
.. "f..R !IBLOCl ... ~' .COlT ATnI:Cl.RITY 
:l{;;'u:TZLl'AT:. R'.~I ,OCJ! 'n CJY l-R:.J. 

L'anzai1e.r , Ca J.if or !J : a 

November 27, 1942 

:iUJJ ... ~C·.i' : :..::.-~..;Oif.~:::r. S, ... :c'.1.'IOl ---Funct i ona.l Act .:. vi tie s :?r ocedur e . 

!Jff e_ ctive i ~1cdiat<:>ly all ft:.11c tio11s n.nd CJC' rations i n connection 
with Caucatia n :?c1sor.u1e l activit .:.es nn..:,t be ;.•outee an9- clear ed t hr ough 
t he Perso1F el Office 2.ccording to t to fol lowlng sc:!edulc of pr ocedur e : 

IiJ)$:~ TO PPOC:. DUJ.i':: 

1. 

1 . ::'ersol'l ..... '1.c l l·:oeds 
2 . Rccruitfrg of Per conrn:,l 
3 . 1:..:i.)O int:n . _1ts 
4 . Oaths .P.dmini s tered 
5 . . .. ar Savings !3onds 

Gr nnting of Leave: 
6 . An."1ua l Leave 
? • Sick I,eo.ve 
8 . I e o.vc wi tbout :)a.y 

9 . 
10 . 
11. 
12 . 

Appli c n t i ons f or :r-eo.vo 
Dt.ily 11 t tendnnco ~eports of .4.bsentees . 
Cl1i:..nec of Stat:ls :lequests . 
::'0s igna.tlons . 

- ~~OJ:i[- - .... .., -
u -.!\J - .a,:_.!, ;•;_. !.... 2 : 

: . .rhen n vzi.cnricy occur:: , or is {'.oout to occ;.::.r , the Supervisor of 
such section or division is diroctcd to immodic.tely sub1:1i t to tho 
:~oroonuol Office , l copy of Form ···.::iJ\.- 1 3 (:".cv . ) (sa'?Ti)le copy c.ttc-.chcd 
hereto ) , s pccify i ne t he following d~tc. : 

a) 
b) 

c ) 
d) 

e ) 

lfa.ture of f.ct ion desired; 
i"'a.J::-Je of :'erson to be terminated ( if ·oosi tion vms nrevious l y 

.. • filled) ; 

::- r o;,osod Status as t o titl e , gr cde , sale.~• , f-ec tion, tmd unit ; 
Rer.iarl..:s r cg,Hrding any specia l exper ience or qualificr,.tionr 

r eou ired f or such position ; 
Rccorru·:iendt1.tion, if f'.r;y , rognrd i ng cr,ndidr>.tc for posit ion, etc • 
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2 . RDCRUITING OF !:.-~nsONI-81: 

On r eceipt of Form \",'BJ_- 13 showing tho Personnel Moods , r-nd upon 
Administrntivo o.pprov~l ther eof , tho Personnel Office will institute 
r ocruitr.~nt proceedings thr ough the SF Regi ont l Of f i cc ; by communic,ti on 
with npplico.nts whose r ocor ds h~vc boon r et~ined for such considorcti on ; 
and other nva ilnblo plncoment chr..nncls , CollJilllnicr. tions with cr:ndidt. tos 
under conaidcro.tion, ~nd tr~nsmittnl to them of proper personnel forms , 
such o.s Sto.nd . For m 57 (Applicr.ti on f or Posit i on) c:.1d :,1cdicl'.l Certific ntc 
No , 2413 , will be conduc ted by the Pcr ~onncl Of f ice , which will c.lso 
confe r with Su~x;rvi:.or s r ogcrding such plr-ccmc:.1 ts and c-.ny suggc,stud 
co.ndido.tc::;- . 

All now o.p:::,ointoos will be inducted through t he Per sonnel Soc t i on, 
whor e t llo c onr_t?l c t o se t of r equired induction : · ,:csonncl forms will be 
comple t ed 2.lld oxocutod by the new n.::_:>::_)ointce on the dn.y of entrance 011 

duty , before lle or she mo.y enter on active duty ~t i.:Unzo.no.r . This will 
include Fingcr:)rint chart , On.t h of Office , o.nd. o the r r eq_uirod f orr.:i::;- , 
varying nccording to the type o.nd n~.tur.:; of t ho pos ition. 

4 . OATES .J\..D?.l!NI ST="{}_"'J) in Pcr aonnel Section : 

As noted in Project Director ' s Bulletin no . 34 dated liov. 19 , 1942 , 
tllo Ass ' t Pe r sonnel Officer hc.s boon author i zed t o administer Oaths 
(without chnrgo) on. o.11 pe1·sonncl f orms e.nd documents in connection with 
tho functi ons e nd ;-crform.1ncos of the 1.·1cr Rclocntion Authority. 

5 . \".'AR SA VU fGS .!30ND5 : 

At t ho time of induction, cc.ch no,, employoo will bo req_uirod to 
sign an o.pplicr.ti on co.r d r clntivo t o s uoscription to nnr Snvings 3onds . 
I f no bonds nrc to bo subscr ibed f or c t t hnt time fo r deduct i on f r om 
tho omploycu ' s Sr.lnry chcc:~, n st:i.tor.:ont to th t effect mus t be 
entered on t ho subscription co.rd with t.Jpoint0c ' s signr,.turo , 

All i ncumbunt omployccs ,·,ho to dnto h.tvo not s i gnod r. ·:o.r Sr.w i ngs 
Bond :mb::ic r i ption c:· rd , c.r c lilcowis o directed to ir.J!!lCdintoly r eport to 
the Per sonnel Office t>nd fill out :-nd sign such t. c,.rd. 
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G-R!'-.ET I HG OF IZAV:: 

Por r.1c.nont o.nd i ndofini k : or.l}_)l oyce::: nrc c:1t i tlcd to lcc..vo oo.r .riod at 
the r c.t v of 2- 1/6 dayr; f or 02.c:1 filll won t b of service ( 2 da;rs 1 hr . 20 
r.iin. :per ;·!1onth figured on bc..si:.: of 30 d.o.y t10n t h , 8 hov.r c'.o.y) , or 26 
do.y s :;_)Cr your, .::.nd this l cc.vc io n.llowc;d t o nccv.."!'lv.12.to ur:i to o. !!lc.xi::iur.1 
of 60 do.y s . 

Lftc r one y c:::..r of c0n tim.ou.s service , current nnn.ucJ. let.vc , no t 
i n oxc osf of 26 dt.ys ,.1ny be t r.ken i n c.dvt.ncc of ::J~·.rni ng it ct r.ny ti:T!C 
during t ho c urr(,nt yon.r. 

:::.:m~)l oycc.-c tr.:insforn.d or r cn:9.:;io i .:-1.t0d v,i t hout '..>ret.k in s ervice from 
one porr.:nnont , er.Jergoncy , or i nclcfini to :;?OS i tion to ,·.nothcr pormr.ncnt , 
or.10rgoucy or indefi nite :, ositi on in ::>. diff<.; rent t-,B'oncy sbt.J.1 l1ri.vo t'.10ir 
o.ccu.r.iufo.t ud r,nd curren t c,.ccrued lol'.ve tro.nsft:r r od to their c r 0di t . 

I n cc.sos of sopr.rr.t i on where-in r.n m:1ploycc :ins t .•'i>::on lo;;.vo i n 
exces s of tho c.mount o:.rr.iud , t he s ; .lt-.ry _pr.id f or s uch l or.vo s :-i~ll bo 
deducted from o.ny s,.ln·y due h i m, or from c.ny ::1onuy i n t ho ~otir or!lcnt 
Fund t o hiG credit . 

~::r:1pl oy00::; o.ro c t nrgod with c.nm.,nl lor:.v<.; onJ.y fo r n.bsunccs on dt:>.y !:i 
2 .. nd tL:ic up o;-1 w!1ich t :-:o:;i· v,ould othorwiso wor?~ t~nd roc c: i vo p,~y . 

'J:'er:oor o.ry 0r:1·:;l oyc0 s .'.'.ro un.ti tlcd t o o.rumc,l l oo.vo c.t t ho rl'.t o of 
2-} dnys f or o~ .. c h full :,~ontb. . 

7 . 8 :'.:CK L ~!-.'•. =: 
P0r r.10..nc11t 0;:1_._) l o;:., ocs o.ro cnti tlcd t o sic::: J.0c.vo at t he rc.t::: of l } 

dr..y s per ;·:1onth ( 1 do.y 2 hri.:: . 0 :7!i :nutc G por ;:1ontl1) or 15 d.o.ya :per yea r , 
~ ... d ,:'.C.~r c.cc w-.mlc. t o :? i ck l oo.vo to a !:' ... "..Xi:::u.'11 of 90 dny s . 

rTot ificat i on of 2.b 2cnco on occount of :,icJcnos a should bo 'given o.s 
soo;1 c.:-; ~')oss i ble on t l10 l i.: t dr.y of o.b:o t)ncu . U J.no :rn for o. J.onc;'O r ;;icriod 
t ho.n 3 clc.y s ::-.mst bo certified by a r eg is t e r ed p ro..cticing p h;y-sicicn or 
ot her p r o.ctitionor . 

Tor.TL)ornr:y e m:;_,loyoos ear n 1-} do.ys s ick loo.vo ~o r ::1ont h , but tho 
sicl<: lcc.vo cnrnod dv.rin5 the firr t f ul l mont h c::-i.nnot be toJcon until the 
close of bus inesc on t ho l est dny of tho.t mout h . l:o n.dvn.nco of s icl~ 
l oc.vc r.i~~y bo r:indt, to t or.1!)0r0.ry oinployoc s . 
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8. Ll~AV2 ···rTHOUT FAY: 

Lor.vo r,ithout pc.y r:io.y not bu granted for c. poriod of l oss tho.n 1 
dc.y, nor othcr v,is•::: t ho.n i n multipl es of 1 dny. Hov;ovc r , o.ftor s uch 
l c::wo hc.n boon o.uthorizcd, it ::1r.y be ,;used;' r.s Jor r.;i ttod , f or c. period 
of lei:; s t i1D.n n dc.y , on q,provQ.l of t ho Supcrv i ~;or . ( 4 l1ours on 
Sc.turdc.y co ris t i tuto n uhol o ;;or1c dcy in figuring l cnvc \1it:1out pt,y . ) 

Leave wit hout :po.y is no t gro.ntccl until o.11 n.ccunulc.ted l ee.:: J and 
current accruo,1 leave i s cxho.ustcd , cxco:pt t ho.t o::r_pl oycos i njured in 
lino of d;..ty mo.y take lccvc vi t ho at pc.y i ns t co.d of A~nml Loc.ve . 

Tcmpornry c;~~loyeos ,;1D.y be gr€',ntcd lco.vo v,i th out pay . 

9 . 

A suppl y of Form m:.I- 8 .A::.J:)l icc.tion f or Loc.ve of Absence ( s€'.mpl o 
copy her eto r.tt['.c hod) s hould be i:in::.ntc.incd o.t t ho desk of c o.ch 
Su:_:>orvisor. •:.'hen c. Supe:rvis or grc.l·1ts nn cm:..)l oyeo pcrr.1iss i on to 110.p~,lyn 
for l ccv0 of Lbsonco (whe t her c,nnu.:·.l , sicl~, loD.vo Ylithoi...t pc,y or 
r:1ili t c.ry) , t ho cr.1ploycc should fill i n l'PFlic:--.tion Form OKI- 8 in 
duplicr-.t c s ho\:Jing t ho r oc;.uostcd time , sign s~.r.10 , nnd subr.1it it to his 
Su)?urvisor v,ho i n turn signs t llc r ocol:lr.iondnt i on on the; f or m, nnd t hen 

.1ds t ho .A:;?plicc.tion ( i n di:;._plicntc,) to the :::iorsonnol Sect i on. ,,hurc 
t he o:-:iploye0 1 s nt tondt.r.·co rocor ds nro chcc};:od rclrtive to the uaount 
of nccruod loc.vc t o his crcdi t . If tho r ocord r; s llow t hr·.t t he ompl oyoo 
is entitled to such rcq_uustc;d l ot.Ve.; , tho J.s s ' t Purs onnol Of ficer signs 
both copfos c.nd t be r..b:.:e;nce i s r ocordoc! on tho 0::iploycc ' s nttond~.ncc 
r ecord. 

In cc.ch co.su whor e t ho nr:iount of nnnunl loo.vo r oquos t od uxcouds 
t ho o.ccr uod o.nnut.l lcnvo t o tho er:1ployeo ' s cr0di t, t ho omployou will 
bo o.dv i sod t hat s uch c.r:1ount v;ill hc.v(, to bo cho,rgcd to Leave ·:1itbout 
Pny. 

10 . 

In ood.i tion t o the For,.1 01:,l,~- G A:;?~?licn.tio11 f or Loo.vo subr.1i ttccl by 
tho c~:1:pl oyoc , - oo.cl1 su,crvisor is cliroc t od. to sub1:1i t t o t ;1c :Personnel 
Section not lc.tc.. r t ho.n 12 :00 noon co.ch d::i.y , n Deily Attundo.nco Report 
of f.bscnt ocs ,,hich ho.vc OCCQrrud i n bis section or divis i on on tho 
prior c1o.y , - this Dnil:y Lt t ondn.nco Rel,ort i i:! r equired , D.i:! so::1ot i::1cs the 
cr.::;iloyoe ' s pl r.ns arc c lmncod nna. ho d.oos not use tho recor dud o.nnunl 
lco.vc , end so;:1o tLXJ s i t i s necessa ry f or an cr:i:)l oyoo t o be absent on 
nnnucl l eave , ii t l1out his baving subni ttod o. r cquc . t fo r lo;;.vc - ( tho 
lat t or of course shou ld onl y occur i n co.so of o::ior 'go:1cios) . ( Sa:Jpl c 
copy of For r.1 of D~ily Attondanco Re:->ort of }~bsontccs i s cttcchcd 
her e t o . ) 
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This report sho'Ltld show: (Absence , whet?ler An:mal , Sick , Leave 
·-iithout Pay) 

TE,ii;: I N Period of .Absence NA'i1URB .. OF 
Nll11:1E OF :c:,;:p10YR:J AlID OiJ'~ 1•11 D1~Y HOU?.5 1iUTU'~ES ABSBrTCE 

. 

( as r.iany name s as there are absente e er:i:_:>loyees , r.ie.y be silo·._ .. 
on one daily sh0et) 

11 . CFJ,1:G:J 0? S'?J.TU3 R::fH.G.:ST :D: 

When a. Supervisor of a Section or Division uishes to recom::iend a 
cha ngo of sta t us f or an er.;ployec (cha nge of :;_)Osition , grnde , title , 
s a l o.riJ . e tc . ) .. •;_ : ·. :1.1' fill out l copy of r'orr.1 ··,nA- 13 n ri.d subr.,i t sa.rre 
to t he Personnel Section. If such chnnge is np; ,rovod by t he Admi nis
trntivc Divis i on n t :::cnz~nnr , extrn copies ~re prepared by the P0rson.~el 
5cction c.nd trr.nsl!li tted to the SF Re gi onnl Office for official n, provr.l . 

12. 

J,n employee contenr.:.)lc..ting rosignntion s hould firs t report t o his 
or he r imr.,cd i nto Sc.pervis or; whcr c t,pon notice of ~csicno.t i on ?orr.i o:c:.:- 11 
should be f illed out i n aui ntu-ol&t s howing the do.to of t t.rmi nr..tion of 
c.ctive duties_ nt I.;o.nz[:.!'.'nr . This f or1:i, with reco1~:iondntion sigunture 
of Supervisor , s hould then bo si..br.ii ttod to t ho I·ursonne l Sect i on , in 
ordor th~ t nccr uod Annt..nl Loave t o the c:.i::_)l oyeo ' s c r edit my be 
cD..lculn. tee:. . If tr:.cr c is ac c r ued !\.nnunl Lc.::.ve , tho e;.JI)loye e v,ill be 
so notified und 3 copies of For m o.::::.::-8 Applic ntion f or Lccivc should 
be f illcd i n o.nd s ignod by t ho cmployoc , roco!:t'~nd.::-.tion should be 
s i gned by Supe rvisor , C'.nd all 3 c 0J i9s s c;:t to t ho Per s onnel Section. 

The f ollowi!lg stn.to:,ient i:; focn added by tile Porsonr.el Section t o 
the Hotice of Resigno.tio:, : 

11Resig11.."l.tion t o be effective r:.t cxpirn.tioa! of nccr~:c ·. 
Annual Lonvc o.t _______________________ _ 

Ho'l..r 11onth Day Year II 

Four copies of t he Notice of Resig::w.tion nnd one sig!led Applicntion 
fo r AJ:1 ... nunl Lenvo , a.re t hen tro.nsi:li ttcd by t ho ? or sonnol Section with 
c ove r ing letter t o t ho SF Rcgi onnl Office . 

) . - ;-, 

. . -L' ~ / ., ~ ,--·}) .' v (/ v ·-\./~;{,f 
_.,- .,A'"'--"- ff , , .. '-- ·· - ' ... 

Rnlph ? . ::i:::orri tt 
? r ojcct Dir0ctor 



··ru_ - 13 (Revised) Form 542 

1 . ~~ture of Action 

( ~' A,-, ·) 01· ·, '· ,. ,, c..t _j.;.. .d l,; __ cn 0 ... : Indcfi:1i te _ Tran-sfer 
_ }eq

1
orary frou __________ ,t o:.._ _________ _ 

( b) Loan : _ Re ir!lbU:C\ able _ Ho:.:.1.- reimbursable 

(c) C'.:a. :;e i n sta tus : _ :eroi:1otio11 _ De,:1otion 
_ '..:rans fer y;i tl1in ··: . R. 1.. . 

(d) Change in official station 2.s of ____________________ _ 

(el Se?aration: _ Dismissal wi tho~t J rejudice 
_ J.es i gna.tion without ::rce ju.dice 

Di s~issal n ith p rcju · ice 
_ Other ( Specify) ______ _ 

(f) :-;.{cview classificat ion of ---------------
2. name:..-_________________________ ....., _______ ..,._ __ _ 

(Last) (Fi rst) (:.:iddle Initi,,l ) 

3 . Present stati..s ( if u.s. em:;_:1loyce) : 

Title. ________________ _ .::i t le. ___ ___ _ ___ _ 
_per diem 

Gr ado _____ _;;:.s~~~l~~~r~y ______ _ Cr ·----"==..,__ ____ __per ~-nnum 
_ viithout 

cor:1pcmsrtion 

de Snlnrv 

Lgency 

Division~------------- Division 

Section.,__ _ ___________ _ Section 

Officia l ~ion 
.,__ ________ _ 

Uri~i t 

Off i c i nl 0 :.at ion 

:,.':ro:;_:,oscd e ffective dat e 
4 . Il.cr.1c.rk:E : ___________________________________ _ 

~3i gnc.turo of Appointing Officer Date 
Approved: 
ncg ional Division i:cad.,__ _ _______ _ 
:S.ogionc.l I;:;rsonnol Office. ________ _ 
Frojcct Director ___________ _ _ 

Director ·-----------------



Form 541 

Nc.:ne 

• 

·~ .... 

. 

:,·_A:;,;·z 1-:,;;) F. .. :p,:_ .?c.::;LOC! T I orr .P5X?f 
· :,ia.nzansr, · .-.alifornia 

Date 

Code for Absence : 
Division or Section 1. - J,nn.ua l Leave 

F - i;ick I.eave 
~ecve without ~ny 

Su:;_,er visor 

'.i'i?:le i)uratiou. of A!Jsence Fature 
of B,-.T,?loyee .o f 

.In . Out In Out All Dey Eot~rs }ii n . Absence 
I 

. ' 

. 

.. 

-

.. 
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