounting Office, the Treasury Department, and tne fureau of the Budget.
has made a comprerensive srudy of Federal pay roll administration. Tre
commitiee found that ane of tpe major difficulties in pay roll accounting
‘was caused by the practice of préparing pay rolls and checks prior to
the close of the pay period znd the consequent cancelling of ctiecks,
paration of -supplementai rolls and numerous adjustments in accounts.
Also, in those departments and establishments where the pay periodéhdo
not coincide with the calendar month, additional work js necessary to
adjust accounts to the fiscal year. 3

presentatives of the Genersl

pre-

2. Effective Januery 1, 1945
shall make the following changes j
annum employees in order t

. each department and establighment
n pay roll administration for per
© improve and simplify pay roll accounting.

(a) Uniform semimonthly pay periods -ending on the fifteenth
and last days of the moath shall be established. - ’

{b) Pay rolls snall te
period. Payment shall be made wi
With a schedule of pay days to re
Treasury. :

prepared after the close of -the pay
thin 12 days thereafter, in accordance
established by the Secretary of the

In order that employees will be
possible, the deferred pay days may
steps until the necessary

inconvenienced as little as
be instituted gradually in successive
nuamter of days is established. 5

3. The adoption of the procedure set forth in this circular will
extend and make uniform a practice that has already been established in
1% departments and establisrments which employ over 70 -percent of ‘the
civilian persomnel in the Federal Govermment.. .

HAROLD D. SMITH
Director

(No. A-36)
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EXECUTIVE OTFICE OF THE PRESIDENT
BUREAD QF THE BUDGET
Wasnington, D. C.

BULLETTN NO. 1944-45:5 _ Novemter 15, 1944 o

TO THE HEADS OF EXECUTTVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: Furniscing information concerning compensation of Federal
employees to States and other governmental units taxing
compeunsation for personal services.

1. Policy_and purpos=. Yacome of officers and employees of
States and other governmentai units is taxed by the Federal Government,
and the Public Salary Tax Act of 193¢ permits States and other taxiug
anthorities to tax the compensation received bty Federal (Government
officers and employees. I* is the President's desire that the Federal
Governmen! cooperate witn the States and other governmental unit§ in
the reciprocal exchange »f information concerning taxatvle income of

. punlic officers and employees. 16 accordance with the policy estaj-
lished by Bureau of tne Budget Circulars in previous years, the Toliow- [
ing insiructions are promalgated for the reporting of such information :
to States and other taxing authorities. Sy

2. Forms to be used. Av the close of calendar year 1944, when
statements are prepared on Forms W-2 (Rev.)-and 1099 of tne Treasury
Department with respect to compeusatios paid Federal officers and em-
ployees and taxes withteld in pursuance of Tnternal Revsuus regulations
(see atilached), extra copies thereof shall tve prepared for the information
and ‘use of trose States and ctuer taxing authorities (listed in Para-
graph 3) which impose taxes ou compensation for yerscnal service. Form
W-2% has been provided for the purpose of furnisning extra copies of the
Withnolding Reczipt., Form W-2{Rev.}. . Supplies of Form W-2bt may %e
procured upon request. to the collector of internal revemue for yoor
district. The Forms.W-20 and th2 extra copies of Form 1099 should g2
sorted according to State or Territory of residence, as indicated oy
the employee's address shown ou the form (ezcept i the case of:Phila-
delpsia). The copies for each State or other taxing authority némed in
Paragraph 3 should-be forwarded witn a letter of transmittal to thke
Governor or other appropriate agency or official as nereinafter designated.

: 3. States and other authorities to which information should be
gupplied. Compensation paid Federal employees was subject Lo income
tax during the calendar year 1944 in the followipg States and other

taxing authorities:

;
I
}




Alabama
Arizong
Arkansas
California
Colorado
Delaware
District of
Columbia
Georgia

In the States
agencies have

Delaware

District,

Territory of

Hawaii
Idaho
Indiana
Towa
Kensas
Keatucky

Louisiansa

Maryland

or other units indi

-2 _

L

Massachusetts Oklahoma
Minnesota Oregon
Mississippi " City of

Missouri ' Philadelphia, Pa.
Montana South Carolina
New Mexico Utah

New York Vermont

North Cavoling Virginia

North Dakota Wisconsin

cated below, the following officials or

teen designated for the receipt of tax information;

of Columbia

Territory of Hawaii

Kentucky

Maryland

Massachusetts

New York

City of

’Philadelphia, Pa,

Vermont,

Mr. Jemes Pp. Truss
State Tax Commigsioner
Wilmington, Delaware

Board of Commissioners o %
for the District, of Columbia
Washington, D. ¢C.

Tax Commissioner
of the Territory of Hawaii
Honolulu, Hawaii

Commissioner of Revenne
Department of Revenue
Frankfort,, Kentucky

Comptroller:s Office
Income Tax Division
Annapolis, Maryland

Commissioner of Corporations
and Taxation .
Income Tax Divigion i
40 Court Street
Boston, Massachusepts

Commissioner .
Depariment, of Taxation and Finange .

State Office Building
Albany, New York

Receiver Of Taxes:: S
of the City of Philadelphig
Philadelphia, Penusylvania

Income Tax Division
Vermont Tax Department,
Montpelier, Vermont

i
I
{
|
i
i
i
i
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4. BSpecial additional provisions for Philadelphia.

a. VWhere a person employed by the Federal Government in the City
of Philadelphia is alsc a resident of a State, such as Delaware or
Maryland, in which compensation for personal services is subject to a
State income tax, an extra copy of Form-W-2b or Form 1099 should be

prepared in order to serve the City of Philadelphia as well as the State
of residence,

b. Where expense and labor can te saved by supplying the City of
Philadelphia with lists containing the same informetion that would

otherwise be supplied on Forms W-2b or copies of Forms 1099, this pro-
cedure may be followed. .

5. Questions pertaining to_subject matter of Bulletin. Questions
concerning the provisions of this Bullebin should be addressed to:

Mr. W. B. Hill, Practice and Procedure Division
Income Tax Unit, Bureau of Internal Revenue
Washington 25, D. C.

Telephone "Internal Revenue", Ext. 2244.

By direction of the President:

HAROLD D. SMITH
Director

Attachment: : N
Summary of Bureau of Internal
Revenue Regulations conceraing
Forms and tneir use.




SUMMARY OF BUREAU OF INTERNAL REVENUE
REGULATIONS CCNCERNING FORMS AND THEIR USE

Attachment to Buresu of the Budgetu
Builetin No. 1944-45:5

Form ¥-2 [Rev.) Every employer is reguired by the Curreant Tex
Payment Act of 1943 and tne reguiations prescribed thereunder (Regula-
tions 115, section 404 .01 as amended; to furnisn to each. employee from
whose wages tax is withheld. o Withholding Receipt on Form W-2 (Rev.),
showing wages paid and *ax witkheld during the calendar year 1944.

Such Withholding Receipt shall not show any renumeration other than
wages from vhich tax is required tc be withheld.

The original and duplicaie Withiolding Receipt, Form y-2 (Rev.)
for calendar yedf 1944 must te furnished to the employee on or before
January 31, 1945. uniess ells oynent Lterminated before the close of 1944,
in which event ths stetement mus: se furnished within thirty days after
wages were last paid. dhere smplosment ras terminated prior to the
close of the calendar year 1944 and a receipt on Form ¥-2 has been
furnished the employss i+ is not necessary to furnish the employee a Y\
new Withholding Receipr oo Ferm wW-2 {Rev.}.

It is further redquired by section 404.501 of Regulations 115 as
amended that a duplicate of wars Form W-2 and a triplicate of each
Form W-2 (Rev.} (Farm ¥-2a), “ssued for the year uve included witn the
return filed oa Form W-i tor !ne fourth quarter of 1944, together witny
a recouciliation on Forw W-3 cebwesn the receipts furnished employees
and the quarterly raturns on Form W-1. Form W-1 is required to we filed
during Janvary. 1945.

Form 1099. A-returrn is required on Form 1099 with respect to .

compensation for personal services act reported cn Forms W-2 or W-2 (Rev.)

if the total amount paid during the calendar year 1944 is $500 or more

irrespective of the marita] status of the payee. - .
Omission of travei’ expense. Amounts paid by the United States to

persons in its service as an allowance for traveling expenses, including

an allowance for meals and lodgings, as, for example, a per diem

allowance in lieu of subsistence, and amounts paid as reimbursements

for traveling expenses, need not e reported on Forms W-2, W-2 (Rev:)

or 1099. .

i




EXECUTTVE OFFIGE OF THE PRESIDENT
RUREAD OF THE BUDGET
Yasainglon, D. C.

BULLETIN NO. 1944-45:5 Novemper 15, 1944

TO THE HEADS OF EXECUTTIVE DEPARTMENTS AND ESTABRLTSHMENTS

SURJECT; Furnisring information concerning compensation of Tederal
: employees Lo States and otner governmental units taxing
Compensation for personal services.

1. fgl;gg_gg@hpgyposa. tacome of officers and employees of
States and other governmental units ig taxed by the Federsl Government,
and the Pukliec Salary Tax fct of 1939 permits States and other taxing
authorities %o tax the compensation received bty Federal Government
officers and employees. 1% is the President's desire that the Federal
Governmeans, cooperate with the States and other governmental units in
the reciproeal exchange ~F information coacerning taxatle income of
puslic officers and smplovees. jn accordance with the policy estab- K
lished by Burean of the Budget Cireulars in Previoas years, the foiiogw. '
ing insiructions are Promizlgated for tpe reporting of such information
to States and other taxing auinorities.

i

2. Egrmgﬂigiggﬁgggq, A: the close of calendar year 1944, wren
statements are prepared on Forms -2 {Rev.) and 1099 of: tne Treasury
Depariment with respect to compensation paid Federal officers and em-
pioyees and taxes withteld in pursuance of Tnternal Revegus Tegulations
(see atlached), extra copies thereof shnall we prepared for the information
and use of trnge States and otper raxing authorities (listed in Para-
graph 3) wnicn impose taxes oy compensation for persomal service. Form
W-2t has been provided for the purpose of furnisning extra copies of the
Withnolding Recsipt, Form W-2{Rev.j. Supplies of Form W-2b may ke
procurced upon ‘request to the collector of internal revegue for youor
districs. The Forms W-2¢ and tpe extra copies of Form 1099 should t=
sorted according to State or Territory of residence, as indicated by
“the employee's address snoWwe ou the form (except in the case of Phila-
delpzia), The copies for eact State or other taxing authority nemed in’
Paragraph 3 should be forwarded witn a letter of transmittal to the
Governor or other appropriate agency or official as tereinafter designated.

3. Btates and other au thorities to which information -should be
Supplied. Compensation paid Federal employees was subject to income
tax during the calendar year 1944 in the following Stateg and other
taxing authorities: . ’ :




Alabama Territory of Massachusetts - Oklahoma
Arizona ‘Hawaii ' Minnesota Oregon
Arkansas Idaho Mississippi City of o
California Indiana Missouri Philadelphia, Pa. \
Colorado lowa Montana South Carolina
Delaware Kansas New Mexico : Utah
District of ‘Keatucky New York Vermont
Columbtia % Louislana North Carolina virginia
Georgia Maryland Nortn Dakota Wiscousin

or otuer units indicated telow, the following officials or

In the States
been desigoated for the receipt of tax information:

agencies have

Mr. Jemes P. Truss
State Tax Commissioner
Wilmington, Delaware

Delavare

District of Columtia Board of Commissioners
for the District of Columbia

Washingten, D. C.

Territory of Hawail Tax Commissiouner N
of the Territory of Hawail %, - :
i

Honolulu, Hawaii

Commissioner of Revenue
Department of Revenue
Frankfort, Kentucky

Kentucky

Comptroller's office
Income Tax Division
Annapolis, Maryland

Maryland

Commissioner of Corporations
and Taxation :

Incope Tax Division

40 Court Street

Boston, Massachusetts

Massachusetts

New York : Commissioner
: Department of Taxation and Finance
State Office Building
Albany, New York

City of

“Philadelphia, Pa. : Receiver of Taxes .
of the -City -of Philadelphia
Philadelpnia, Penusylvania

. " Vermont Tncome Tax Division
. - ST . Vermont Tax Department
Montpelier, Vermont
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o . 4. Special additional provisions for Philadelphia,
é a. Where a person employed by the Federal Government in the City

of Philadelphia is alsc a resident of a State, such as Delaware or
Maryland, in which compensation for personal services is subject to a
State income tax, an extra copy of Form W-2b or Form 1099 should be
prepared in order to serve the City of Philadelphia as well as the State
of residence. : -

b. Where expense and labor can be saved by supplying the City of
Philadelphia with lisigs containing the same information that would
otherwise be supplied on Forms W-2b or copies of Forms 1099, this pro-
cedure may be followed.

5. Questions pertaining to_subject matter of Bulletin. OQuestions

concerning the provisions of tpig Bulletin should be addressed to:

Mr. W. B. Bill, Practice and Procedure Division
Income Tax Unit, Bureau of internal Revenue
Washington 25, D, C.

Telephone "Internal Revenue", Ext. 2244 .- H

By direction of the President.:

HAROLD D, -SMITH
Director

Attachment:
Summary of Bureau of Tnternal *
Revenus Regulatiions tonceroing

=3

Forms and tneir uge.
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SUMMARY OF BUREAU OF INTERNAL REVENUR
REGULATIONS CONCERNING FORMS AND THEIR USE

Attachment to Bureau of the Budget
Bulletin No. 1944-45:5

Form W-2 ({Rev,) Every employer is required by the Current Tax
Payment Act of 1943 and tne regulations prescribed thereunder {Regula-
tions 115, section 404.501 25 amended) to furnisn to each employee from
whose wages tax is viitihheld. & Withholding Receipt on Form W-2 (Rev.),
shoving wages paid and tax witrbeld during the calendar year 1944 .
Suchrw1thholding Receipt shall not show any renumeration other than
wages Irom which tax is required to be withheld,

a

The original and duplica:e §ithhe
for calendar year 1944 mas' te furnished to the employee on or before
January 31, 1945. uuless EWLS oyment. terminated before the close of 1944,
in vhich event +ne sta n thirty days after

1ding Receipt, Form w.2 (Rev.)

2fement mast e furnished withi
vages were last paid. Whers smpioyment, hag terminated prior to the

close of the calendar vear 4 and a receipt on Form V-2 kas been .
furnished the employss 11 is mor necessary to furnist the employee b
aew Withholdiag Receipt oo Form yw- 2 {Rev.}. ’

It is further required bty section 404.601 of Regulations 115 as
amended that a duplicate of =224 Form W-2 and a triplicate of each
Form W-2 (Rev.}) (Form w-2a}, issued for the year ve included wita the
return filed on Form W-i for 1j fouartn quarter of 1944, together with
& reconciliation on Foru W-3 220 Lhe receipts furnished employees

and the quarteriy returns on Form §-1. Form §-1 is required .to ve filed
during January. 1945,

Form 1099. A retarr is required ou Form 1099 with respect to
compensation for personai services not reported on Forms W-2 or W-2 (Rev.)
if the total amount paid during the calendar year 1944 is $500 or more
irrespective of. the marital statues of the payee.

Omission of trave] expenss.  Amounts paid by the United Statesrto
persons in its service as an allowance for traveling expenses, including
an allowance for meals and ilodgings, as, for example, a per diem
allowance in lieu of subsistence, and amounts paid as reimbursements

for traveling expenses, need nol, be reported on Forms W-2, W-2 (Rev.) .
or 1099.




