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TITLE 8: ADMINISTJ_tATIVE DIVISION 
APPOINTMENT REQUIREMENTS, PROCEDURES, 

AND DUTIES OF UNITED STATES ATTORNEYS 
AND THEIR EMPLOYEES 

UNITED STATES ATrORNEYS 

Appointment and Term of Omee 

United States Attorneys are appointed for a term of 4: years, except 
in the District of Hawaii, where the term is 6 years. Upon the ex-
piration of his term a United States Attorney shall continue to per-
form the duties of his oftice until his successor is appointed and 
qualiftes. 

The district court for a district in which the oftice of United States 
Attorney is vacant may appoint a United States Attorp.ey to serve 
until the vacancy is tilled. The order of appointment by the court 
shall be filed with the Clerk of the Court (28 U. S. C. 506), and a 
copy thereof forwarded to the Deputy 'Attorney General together 
with the forms required. below for reguiar appointment. 

Citizenship 

United States Attorneys must be citizens of or owe allegia.nce 
to the United States or have filed declaratioll8 of intention to become 
citizen~ which declarations are valid and have not expired. In the 
event that a foreign born citizen is appointed as United States At-
torney, he shall file an aftidavit as to his citizenship at the time of 
appointment. The statement as to citizenship in the appointment 
form (Standard Form No. 61) is acceptable as such an affidavit. 

Only citizens of the Territory of Hawaii who have resided therein 
for at least 3 years next preceding are eligible ·for appointment as 
United Statea Attorney for the District of Hawaii (28 U.S. C. 501). 

Official Residence 

The Attorney General may determine the ofticial stations of Umted 
States Attorneys within the districts for which they are appointed. 
Each United States Attorney must reside in the district for which 
he is appointed, except that such oftlcers of the District of Columbia 
and the Southern District of New York may reside within 20 miles 
of their District {28 U.. S. C. 505). 
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Officials will be notified of their official residence at the time their 
commission and appointment fonns are transmitted to them. 

Compensation 
United States Attorneys receive annual salaries fixed by the At-

torney General (28 U.S. C. 508), in accordance with the compensa-
tion schedules applicable to classified civil service employees. United 
States Attorneys are also allowed necessary travel and subsistence 
expenses, while absent from their official stations on official business, 
in accordance with regulations promulgated by the Attorney General 
under the Standardized Government Travel Regulations (28 U.S. C. 
-509) • (See Travel.) 

Appointment Forms and Entry on Duty 
Each United States Attorney, before taking office, must take an 

oath to execute faithfully his duties (28 U. S. C. IS04). 
A commission and blank forms for the execution of an oath of 

office are transmitted by the Deputy Attorney General to each newly 
appointed United States Attorney. 

The appointee should ordinarily confer with his predecessor in 
office and with the senior district judge and agree upon some satisfac-
tory date for assuming duties. He should then advise the Depart-
ment accordingly, at the same time acknowledging the receipt of 
his commission. 

The following appointment forms should be executed and returned 
to the Department promptly after entry on duty: 

(1) Standard Form No. 61-Civil Officer Appointment Affi-
davits. 

(2) Bar affidavit (proving admission to bar). 
(3) Addressblank. · 
(4) Personal History Statement. (Appendix, form 2.) 

In cu.ses where a court appointment has been made, a copy of the 
Court Order must also be forwarded to the Deputy Attorney General 

Duties 
The Attorney General has supervision over all litigation to which 

the United States or any agency thereof is a party, and has direction 
of all United States Attorneys and their Assistants in the discharge 
of their respective duties (28 U. S. C.IS07). 

It is the duty of each United States Attorney, within his district 
to: (a) prosecute for all offenses against the United States; (b) prose-
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c~or d~end,1t.or th~<Govetnment; all eivil actions; suits t>r. proceed-
ings ;in which_,tJl&,UDited;States is.oonoernsd;.(C!) e.ppeBJdnJ»ehalf 
ot th~ .defendallts. ill $11, civil-Aatione; suibl or- prooeedipgs pending .bl 
his district against collectors, or other officers of the rel'enue or. cus-
toms for any act done by tl1e:tn-.10f.;~ the recovery of any money 
exacted by or paid to such officers, and by them paid into the Tl·easury; 
(d) institute and pro~ute proce~dirig8 for .the collection ·of' fin~, 
!>enalti~,: and 'fbrfeitureidnc1n-fed for violatiqn:of ~y rev'ehue law 
unless satisfied upoli investigatiQrl ;that justice: d'o~ n~t r~qi.tir~ such 
proceedings; (e) make such· 'reports ·s.s the ·Attorney General shall 
direct (28 U.S. C. 507). ... : .. ' _ 

REGUtAR ASSIS'l'ANTS 
· Appotiit'~e.-t .A~.thorlty .. a~cl:- ~en,ure 

" R~lar Assi~rt&p~ to tJ;ni,ted ~tes ~ are _appointed by 
~~Attorney ~er~ .in a~y distrkt w~n the.publi~ .i,nte:rwot. S!l.re­
quires (2.8 U.S. p. 602). Th~y.are s~b~._to ~:QlQva.ll>y-tl;le .A,ttomey 
General. . , , . . · . _ . . . ,,. 

_A r~ Assita.nt Uni~d. StatesAt~rn~y is appo~ted ~assist 
th~ lJ~ted S~es.A:tt.Qpley in perfo~ing tl;l.e.duties of his office and 
one person may not be paid the compensap~ pf both offi~ ( l Comp. 
Treas. 184}. ... _ . , .· · 

Reidd~nee 

The Attorney General may determine'the official stations of Assist-
ant .United States Attorneys within the districts for whieh they ·are 
appointed.. Each AllristanttUnited States Attmney must reside -in the 
district.for which· he is appointed, except that'such •officers of the Dis-
trict·of Columbia~ theSQuthern·District of New York may reaide 
within 20 miles of the district (28 U.S. C. 505). 

Character. InveEt$igation 
A character investigation ·wiU b~ mad& of each proposed appointee 

for the positi~nof ~~ta~~Uniteq. Stat~ Attorney. ~? X>~o~ ~pay 
enter on duty until the inveStigation is found to be ~tisf~ctory and 
tne Uili.ted States Attorney has been given ~ission to swear in the 
Assistant. " · · · · 

Citizenship 
Assistant United States Attorneys must be . (litiz.ens of or owe 

allegiance to the United States, or have filed declaration of inten-
tion to b~~e citiz~J\8 w)lich declarations , are. valid and·. have not 
expired. 'in the eren~. tqat. a. f?'['eign bon,}: citi~n is aJ»~in~d as 
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Assistant United States Attorney, he shall file an affidavit as to his 
citizenship at the time of appointment. The statement as to citizen-
ship in the appointment form (Standard Form No. 61) is acceptable 
as such an affidavit. 

Compensation 
Salaries of Assistant United States Attorneys are fixed by the 

Attorney General (28 U.S. C. 1>08) in accordance with the provisions 
of section 202, Public Law 191>, 83d Congress, approved August IS, 1953. 
(See Salary Schedules and Pay Scales). 

Vacaneies 
All requests for appointment should be addressed to the Deputy 

Attorney General. Recommendations for the appointment should be 
accompanied by the following forms and information: 

(1) Standard Form 57 (Application)~riginal only. Complete 
statement which follows Item No. 38 verifying military discharge, 
otherwise five point military preference will not be granted. 

(2) Standard Form 15 (Appendix, form 30) and supporting 
proof (if claiming disability, wife, widow, or mother preference). 

(8) Standard Form 86 (Security Investigation Data for Sensi-
tive Position)-in duplicate. 

(4) Standard Form 87 (Fingerprint Chart). 
(5) Vacancy for which proposed. 
( 6) Proposed official residence. 

Those responsible for recruiting personnel should anticipate their 
requirements sufficiently in advance to permit completion of the char-
acter investigation and its approval prior to entry on duty. 

Where a position has been vacated by an employee who received 
o. lump sum payment covering annual leave due on termination of 
service, the vacancy may not be filled until expiration of the period 
of leave for which payment was made. 

Appointment Forms and Entry on Duty 
The Deputy Attorney General is responsible for notifying the 

United States Attorney of action taken on proposed appointees. The 
notice will include authority to swear in the Assistant, the grade, 
salary and headquarters, and the necessary appointment forms listed 
below: 

(1) Bar affidavit. 
(2) Personal History Statement. (Appendix, form 2.) 
(8) Civil Officer Appointment Affidavit (Standard Form 61). 
(4) Medical Certificate. (Standard Form 78.) 
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The above-mentioned forms will be executed at the time of entry on 
duty and will be returned to the Deputy Attorney General. 

The employee must not be added to the payroll and no salary pay-
ment shall be made until payroll copies of fanfold (Nos. 6 and 7) 
(Appendix, form 28) are received from the Department. 

Trial Period 

Supervisors of attorney appointees will carefully evaluate their 
work. At the end of the first 6 months of service, each supervisor 
will recommend the separation of any appointee whose performance 
does not measure up to the high efliciency requirements of the Depart-
ment. 

Persons in the Department who interview applicants or who.are 
responsible for recommending the selection of applicants will make no 
commitment to a prospective appointee regarding his possible ap-
pointment. A person to whom appointing authority has been dele-
gated by the Attomey General may make only a tentative commitment 
with respect to any particular appointment. Otherwise, applicants 
may be mislead into taking premature action. 

SPECIAL ASSISTANTS 

Positions, Duties, and Compensation 

28 U. S. C. 603, 508 authorizes the Attorney General to appoint 
Special Assistants to assist the United States Attorney when the 
public interest so requires, and to fix their- salaries. These Assistants 
are designated as either Special Assistants to the United States At-
tomey or Special Assistants to the Attorney General and are hired 
for the purpose of assisting in the preparation and presentation of 
special cases. Their salaries are a. matter of agreement between the 
Department and the indjvidual and are fixed at an annual, monthly, 
per diem, or when actually employed rate. 

Attorneys employed in other departments or agencies of the Federal 
Government may be appointed a.s Special Assistants to the United 
States Attorney, without compensation other than that paid by their 
own agency, to assist in the trial or presentation of cases when the 
needs of the service warrant. 

5 U. S. C. 314 requires a certificate of the Attorney General that 
such services are actually rendered and that the same cannot be 
performed by the United States Attorney or other officers of the 
Department. This certificate will be furnished by the Department 
in Washington. 

October 1, 1958 
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The compensation of Special Assistants, as allowed under the terms 
of the appointment, is payable through the Department of Justice. 
Voucher Form tilh, D. C., in triplicate (Appendix, form 1) shall be 
submitted to the Department on a biweekly basis. Each voucher 
must show the dates of service, rate of pay and the amount claimed 
together with the information as to the title of the case, or cases, in 
which the services were rendered. If such cases are so numerous as 
to render it impracticable to name all of them on the face of the 
voucher, a statement that services were rendered in cases assigned 
under special law (i. e., banking laws, mail fraud statute, internal 
revenue laws, etc.) will be sufficient. Every voucher must be approved 
by the United States Attorney in the body of the form as shown on 
the sample in the Appendix. The space reserved for the "Approving 
Officer" must be left blank for execution by the proper Departmental 
official. 

Qualifications 
Special Assistants are subject to the same requirements and qualifi-

cations as regular Assistants. Except in unusual circumstances the 
character investigation must be completed prior to employment. 

Appointment Forms 
The manner of submitting recommendations for appointment and 

the forms to be executed are the same as for regular Assistant United 
States Attorneys, except that no medical certificate is necessary. 

Lands Division 
Special Assistants to the Attorney General and Special Attorneys 

are frequently employed to handle land acquisition proceedings and 
other matters under the jurisdictio:n of the Lands Division. Gener-
ally such employees are under the supervision of United States 
Attorneys. Recommendations for employment of such assistants 
should be directed to the Attorney General, Deputy Attorney General, 
or the Assistant Attorney General, Lands Division. Appointments of 
this type are approved by the Attorney General, the attorneys' names 
are carried on the regular payroll at the seat of Government, and they 
receive compensation direct from Washington. 

CLERICAL EMPLOYEES 
Appointment and Duties 

Clerical employees for United States Attorneys may be employed 
upon approval of the Attorney General (28 U.S. C. 610). 
March 1, 19M 
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The duties of such positions include typing, stenographic workj 
docket work, messenger work, and miscellaneous offiee duties of a non· 
professional nature. 

Compensation 
These positions are subject to the Classification Act of 1949 and com· 

pensation will be paid at rates established by the Pay Act of 1951 (see 
Salary Schedules and Pay Scales). The initial salary of each new 
appointee shall be at the minimum rate of the grade to which the. 
position is allocated ( 5 U.S. C. 1131), except that subject to prior De-
partmental approval, an employee who is reemployed or transferred 
may be paid at any scheduled rate for his grade which does not exceed 
his highest previous rate. · 

Vaeancies 
Vacancies may be filled generally by : 

( 1) Promotion from within the office. 
(2) Inter-agency transfer of qualified individuals. 
(3) Reinstatement of persons possessing permanent civil service 

status and the required qualifications. 
( 4) Original appointment from Civil Service Commission reg-

isters of eligibles. 
( 5) Appointment outside registers of eligibles upon specific au-

thority from the Regioll&l Office of the Civil Service Commission. 
Before positions are filled, either by appointment or promotion, the 

position description on file should be checked with the duties to deter· 
mine whether the proposed incumbent will be performing all of the 
duties of the position. 

Where a position has been vacated by an employee who received a 
lump sum payment covering annual leave due on termination of serv-
ice, the vacancy may not be filled until expiration of the period of 
leave for which payment was made. 

Authority to fill vacancies in· clerical positions '1111U8t first be secured 
from the Department and such request should be submitted, in dupli-
cate, to the .Administrative Assistant Attorney General, identifying 
the vacant position. Upon receipt of approval to fill a vacancy, the 
following forms will be transmitted for consideration: 

(1) Standard Form 67 (Application)--original only. (Com-
plete statement which follows Itein 38 verifying military dischRrge, 
otherwise five point veteran preference .will not be granted.) 

(2) Standard Form 15 (Appendix, form 30) with supporting 
proof if claiming disability, wife, widow, or mother preference. 

(3) Standard Form 86 (Security Investigation Data for Sensi-
tive Position)-in duplicate. 
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(4) Standard Form 87 (Fingerprint Chart). 
(5) Copy of Civil Service clearance o.nd exo.mination papers if 

such papers have been furnished. 
In case of emergency, appointments may be made, following au-

thorization from the Department,. for a period not to. exceed !month 
without securing approval of the Civil Service Commission. .A:JJ.y 
extension of such appointments must have the approval of the Depart-
ment as well as the Civil Service Commission. Requests for emer-
gency appointments must state the proposed position, grade, and rate 
of compensation, proposed headquarters and qualifications for the 
position. The request should be accompanied by a Fingerprint Chart, 
Standard Form 86, and Standard Form No. 57 in duplicate. 

Character Investigation 
Appointments at G8-5 and above will be made after the character 

investigation has proved satisfactory. Appointment at G8-4 and 
below will be subject to investigation, provided the head of the office 
~ertifies that the employee will not be permitted access to o.ny classified 
material until a full field investigation has been conducted and the 
employee cleared under the security regulations. A certificate to this 
eftect should be placed on the recommendation for appointment. This 
rule applies to all types of positions, whether new appointments in 
Government civil service, transfers from other Government agencies, 
or recruitment of former employees. 

Appointment Forms and Ently on Duty 
Upon reooipt of the authority for the appointment (personnel action 

fanfold copy marked "Employee"), the employee will be required to 
take an oath of office and execute the foli.oWiug forms: 

(1) Appoint~p.~t ~davits (Standard Form No. 61). 
(2) Personal'HistOry Statement .(Appendix, form 2). 
(8) ~edical certificate (Standard Form 78). . . 

The forms will .be transmitted proJl?.ptly to the Administrative 
Assista.nt Attorney ~neral together with information as to the date 
the employee en~ed on duty. The employee must not be added to 
the payroll and no payment of salary may· be made until payroll 
copies of fanfold (Nos. 6 and 7) (Appendix, form 28), showing entry 
on duty.date, ~received. 

Status and ·Eligibility 
· ·. Any questions concerning the civil service status of any applicant 
or an· employee·· should be referred to thEdocal Regional Director of 
the Civil SerVice Commission. · · . 
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Generally, persons appointed after September 1, 1950, are con-
sidered indefinite appointees and do not acquire a. permanent civU 
service status. 

Trial Period 
Each new employee is required to serve a tria.l period of one year, 

except where it has previously been completed in other Government 
employment. Transfers of employees during the trial period are 
subject to completion of such period. During this period his conduct 
and performance should be observed by the supervisor and not later 
than the tenth month a written appraisal of the employee's service, 
conduct and general character traits must be submitted to the Admin-
istrative Assistant Attorney General. This will prevent completion 
of the trial period by default and guard against retention of an 
undesirable employee. 

Lands Division 
When it is necessary to employ clerical assistance in connection with 

Lands Division cases or matters, the United States Attorney or the field 
attorney in whose office the vacancy exists should immediately com-
municate with the Department, addressing his letter to the Attorney 
General, attention Assistant Attorney General, Lands Division, setting 
out the need for assistance or replacement, the type of work to be done, 
the project or projects involved and the duration for which the services 
will be necessary. If the request is approved, the United States At-
torney or field attorney will be authorized to contact the proper 
Regional Director of the CivU Service Commission and he should then 
proceed in a.ccomplishing the appointment in the same manner and 
subject to the same restrictions as set forth above rega.rding the em-
ployment of clerical assistance in the office of the United Sta.tes 
Attorney. 

PERSONNEL REGULATIONS, RIGHTS, AND 
PRIVILEGES 

HOURS OF DUTY 
5 U. S. C. 944 provides for an administrative workweek of 40 hours 

for Federal employees. Employees must render full-time service, 8 
hours per day, 5 days per week, Monday through Friday, except when 
on annual or sick leave. Where it is necessary because of court activi-
ties to keep the office open on Saturday, the head of the office is au-
thorized to a!isign a sufficient number of employees to duty on that day 
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and to allow compensatory time off in accordance with regulations set 
out under Leave. 

The .work day is established as 9: 00 a. m. to 5 : SO p. m. and 
exceptions to the rule must be app'!OVed by the Administrative As­
sistant Attorney General. The hours of duty must be strictly ob-
served and entployee's must devote full time to their duties (see Leave, 
also Dual Or Private Em,ploynient). ' · · 

Unavoidable or.neceSsary·abSence from duty and tardiness, not in 
excess of so minutes, mlly be: excused by the supervisor. The time 
must be made up either by charge againSt ov~rtime previously worked 
or subsequent overtime. Habitual tardineSs cannot be excused and 
will be charged agait;tst annual leave or CorreCted through disciplinary 
action. The minimum charge for annual leave regardless of the 
period of tardiness is 1 hour. · · 

A schedule for lunch periods shall be established in each office on 
a staggered basis so that 80me ·one will be present at all times to 
answer inquiries. or handle l'Outine business. Any abuses ·of the time 
allotted for lunch should be corrected by administrative action either 
by a charge against annual leave or by appropriate disciplinary 
measures. 

HOLIDAYS AND OVERTIME WORK 

Fed'eral Holidays 
The following holidays should be observed as nonwork days: 

N.ew Year's Day, January 1. 
GeorgeWashington's birthday, February 22. 
Decoration Day, ~ay 80 •. 
Independence Day, July 4. . 
Labor Day, the 1st Monday in September. 
Annistice Day, November 11. 
Tha.nksgiving Day, the 4th Thursday in November.· 
Christinas Day, December 25. 

Whenever any of the above holidays fall on Sunday, offices shall be 
closed on the following Monday, and all employees shall be excused 
from work on that day (Executive Order No. 10358, June 9, 1952). 

An empoyee required to work on a day designated as a holiday by 
·Federal statute or ·Executive Order, during hours which: f&.li within 
his basic .workweek of 40 hours, shall be compensated for each hour of 
duty not to exceed 8 hours, in lieu of his regular rate of basic com-
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pensation for such duty, at the rate of twice such regular rate of basic 
compensation. 

State or Local Holidays 
There is no authority to excuse employees from work on holidays

other than those recognized as Federal holidays. Offices should be
kept open on State or local holidays to transact the usual business,
and absences should be charged to sick or annual leave in the regular
manner. If it is not possible because of local conditions to perform
any work, the office may be closed or individual employees excused,
but absentees must be charged with leave. 

Irregular Employees 
Employees paid on a per diem or "when actually employed" basis 

are not entitled to compensation for any holidays. 

Overtime 
Paid overtime.-No overtime compensation may be allowed unless 

paid overtime has been authorized by the Deputy Attorney General 
or the Administrative Assistant Attorney General. 

Overtime ordered.-No credit shall be granted for overtime worked 
unless it has been ordered by the head of the division or office. Heads 
of divisions or offices who are authorized to order overtime are not 
eligible for paid overtime or compensatory leave. 

Salary limitation.-The Federal Employees Pay Act of 1945, as 
amended, prohibits payment of overtime where such additional com-
pensation would cause the aggregate compensation for a given pay 
period to eaJceed the rate of $10,390 per annum. Because of this re-
striction no person may claim credit for compensatory time worked 
where his combined biweekly pay plus overtime, if paid, would exceed 
$397.30 the biweekly rate of $10,330. 

Grant of Zeave.-When overtime work is necessary, compensatory 
time off may be granted on the basis of equivalent time off for over-
time credited to those employees entitled to it. (See Compensatory 
Leave.) 

SALARY SCHEDULES AND PAY SCALES 
Salary rates fo~ clerical employees are established by the Classifi-

cation Act of 1949, as amended by. the Pay Act of 1951 (5 U.S. C. 
1111-1113). The following table shows the present rates of pay. 
The General Schedule is applicable to all clerical employees. (For 
compensation of United States Attorneys and Assistants see United 
States Att9rneys, also Regular Assistants.) 
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CQIIO!IIU!IOII SCR!IlULI AS 'PIIO'f'JJ)I:D It 
I'VliLlC r.t.W 201, .&niiOtiD 10-24-51 

S.1"11U 
AA4 i£1<1• Rates within O~&d! 
C1'C OS 'M1n1111UII lnter~~~edi&te MU1!!!!!1 

~ 1610 1azo 12JO 122!! 202Q 2~10 ~110 

2 a~ ~!i~O 2260 26J.!! 2zoo 27.7.0 i:B!iQ 
1 2~00 226o 2660 27.Yf! 2620 ~00 ~80 

l 25:22 ~6l2 ~12 il22· 2§7.2 il222 JOJ2 

"" 
2 27.20 26lO jl210 ~20 •J.27.0 l120 lil!! 
l i222 J.OlO JllO J190 &7.0 ll22 lll.l2 

2 ~Ill: J02!1:. l1.l!l: l2111: mil: ll7.!1: ~ 
II. J1I2 J222 lll2 Jill:! l!I:U .127.2 l~5: 

6 ~ ~80 JJ60 l!WQ J.$.20 J.600 J680 
2 l!l:10 l:Zl:! J.660 li8~ JUO !I:OJ2 ~60 

I l!I:J2. J.5:~2 ~l2 m2 J.8J2 l2l2 IIQJi' 
8 lll!!! J86:! :!220 ~12 ~ !i:J62 r.il20 

6 l122 J920 11,011,2 ll!Z2 ~2 ~ ~~· 

! Ill~ !1.@7.2 !ISQO ~22 11,6~ !I:ZI2 11-!00 
I ~2 JliJlO W2 ~ !1,7.02 ~l!! ll.!ii 

10 !Q6~ J6!20 ~12 !I:'!!Q $262 2120 2l6i. 
8 II:~ ll:Zi2 ~zo !1:'!22 2120 ~ 2~12 

2 2060 :!182 2l10 211.U 22.60 :!682 28).2 
;w 2222 5~22 27.20 :!8~ 6000 6J.22 ~S! 

Yo 2!/I.Q 6~11Q 6l!IQ 6211Q ~IAQ ~lie 

~~ I!!lie I2i!! IWl:2 I~ Z8!iQ 8o!iQ 

u 8J60 8:!60 87.60 !!260 2160 2J.60 
ldl. 2606 2800 ~.coo 10,200 10,IIe2 10,600 
12 1218oo u 1o:f!! ll1 lQO u,~ 11,800 
16 12,ooo 12,200 )&,!IE!! ~.600 12180o 
JZ UiOOC u,zoo 1J.11JQU 1J.,600 lJ.,800 
),8 ~,A,800 
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LEAVE 
In General 

Autluwity.-Leave of absence for United States Attorneys, their 
Assistants, and other employees of the Department of Justice is gov-
erned by Departmental regulations under authority of the Annual 
and Sick Leave Act of 1951; as amended by Public Law 102, 83d 
Congress, approved June 2, 1953, and Part 30, Title 5, Code of Federal 
Regulations. 

Part-time and intermittent employees are not generally entitled to 
leave benefits, except under certain conditions. If there is any doubt 
as to whether an employee is entitled to leave, the question should be 
submitted to the Department. Fee-basis employees are not entitled to 
leave benefits and leave records should not be maintained for such 
persons. 

Leav.e with pay statm.-Leave shall accrue to a full-time employee 
while in a pay status. For this purpose, terminal (lump sum) leave 
is not considered as pay status. 

NO'npaystatw.-Whenever a full-time employee's absence in a non-
pay status totals the equivalent of the base pay hours in one pay 
period, the credits of leave shall be reduced at the rate earned in a pay 
period. 

Devotion of time to duty.-If an individual does not devote full 
time during the regularly assigned tour of duty he must charge the 
difference to annual leave or leave without pay. The tour of duty 
must be worked at the offi·ce, in court, traveling, etc. In other words, 
official work in private law offices, at home, etc., does not constitute duty 
and absence therefor from the office must be charged to leave. No 
officer in the Executive Branch of the Government to whom the leave 
law applies shall be deemed entitled to the compensation attached to 
his office aolely by virt'u6 of his statw aa an officer. 

All United States Attorneys and Marshals are subject to the leave 
laws and must observe the prescribed hours of duty. Absences during 
the regular tour of duty must be charged to leave, or if all leave is 
exhausted, such absences will be charged to leave without pay. 

Tardiness.-Unavoidable or necessary absence from duty and tardi-
ness not in excess of 30 minutes may be excused by the supervisor. 
The time must be made up either by charge against overtime pre-
viously worked or subsequent overtime. Habitual tardiness will not 
be excused and will be charged agai~t. annual leave or corrected 

·through disciplinary action. The minimum charge for annual leave 
·regardless of the period of to.rdiness is i hour. 
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Leave year.-Leave year means the period from the beginning of 
the first complete pay period in the calendar year to the beginning of 
the first complete pay period in the following calendar year. How-
ever, the 1953leave year began December 21,1952, and will end Janu-
ury 2, 1954: (27 pay periods). 

Mini'T1'1J1b,m, leave.-The minimum charge for leave of any kind shall 
be one hour and additional charges in multiples thereof. 

EzCUBed absences.-No charge against annual or sick leave may be 
made for the following absences: . . 

1. Service as a witness before the Civil Service Commission, on 
summons by that body. 

2. Service as a witness at an oral hearing before a performance 
rating board of review, if the employee's testimony is requested by 
that body. . 

3. Absence of a party to an oral henring on a performance rating 
appeal while appearing at such a hearing before an efficiency rating 
board of review. 

4. Absence of veterans for actual time necessary, not to exceed 
4 hours in any day, to participate as active pall-bearers, or members 
of firing squads or guar~ of honor in funeral ceremonies for mem-
bers of the Armed Forces whose remains are returned from abroad 
for final interment in the United States. 
Refund for overdrawn leave;-All Federal employees who are sepa-

rated must refund for any unearned leave (sick or annual) which ha.s 
been advanced to them, except in cases of death, retirement for dis-
ability, or in cases of employees who are unable to return to duty 
because of disability. 

Annual Leave 

Oredita based on aervice.-There is no distinction between the 
amount of leave earned by permanent and temporary employees. 
Annual leave accrues on a graduated basis according to the employee's 
total years of service creditable toward retirement. (See sample 
accrual charts for years 1953 and 1954 (Appendix, form 3).) 

New emtployeu.-New employees and persons reappointed after a 
break in service must be continuously employed for 90 days before 
they may be credited with any annual leave· accrual Any absence 
during the 90-da.y period will be without pay, unless the absence is 
due to illness for which sick leave may be granted, or the employee has 
annual.leave to his credit for which he made refund upon reemploy-
ment (See Terminal Leave). After employ.ees have worked for the 
90-da.y period, they will receive credit retroactively for annual leave 
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earned for each full biweekly pay period.; HoweYer,. &mmal le&'lt 
abeequently credited may :not· be substituted ior-le.we without pat 
tden during the 90-day period. '. . . 
A~ of f.IMUt.Jll.H.-'Ihe law seta leave earnings on t. biweeklj 

pay period basi& Full-time employees shall earn and be Oredited lrith 
annual' leave ~rdi.Dg to their nUlnber ofy~ of service 88 follows: 

L X... than 8 ;re&rL------.. - ' hoUJ'II tor eeeh l'nJl bl-w8ekit . liU ". . . pert.Ocl. . . . 

I. I 7f&ft' eentce but 1-. t1Wa JJL... 8 lloun tor ·.all fall ttl-weakJT ·• 
pertod .(exeept tbat ~ ,tow.IM!C 
tun PB:7 ~ lD the cale»dar ~

. WU1 be 10 liouftl). · · · 
8. 15 7earrf ll8l'11e8 or mo~-- s lioan · tO'i eae11· tail bl-weekl7 P1J 

. ~- . 

Olulliag• 1ft riiu of acD'I'tiiJ1,;_.,.Any Cha.np ·'in the ~te of ~ of 
imliualleaV8 Shall take e1feet &t the begimiing of'thepay ,Period follow-
ing_ fll:8 P&! p~od in w~ch the ~moer o:.; euiJ>l~ee Qompl,~ -~ 
prescribed penod of &el'Vlce. · · '· · · .· 

.Ac~~Und~ ·_Pu~Iic La"!'. 102, .~d. ~~- a~pro!ect 
July 2, 1953, einployees may now a.ccUinulatA!I not· to uc:ieed 30 days. : 

'Those. employees whose pOst. ·o'f -~t)t' is out$d~:· ~iitin:etttai. UDited 
StatE!B may aeeum:alate not tq ~ee'ed 4:& 'clivs prOvtding.the!f'fatt' iD one 
of the· following ·cA.t:egorierf: · · · · · · · : · 'h _ · · · • .. 

~ 0 1 • I ' ' ' I . . j • ' 

.#om .. 1~ P~~ ~tll' .. ~ted or transf6rred thtt tlnited 
:·.~~~t~!t:.!R~t!:~A),h~~~Y~te4 
. 1¥m: t4~:U~¥St&~, and)iave beJ'n· irl ~~ti&~ 1:
=~~=~:J:~~~;:tn:r:~!t~·~:s~~~-11.~ 

· Sta~ governmen~ pa~~P.L~ Qf foi;3t~ fW~~~~ ~~t~~~ 
. ~nditi~:ns 9f ~J!lo~en~p~vi~e, for t¥,1' *~· tr&nsi>~~'n, ~;_ 
· the t!,~ted '$ta~; o~ ,(~) -wllo w.~ a~,d,t~.~ ~f.~D?-P.~!l~-~-, 
po~:y_a~nt ft:oin~~.'P~~-S~~--tor P~,of ~T~.~~\ 

.. 
fo~al ~.~1 ~n4 maintatii~ ~d~ce :m:#ts U~ Staws dufillg~ 
suehielnporarya~ce., ... , ... · .r,; ..... :~- · .·.~···· 1.: •• '· 

an~·-~~r;-~~t~~: ;;;:;;~c::rth~=-
Sta.teS tO ~pt empiorm~t Wl~.-p,,~DCtf:91 ~ Jf~-~V~;. 
nieiit. · J$88 eumplul.l A::ppendix, fPlllll 3~.) . ,; ,; ; . . .,. : . ·-~ .. 
·~·~iom to-b~ ~64~~-~~-~~pmvides tbJ.t, 

tne heads of agencies di~. qfticj$la apd, e!Dj)loy-., wborhave-llioou•, 
m$.t¢.. annu~l_ lea.ye to ·their credit wa.der)-thilil Jeave sy~. which 
is. in:.~ !#, ~Q. q~. 45, AA]ll, 88 the. ~t.SQ ~~y be, to:JedMe su~ .bel-, 
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ances over a reasonable perioo of yeal"S .as public business permits. 
In view of the .va.tying work factol"S. -it is not. proposed at. this time· to 
prescribe a rigid uniform plan for liquidation of sueh exeess le&ve. 
However, in o~det to carry out the congressjonal directive ofticers and 
employees should immediately begin tQ reduce excei!S leave .,accumu-
lations consistent with official work and . consideration to the pref-
erence of the employees. , . 
· Samnga proviaion.-The accumulated annual leave which an em-

ployee brought forward at the. beginning of 1953 is his maximum 
until he reduces it. . For instance, if an employee carried over 60 
days to 1953 arid he takes _all o:f this year's leave plus an additional 6 
days during th_e year~ he may carry over only 55 . days into 1954 and 
succeeding years. Fifty-five days becomes his new ceiling (subject 
to further reduction of exc~ accumulations-foregoing paragraph) . 

.A..dtJtm.cu and. refP.dred balancu.-Advance of annual leave may 
never exceed the normal accumulation in any leave year. Where an 
overdrawai of annual.leave results from a reduction of leave credits 
<iue to leave with.o:ut pay, the debit may be charged to the employee's 
leave· accrual in· the following .leave year or he may be required to 
refund the am~unt' paid him for. the periOd of such excess. As a gen-
eral rule employees ~ be permitted to .~rge the overdraft to the 
following year's accrual. However, in the case of chronic oifendel"S 
cash refunds will be required. 

In order to reduce the work necessary to·proce8s leave without pay 
actions, all empl<~yees accruing leave at the tate of 20 and 26 days per 
year 

a". 
should be required to maintain a balance'of 5 _days' annuRllea.ve 

to provide for emergencies. Annualleave.application8 of employees 
..yh(J not maintahiing this balance should not be approved except 
upon a :Written Statement from tile employee 'specifying the reasons for 
the ~pplication ·and· a.~P~~ed in _advance ~ t~>:e person authorized to 
grant l~ave.- :Employees w~'O accrue leaye· at the rate of 13 days per 
y~ar do' riot have to maitttalli a balance o.f IS days. However, leav:e ap-
plications of these employees·who do not have a sufticient annual leave 
balance to cover· tlie application should not be approved except in 
emergency situations which may _merit approval. · 

Orartt· of ~nualleave.-Annualleave must be taken at such. time 
as the $upervisor''or the ·head of the office directs. It is ~bjeet ·com-
pletely to his administrative discretion and not on the wiShes or the 
desire of the individual employee. If the work of the office is slack 
during a partjcular period bf the year employees S:hould be required 
to ·take their annual leave during this period. 

'Requating anmealleave.-Annualleave shall normally be planned 
and requesOOd a sufficient period 'Of time in advance of· the beginning 
Januaey ~ l.D5IS 
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date to permit careful scheduling of leave for all employees concerned 
and in order to promote the efficient conduct of the work and the best 
interests of the Department. Applica.tions for leave which do not 
meet this requirement will be disapproved. 
P~ for-If an employee resigns, enters the military service 

and elects to be paid for his leave, he is discharged, dies, or transfers 
to a Government agency or a position under a different leave system, 
payment for accrued annual leave shall be made in a lump sum (5 
U. S. C. 61b). (See Terminal Leave for restriction on amount of 
lump-sum payment and procedures for accomplishment.) The last 
day of active duty is considered to be the day preceding the period 
for which lump-sum payment is made. The liquidation of annual 
leave by lump-sum payment has no effect on transfer of sick leave if 
otherwise proper under the leave regulations. 

Sick Leave 
Rate of accrual.-All employees earn 4: hours of sick leave for each 

full bi-weekly pay period • 
.Acoum.ulatioft.-There is no rutriction on the amount of sick leave 

that may be accumulated. (Prior to January 6, 1952, 90 days was 
the maximum accumulation of sick leave.) 

(Jra.nt of kave.-Sick leave shall be granted to employees when they 
are incapacitated for the performance of their duties by sickness, 
injury, or pregnancy and confinement or for medical, dental or optical 
examination or treatment, or when a member of the immediate family 
of the employee is aftlicted with a contagious disease (requiring quaran-
tine) and requires the care and attendance of the employee, or when, 
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through exposure to contagious disease, the presence of the employee 
at his post of duty would jeopardize the health of others. 

At.Wance.-Sick leave, not to 6r1Jceed 80 days, may be advanced in 
cases of serious disability or ailments, provided that no advances of 
sick leave shall be made to any employee unless the absence from duty 
on account of illness is for a period, or periods, of o ur mure con8ecu­
ti'Ve tDork day11 / that every advance shall be supported by a medical 
. certificate. 

Sickness during a1muallea'Ve.-When sickness occurs within a period 
of annual leave and lasts 5 or more consecutive work days, the period 
of illness may be charged as sick leave and the charge against annual 
leave reduced accordingly. Application for such substitution of sick 
leave for annual leave shall be made within 2 days after return to 
duty and shall be supported by a medical certificate. 

Sick Zea'Ve recredit.-Any unused sick leave balance of an employee, 
who was separated after January 6, 1952, without a break in service, 
or a break of not more than 52 continuous calendar weeks, may be 
transferred to his account upon reemployment. 

M edical'certijicate.-Any sick leave absence in excess of one day must 
be reported on Standard Form 71 and supported by a medical certifi-
cate or a written statement from the employee indicating the nature 
of the illness and, in the latter instance, the reason why a medical 
certificate is not furnished. The head of the office or someone desig-
nated by him shall determine administratively whether the statement 
of the employee, in lieu of medical certificate, shall be considered 
sufficient evidence to support the request for sick leave. 

Leave Without Pay 

Deflnitiun.-Leave without pay is defined as ''Temporary nonpay 
status and absence from duty granted upon employee's request." It
does not apply to time spent in military service and is not to be con-
fused with suspension or furlough. 

Gr01nt of lea-ve.-Leave without pay may be granted to an employee, 
for absence due to illness or emergency, during or after the first 90 
days on the rolls when he has no leave to his credit to cover such 
absence. 

The smallest unit of leave without pay shallbe 1 hour, and all such 
leave in excess of 1 hour shall be charged in like multiples. Leave 
without pay is not charged on a holiday at the beginning or end of 
a definite peri<?d of leave without pay for. 80 days or less. If the leave 
without pay extends beyond 30 days· then upon return to duty a holi-
day falling at the end of the period should be charged as leave without 
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pay. AIHioHdaf$ fallingW'ithin'll pemod.of le&ve without-pay'Shol11d 
be charged. · ·, ·. · · · ···' '·· · · ' 

. Er»tended ka'Ve toithOiUt ptJy.-Applicationaforleave without pay in 
··excesS' of·SO'days·fir for· an·mdefinite~ periodJmti&t·ha~ the:prior· ap-
''p:i'6val of the Depattment.: .. ,· .; ; ; . ;, . ... . . : .. ;- . ' ,; : J 

Leave·wlthout pay will not be1tuitiliorized initially for·tmy periJod 
m et»oe88 of (J· m.on.tht. 'Any request for leave without pay· will· be 
examined closely to assure that the value to the Government ·or the 
needs of ·ilie etnpioyoo are suftlcient to oft'~t the costs and administra-
tive ·inconvenience involYed. ·As· a .basie ·condition· for, approval·· of 
:extended lea-ve without· pay, will ~:n; 

at 
should be•.reasonablo· u:xpectation 

that the'emplo~ return th'eteid of the• approved period and 
one of 'the f6llowiiig criteria shoUld eontrol:: ' ' · ·.. . . 

(a) Increasedjobi.bilit;r; · · · · · · · · · · 
 · (b) Protection or;improvement of ·employee health. 
' '('o) Betentio:n Of a d~irable employee." . : · · : . 

Mili~ry Lea;ve 
. Miliim-y leoJVe'f~ training auty._.Military leave not to etMeed16 

calinlla'l' dtijj, m imy One caleruiar year is granted i6 pennanent and 
mc:iefinitei officers arid employees; who are rriernbets of milita.ry ~serve 
orga:riiZa.tioriB; when' ordered to repdrtfottraining duty. All military 
leave ofabseli~.·wit}l p!ty' is limi~.io periods of annual training as 
distingoishe4 from a~tiv~ duty; · · · · ; · · 

To rsport for iMuetiott. ea:amiMiioti;-Employees who DltiSt absent 
themselves from 'duty for the purpose of undergoing the preinduction 
physical examination requ~red by; the Up~!ersal Military Training and 
Service Act may be administratively excused for the time required pro-
videdjt,sAAJlp.Qtexceed, l.day. All t~ in excess-qf.l,~ shi!IR be 
charged.~t.Q annu~ll~ye or to .. ~v~ without ~Jl· ... (; , . . ; v • 

Pa'!/'IM'Ilt.(fll Mtry into Mmed for~.-f-~ployees of th~ l;)ep~:nt 
of Justice who have heretofore QJ:~ho ,ma.y ~eafter he qrd~ed to 
active duty with the.mil~tary or nav~~ol fo~ of th:e Unjt.ed ~ta~ ,shall 
. he entitled. to ~ve,_·~ a.dditio~ to their military pay t Q9I11p~ation jn 
their C:irilian positions oovering·.~r ~ccumulated or current,annu"l 
leave. ., 

Orsd# on t:fturn /Yo~ military ae:rvioe.r;-rAny P'U'Jil.~pt .~ployee 
}!'ho leaves a, poaition to enter .. mil~tary ~r merol)ant ma.r;i.l).e, ~ce, 
.and has been ~mployld as fl. permanent f~lpy~ within .(S2 caltmd,&r 
weeks a#er W.S release. from .sueh,$erv:ice, shall bav~ ,h~ ;,-.:-k¥zv~ 
aoo~ f'eim~4, if be. elec~ ·on entering the ser'\"iqe ~ ~v~ :the 
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lea:ve reDlain ~to his credit. .Also his sick leave a.ccount sha.ll be rein~ 
stated.for credit 'or cha.rge as the case may be. 

Court Leave 

Court leave may be granted to perma.nent and indefinite employees 
ror &ttending court as a witness on behalf of.the United States or the 
DiStrict of.Columbil. or·for jury duty, without charge to aimualleave. 

Such employee& ea.lled for jury duty shall not ordinarily be paid 
for jury service, but if they lire required to accept a juror's fee in 
a State court, the amount of such fee (only) should be turned over 
to the Marshal for deposit os a credit against compensation payable 
by the United States ( 5 U. S .. C. 30p). 

Temporary employees are not e.ntitled to jury leave, but if they 
serve on a jury while on leave without pay from their. Federal posi-
tions, they are.entitled to payment for the jury service ( 5 u. s. a 80n 
and 80o). 

Attendance at court for official bUsiness connected with an em-
ployee's usual departmental duties and time required in going and re-
turning is not considered absence from duty. 

When an employee is subpoenaed in private litigation or b7 some 
party other than the Government his absence must be charged to 
&mlualleave or leave without pay, unless such testimony arises from 
his official ca.p&city. (In the latter case see l!S Comp. Gen.l96.) 

Voting Leave 

. Where the absence will not. ~riously interfere with official work; 
employees who desire to vote in communities where they maintain 
voting residence, 61l'cept where IIJOting by a1mm.tu 'ballot u.permitted, 
will.~· e,xcused for the purpose of voting without charge to annual 
leave for a reasonable time on all election day~. Where registration 
in person is required, employees may similarly be excused. Such au-
thorized absence should not exceed the time actually required to vote 
Ql' register, as the ~ may be, and in no eveut should it exceed one 
wor~ day for each election or registration period. 

lf. an employee will require longer than one. day in order to en~ 
him to go to his legal residence to vote ~r register, permission IXl&Y .be 
granted a.nd the period of absence in excess of on~ day will be charged 
to annual leave, or if annual leave is exhausted, to leave without p&y~ 

Leave for Atten,J.anee at Meetings 
. 

Employees absent from duty to attend oonferences, conventions or 
other meetings directly connected with the work of the Department, 
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including time going to and from official stations, shall be considered 
in a duty status without charge to leave and without loss of salary • 
.A:ny other absence for this purpose must be charged to annual leave. 

For example, a United States Attorney or an Assistant may be 
excused for attendance at judicial conferences without charge to 
leave, and to bar association meetings in those instances in which the 
attendance is an outgrowth of the duties of his position, such as making 
a talk about the work of the Department in his official capacity. See 
Attendance at Meetings, page 111 of this Title. 

Co10pensatory Leave 

Authorieation.-When overtime work is necessary and it has been 
ordered by the head of the division or office, compensatory leave may 
be granted for the overtime worked. (See regulations in Holidays 
and Overtime Work.) Heads of offices who are authorized to order 
overtime for employees in their respective offices are not eligible them-
selves for paid overtime or compensatory leave. 

01'edit. and ohaf'gu.-Compensatory time of will be granted on the 
basis of equivalent time oft for overtime credited. The minimum credit 
for overtime shall be 1 hour; however, fractions of less tha.n 1 hour 
may be accumulated during a reporting period (pay period) and cred-
ited to the employee when a full hour has been worked. Overtime of 
less than 1 hour remaining a.t the end of a reporting period may not be 
carried forward for credit in the following period. 

RecOf'd's.-Credits and charges for compensatory overtime and com-
pensatory leave should be shown on the Time and Attendance Report. 
Complete records must be maintained by the Time and Attendance 
Clerk on all periods of overtime. 

Time limitation.-Compensatory leave must be taken within 90 days 
of the time it is earned. 

Application for Leave 

United States Attomeys may grant authority to a supervisor to 
approve routine leave such as short periods of annual leave, leave with-
out pay, and sick leave not exceeding 1 day, court leave, etc. Such 
routine leave may be granted on oral request. 

Nonroutine leave must be applied for in writing on Standard Form 
71 (Application for Leave) (Appendix, form 8) as follows: 

1. Annual leave in excess of 5 days; 
2. Sick leave in excess of 1 day; 
3. Enended leave without pay; 
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4. Other types of leave which must be granted above the super-
visory level, such as Military Leave. 
All Standard Forms 71 shall be filed with the individuals responsible 

for time and attendance reports. 
United States Attorneys are required to submit to t'M Department 

application, Standard Form 11, for leave in excess of two weeks or to 
cover any unofficial absence from the district. 

Leave Records 

All leave records of the United States Attorneys and their employees 
are maintained in the office of the United States Attorney only. Stand-
ard Form 1187 (Leave Record) (Appendix, form 4) is the permanent 
leave record for each employee entitled to leave. 
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Under General Regulations No. 120, the following time and attend-
ance forms shall be used for recording the daily attendance and leave 
of all employees as follows: 

(1) Standard Form 1130 (Appendix, form lS)-for persons sta-
tioned away from headquarters. 

(2) Standard Form 1135 (Appendix, form 6)-for offices having 
12 or less employees. 

(3) Standard Form.l136 (Appendix, form 7)-for offices having 
more than 12 employees. · 
(See Time and Attendance Reports for instructions regarding the 

preparation of the above forms.) 
Leave records a.nd time and attendance reports shall be retained in 

the United States Attorney's office for inspection by Department 
examiners and General Accounting Office auditors upon request. 

Extreme care should be exercised in the maintenance of leave rec-
ords. United States Attorneys will be held accountable for any er.rors 
in leave computations or failure. to instruct employees in the regula-
tions for proper handling of leave accounts. In addition, excessive or 
erroneous payments for leave will be subject to suspension in the cer-
tifying officer's accounts. 

Time and attendance reports.-Time and attendance reports (Ap-
pendix, forms IS, 6 and 7) should be maintained at the level where rou-
tine leave is granted or where a responsible person certifies the daily 
attendance of all employees within the group. Routine leave shall be 
entered on the report and initialed by the employee at the time it is 
granted. Where a written application is necessary on Standard Form 
No. 71 (Appendix, form 8), the entry on the report will be made from 
the approved application. 

The following steps will be taken in the completion of Standard 
Forms 1135 or 1136 (Appendix, forms 6 and 7) : 

(1) At the beginning of the reporting period (pay period), head-
ings will be entered on the form together with the names. of em-
ployees, listed in alphabetical order. 

(2) Hours of duty should be indicated for all employees with 
irregular tours of duty . 

. (3) The supervisor should enter check marks on the first line of 
the daily block to denote employees working a full day. 

( 4) If an employee is in a tra-veling status, TS should be entered 
instead of the check mark. 

( lS) For work in excess of the regular tour of duty, the number 
of hours should be entered on the secon·d line of the daily block and 
the code description, ar, HW, or OT, entered on the third line, for 
compensatory time worked, holiday work, or overtime. 

December 1, ·19158 
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 •: · ('6) . In event of leave, •the number oi ho~.oi1 leave should be 
·•entered in the daily block:on: the first line; the code description for 
the kind of leave on the second line, ·and:' thb employee's initials 
or "8. F. 71" on .the· third li~e/ In case of- ail· absence covering 
several days, the initials should be1en~· on the last day. ·In 

.  iniiialing for sick leave, the employee should place an asterisk before 
his initials to comply with the required personnel.certificate.. 

· · · (7) ·Leave ·not applied for in advance should be posted to the re-
port currently and the employee's initials obtained when· he returns 
•to·duty.· . ! ' 

The following procedures apply to Standard·P<'Jrlri' 1180 (Appendix, 
form: G). . · · ·, ·. 

 ~. · 1. It should be used only by employees stationed away from head-
quarters,.. ... · .. , . 

9. All periods of leave:should be·initialed in the space provided 
in the last col111I11i. . · ·· · · · = 

3• Check marks should be inserted to show days on which employee 
worked'& full .day. 
• 4.' At the end of the·pmod, all ·columns ·shduld 'be totaled, the 
form certified by the employee, and transmitted to the headquarters 

 .'office with any ·Standard Form' 71 necessary to justify leave taken. 
· ~At ·the end of the r.8porting periOd; the totals should be' extended 

to the• "compensatory ·tinie" ·and "time·. absent''• columns :and the at-
tendance reports cheekect a.nd signed by the supervisor or other author-
ized perBOn. :The reports should be deliveted to the lea.ve clerk not 

. later than noO!l ·of th•day following· the elose of the reporting period 

. acept 'Where it is D.ec$!88.ry to· forward the reports by majl.. Postings 
should be made promptly to the employee's .Jeave•record (Standard 
Form. 1187', Appendix, ·form 4) and where it is found' that leave has 
been overdrawn, the report should be amended to Show leave without 
pay~ .Any leave without pay· should be· immediately reported to the 
Department. by ·Jetter,· addressed· tO the Administrative Assistant 
Attorney General. · 

-:: After·the'leave.records have been posted, the time and attendance 
reports will be used as a basis for prepuing the payroll. · 
' · Latuh DiM.on, tirM and attendaf&Ce,...;...Field employees' of the Lands 
Division are 8ubjectto·th&annua:kand sick leave,regu1:9.tions for Fed-
eral-employees.. ' Time and Attendance ·Repo'rte • (Appendix, form 6) 
covering Lands Division field employees ·are sent to the Department 
in Washington at the close of each pay period· ·aiid must arrive not 

, lfl.tB than Monday afternoon· following the· pay period. Standard 
·Fonn·71; A'pplieation for Leave (Apprendix, form· 8), should be ob-
tained from tun.ployees when they· are absent on annual leave for more 

;.December 1, ·l.HS 

U. S
. A

TTORNEYS M
ANUAL 1

95
3



23 
TITLE 8: ADMINISTRATIVE DIVISION 

than five days and should be retained in the field office. All sick leave 
in excess of one day must be reported on Standard Form 71, accom-
panied by a medical certificate or statement from the employee indi-
cating the nature of the illness and the reason why a medical certificate 
is not furnished. Applications for sick leave, together with required 
certificates, must be forwarded to Washington with the Time and 
Attendance Reports covering the period in which leave is taken. If 
Lands Division field employees desire to take extended periods of 
annual or sick leave, this fact should be reported to the Assistant At-
torney General in charge of the Lands Division. 

Di&poBition of leave recordB on Beparation.-Whenever an employee 
is separated, whether by resignation, death, transfer to another agency, 
etc., Standard Form 1150-Revised (Record of Leave Data Trans-
ferred, Appendix, form 9) (see sample) will be prepared and certi-
fied by the head of the office, and forwarded to the Department of 
Justice with the notice of separation. In death cases, Standard Form 
1150-Revised should be accompanied by a statement as to whether 
or not there is a surviving spouse (see Reports and Payments of De-
ceased Employees). Item No. 3 entitled "Total service" must be 
filled in. 

The leave accounts (Standard Form 1137, Appendix, form 4) shall 
be forwarded to the Marshal for retention for site audit purposes. 

In those cases where an employee is transferred to another office 
or agency, the Administrative Division of the Department of Justice 
will be responsible for forwarding information· concerning the em-
ployee's leave to the employing office. 

Terminal Leave 
General rule.-5 U. S. C. 6lb provides for a lump-sum payment for 

accumulated and current ac~rued annual leave when an employee is 
separated from the Government service, or when he is transferred to 
an agency under a. dift'erent leave system. 

Transfers witlwut break in service do not require lump-sum pay-
ments except when to a position not under the same leave system. A 
break in service of even one day requires lump-sum payment for leave 
and refund upon reemployment under the same leave system. 

The law is mandatory and the employee has no choice in its appli-
cation, nor can leave payment be denied an employee regardless of 
leave system even though separated under charges. Change cannot 
be made in dates of resignation or separation to avail of the law's 
benefits. 

December 1, 1953 
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The employee's last day of active service is to be considered the day 
preceding the period for which lump-sum payment is made. If an 
employee has current surplus leave to be used prior to separation (see 
below), the last day of such leave will be considered the date of sepa-
ration. 

Limitation on paymenta.-Public Law 102, approved July 2, 1953, 
limits lump-sum payments for separations after August 31, 1953, to 
a total of 30 days leave or pay for the amount of leave carried forward 
from the previous year (the employee's ceiling), whichever is larger. 
In other words, if an employee is separated after August 31, 1953, 
having carried over 25 days accumulated leave from the previous 
year, the most he could be paid for in a lump sum ·would be 80 days. 
Five days of the current year's accrued leave could be added to the 
25 days accumulated leave resulting in a lump-sum payment for 30 
days leave. If the employee brought forward 69 days as accumulated 
leave from the previous year he could receive payment for only 69 
days in a lump sum regardless of how much unused accrued (current) 
leav~ he might have to his credit. He would have to use the current 
year's leave to date of separation or forfeit it as .the law now provides. 
(See example in Appendix, form 35.) 

In death cases the payment for leave due a decedent may not exceed 
30 days or whatever amount is carried forward from the preceding 
year, whichever is larger. Leave earned during the year in which 
death occurs may not be included if the decedent had over 30 days 
to his credit at the date of death. 

Use of cu:rrent 81J!I'pltua lea'Ve.-The Compt~oller General has ruled 
that employees may be permitted to use their current year's leave, 
which could not be included in the lump-sum payment, immediately 
prior to separation. It is within the discretion of the approving officer 
to allow the use of such leave prior to separation whenever possible; 
however, the grant of such leave is optional and it may be denied where 
the exigencies of the public service so require. 

Sick leave '/)'l'io'r to aeparation.-5 U. S. C. 61b has no effect what-
ever upon the granting of sick leave immediately prior to separation 
under the laws, regulations, and decisions of the General Accounting 
Office ~ontrolling the granting of sick leave. Sick leave immediately 
prior to separation is required to be granted and paid for a's leave in 
accordance with the usual procedure and may not be combined with 
terminal, annual or vacation leaTe to determine the amount of the 
lump-sum payment, except to the extent necessary to determi~e the 

· tax deduction pursuant to the nue stated by the Treasury Depart-
ment in its circular of January 20, 1945, relative to withheld taxes 

December 1, 191SS 
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for Jump-sum payments under said act •. The time and date of expira-
tion of the sick leave should be construed as the date of separation. 
· · Pajpoll procedtw68.-The lumP:.sum payment covering leave is not 

subject to retirement deductions; does not include leave credits earned 
during period covered by the lump-sum payment; and does not in-
elude automatic promotions, except where prior to the elate of •epa:ra­
eum the required IS2 or 78 calendar weeks' service has been completed. 
However, if the employee's salary has been subject to social-security, 
social-seeurity deductions will be made on payment for leave accrued 
after January 1, 1951. The lump-sum payment is to be computed on 
the basis of the employee's rights at the time of separation under all 
applieab~e laws and regulations existing a.t that time which would have 
aft'eeted his compenSa.tion had he remained in the service for the period 
covered by his leave. A holiday immediately following expiration 
of leave may not be paid for, but any holiday falling within the period 
covered by the leave due may be paid for. In other words, the date 
through which payment shall be made will be determined just as 
though the employee had remained in an active duty status and used 
his leave in the regular manner. The appropriation current at the 
time of separation (last day of active duty) is chargeable with the 
entire amount of the lump-sum payment. (See 26 Comp. Gen. 102.) 

Withholding taxes shall be deducted on all lump-sum payments for 
leave. The tax to be withheld must be determined as if the aggregate 
of the final salary payment and the lump-sum payment for leave were 
a single wage payment for the payroll period, irrespective of whether 
the lump-sum payment for leave is paid at the same time as the last 
regular salary payment. (Memorandum, Secretary of the Treasury, 
January 20, 1945.) Both the regular salary payment and the lump-
sum payment should be combined into a single entry on the payroll if 
possible. (See sample payroll, Appendix, form 21S.) 
If the last regular salary payment to an employee is made at a dif-

ferent time than the lump-sum payment for accrued leave, or on a dif-
ferent payroll, the tax applicable to the regular salary payment will 
be determined in the usual manner. However, in determining the tax 
applicable to the lump-sum payment, it will be necessary to combine 
the lump-sum payment and the regular salary payment as if they were 
a single payment for a payroll period, determine the tax applicable 
thereto, and deduct from the total tax so ascertained the amount of 
tax withheld in respect to the regulnr salary payment. (Memoran-
dum, Secretary of the Treasury, January 20, 1945.) 

AtJailab'Ze a1 aetof!.-The lump-sum payment is available as a setoft' 
against any amount due from the former employee to the United 
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States, whether the lump sum is payable to the former employee, to 
his beneficiary or his estate. 

Beftmtl flYI' t61"minal ka11e.-If the employee has received a lump-
sum payment for previous service under the same leave system and is 
reemployed prior to the expiration of the period covered by the leave 
payment, refund is required in an amount equal to the compensation 
between the date of reemployment and the expiration of such leave. 
The amount of leave represented by the refund shall be credited to 
the employee's leave account. New employees who have been required 
to make a refund may use the leave reeredited to them at any time 
after appointment, even though further credit of leave will not be 
granted until 90 days have expired. 

Refunds are to be turned over to the Marshal for deposit to the 
credit of the Justice appropriation. 

Any information the United States Attorney secures regarding a 
refund which may be due should be transmitted to the Department 
with the request for appointment. 

:March 1, 19M 
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PROMOTIONS, CHANGES IN STATUS, AND CASH. 
AWARDS 

Reassignment· 
A vaeancy may be fill~d by the promotion of an employee serving 

in another position in the United States .t\.ttor.ney's office. Employees 
shotlld.IWt be.~.aesigned to another positionot ~.a dUferent l~lity 
or du~y staqpn without the approval of the Department. 
P.rowotiq~ .~assignments and demotion~ for permanent employees 

will be in~ as indefinite but will not a1fect the employee's perma-
nent status in:the Depa.J:tment. 
A,ny,~plqy~ may be promoted to a position at G8-5 or below, 

which ,is ti.Qt.. ~ than two grades above the ~owest grade he held 

December 1, 1958 
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within the past year under permanent or indefinite appointment. 
Promotion to positions allocated at GS-6 through G8-11 may be made 
after the employee has served 1 year at the next lower grade, or 1 
year in a position two grades lower if the line of work is properly 
classified at two-grade intervals under the Classification Act·of 1949. 
Promotion to positions allocated at G8-12 or above may be·made after 
the employee has served 1 year at the next lower grade. 'These re-
strictions also apply to appointments involving promotions. How-
ever, no employee may be reassigned to a different line ·of work or 
promoted within three months after his last competitive appointment. 

When a person in a classified civil service position is proposed for 
promotion, he must meet the experience and training requirements 
for the position as approved by the Civil Service Commission. In 
some cases it may be necessary for the Commission to test his qualifica-
tions by appropriate noncompetitive examination. 

Job descriptions on all clerical positions are maintained in the De­
partment. If there is a material change in the duties of any such 
position, a new job description (on Standard Form 75, Appendix, form 
31) should be forwarded promptly to the Administrative Assistant 
Attorney General. (See also Clerical Employees.) 

Persons receiving an "Unsatisfactory" performance rating must be 
separated from the service, reassigned, or demoted. (See Perform-
ance Ratings.) 

Automatic Promotions 
Under o U. S. C. 1121 promotions to the next higher rate within 

the grade (see Salary Schedules and Pay Scales) will be granted, to 
those officers or employees covered by the Classification Act, at the 
beginning of the next pay period following the completion of (1) 
each 52 calendar weeks of service if such employees are in grades in 
which the step-increases are less than $200, or (2) each 78 calendar 
weeks of service if such employees are in grades in which the step-
increases are $200 or more, provided that: 

(1) No equivalent increase in compensation from any cause was 
received during such period, except an increase granted for supe-
rior accomplishment; 

( 2) There is a. current performance rating of "Satisfactory" or 
better. 
Clerical employees holding indefinite a.ppointments are entitled to 

automatic within grade increases. 
United States Attorneys, although not subject to the promotion 

clauses of the Cla.ssification Act, may be granted administrative pay 
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increases after each 78 weeks of "Satisfactory" service at the discre-
tion of the Department provided funds are available therefor. .Air 
sistant United States Attorneys, however, are subject to the promotion 
clauses of the Classification Act and are granted automatic promo-
tions after each 52 or 78 weeks (depending on their base salary) of 
"Satisfactory" service. 

Notice of automatic promotions due employees will be issued from 
the Department and no recommendation will be necessary. 

Longevity Increases 
As a reward for long and faithful service, each employee who has 

completed 3 years' continuous service at the maximum rate of his 
grade may be granted an additional step-increase beyond the maxi-
mum schedule rate, subject to the following conditions : 

(1) No officer or employee shall be entitled to a longevity step-
increase while holding a position above GS-10. 

(2) No officer or employee shall receive a longevity step-increase 
unless his current performance ratiug is "satisfactory" or better. 
(3) No officer or employee s]:l.all receive more than one longevity 
step-increase for any 3 years of continuous service. · 

( 4:) Each longevity step-increase shall be equal to one step-in-
crease of the grade in which the position of the officer or employee 
is placed. 

(5) Not more than three successive longevity step-increases may 
be granted to any officer or employee. 

(6) The officer or employee shall have had, in the aggregate, not 
less than 10 years of service in the position which he then occupies, 
or in positions of equivalent or higher class or grade. 
United States Attorneys will be notified of effective dates of lon-

gevity increases by fanfold notice of the personnel action. No pay-
ment should be made until receipt of the fanfold from the Department. 

Promotion for Superior Accomplishment 
5 U.S. C. 112 provides for additional adva.n.ces in salary as a reward 

for superior accomplishment in line of duty, and pursuant thereto the 
Civil Service Commission has set forth the basic requirements for. 
granting advancement. 

As the basis for the award of an additional advancement, the su-
perior accomplishment of an employee must meet one of the following 
tests: 
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1) Outstanding performance, with all aspects of performance 
not only exceeding normal requirements but which are outstanding 
and deserve special commendation; or 

(2) Sustained work performance for a period of at least 8 months 
of such nature that it merits special recognition for superior accom-
plishment over and above the normal requirements of the employee's 
position, provided that his current performance rating is not less 
than "satisfactory" ; or 

(8) Initiation of an idea, method or device, which has been de-
veloped and adopted because it is expected to improve the public 
service or provide for more economical operation in the public 
interest; or 

( 4) .A. special act or service ~ the public interest, of an unusual 
or distinctive character, related to official' employment, over and 

 above normal position requirements, where its recognition as a basis 
for an additional advancement would serve as a. definite incentive to 
others. 
{Ibe granting of each additional advancement for superior accom-

plishment is subject to the following conditions: 
(1) It must be made within the limit of available appropriations; 
(2) It must be based on superior accomplishment which conforms 

to the standards set forth above; 
( 8) No more than one additional advancement may be mad~ to any 

officer or employee within 52 calendar weeks of service if his position 
is in grade GS-10 or lower, or each 78 calendar weeks if above 
GS-10. 
An Efficiency Awards Committee has been appointed by the At-

torney General to consider recommendations for promotions for 
superior accomplishment (5 u. s.' c. 1152). Recommendation for 
Superior Accomplishment Award forms (Appendix, form 11), obtain-
able from the Department, should be executed in duplicate in con-
nection with each recommendation proposed. 

Cash Awards for Employees' Suggestions 
Under 5 U.S. C. 116a and Executive Order 9817 of January 2,1947, 

employees are entitled to receive cash awards for meritorious sugges-
tions resulting in improvement or economies in the operation of the 
Department. The Efficiency Awards Committee passes on such 
Su.ggestions. · 

Any employee of the Department who makes a suggestion which is 
adopted for use and either has resulted or will result in improvement 
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or economy in operations,of-tbe.Depa....,._t by way of monetary sav-
inP,, incre&sed efficiency, co~ervation of prope,.-ty, impr,oved 4F­
ploy~working cc:-nditions, better service~ the p:u,Wi~ o(b~efit to the 
Department in any other manner·, may be .eligible for a cash award. 
Where ~ suggestion is adopted primarily upon:. the basis of. improve-
ment: hi the operations or sernces ·of the Department, .the Committee 
will d~ the amount of the award commeilsurate with the bene-
fits anticipated. from the suggestion. In th~ c:ases where t,pe award 
is based on monetary saving, the amount of the· award shall be deter-
mined on the annual estima~ •a~ng duriJlg ~ first year of opera-
tion in accordance with the following table: 

Savinp 
•· 

Awards 
fl.-.41,000--------------:.~--- flO for eaCh ~ ot aavtngs with a mtnlmudl. of 

. . . . · . . $~0 for &llf- adopteii ~tlQD. 
$1,00()-$10~000----------------- $50 for the first $1,00o qf ~vtnp and po for 

each additional $1,()()() of savinp. 
$10,()(JO-.f100,000-------.,-.,------- $27ti tor the first $10,000 of savtop and 'fOO·for 

· each additional $10,000 of savings. 
1100,000 or more----------··--· $726 tor tbe Ant $100,000 ol aaYtgp and •100 

tor eacJ1 addJtlooal $100,000 at ••~Ma; pro-
vided that the. maximum award for ao;r one 
sUgestlon shall not exceed $1,000. ·. · · 

The Executive Order specifies that no award will be p~id for a sug-
gestion which represents a part of the normal :requirements of the 
employee's position, or a suggestion not adopted ·within ·2 y~ars from 
the dat..of its receipt~ · · 
· The total amount ,of c&sh awards paid· by. the Department. during 
any fiscal year shall not' exceed $25,000. .The eash ·award is in addi-
tion to the regular compensation paid to.'the ~ipient and tiM ac;cep~ 
ance of the award shall constitute an agreement that no furt~ claim 
of any nature upon the United Statee will be made by the employee, 
his heirs, or assigns. . . . 
Employ~ should be encouraged to submit suggestions f9r iinpFOV&-

ment in the service., Alt1loug}l suggestions .IDJ!.Y be s..W~. in ,any 
manner,.the.regular fo~ ~duplicate (Appendix, form 10) showd 
be used whenever, ~n:venient. The employee's name, ,address, .and 
o~ identifying information should be placed on the mggestion. .All 
suggestions must be signed as no awards will be made. to -.nyone claim­
ing to have made an anonymous.suggestion. The suggestion may be 
mailed to the Secretary, Committ:.e& on .Awams, Washington 25, D. C., 
or submitted through the .United States Attorney. 
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Ineentive Awards 
Cash awards may also· be made to employees or groups of employees 

whose personal efforts have caused their units to be outstanding in 
efficiency and economy of operations, whether it is the result of a 
suggestion or other personal accomplishment (5 U.S. C.1151). Such 
an award shall not exceed 25 percent of the estimated savings in the 
first year of operations nor an amount equal to three times the step-
increase of the employees' grade. 

PERFORMANCE RATINGS· 

In General 
Once each year, as of March 81, the working efficiency and job·per-

formance of' each employee will be reviewed as required by law ( 5 u.s. c. 2001-2007). . 
A. performance rating plan, approved by the Civil Service Commis-

sion, is available upon request to the Personnel Branch of the Depart-
ment. Each new employee should be funushed a copy of the plan, and 
it should be carefully followed by rating officers in assigning ratings. 

Three perfon;nance ratings are provided as follows : 
1. Outstanding. 
2. Satisfactory. 
3. Unsatisfactory. 

Rating officials are required to prepare rating$ only for the "out-
standing" and "unsatisfactory" groups. Unless an employee is con-
sidered as "outstanding" or ''unsatisfactory," it will be assumed that 
his performance .. is "satisfactory" and no rating form need be 
submitted. 

Outstanding Ratings 
Outstanding Ratings should be assigned only in those cases where 

the performance so far exceeds the normal requirements that it de-
serves special recognition and commendation and must be approved by 
the Department's Efticiency Awards Committee. Such rating must be 
supported by a statement in writing setting forth in detail the per-
formance in every respect and the reasons for considering each aspect 
worthy of special commendation. 

Unsatisfactory Ratings 
Regulations require that 90 days' notice must be given an employee 

before an "unsatisfactory" rating is prepared. The warning must in-
dicate the following: 
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( 1) How his performance is deficient. 
(2) What he should do to correct the deficiencies. 
(3) That he must maintain the current level of performance with 

respect to other aspects on which his performance is adequate. 
( 4) That unless he improves those aspects which are deficient 

within not less than 90 days he will be given a rating of ''unsatis-
factory." 
The notice to the employee may be in the form of a memorandum to 

him, or the notice may be given orally. In either case, a copy of the 
notice (if a written one) or a memorandum stating the facts of notifi-
cation from the person who informed the employee should be trans-
mitted to the Department in Washington for inclusion in the em-
ployee's personnel folder. In any case where a rating of ''unsatisfac-
tory" is being assigned, the rating should indicate that the employee 
has received a warning in accordance with this section. 

Any employee whose performance rating is "unsatisfactory" shall 
not be permitted to remain in his position. He may be separated from 
the service, or he may be reassigned or demoted to a position for which 
he is qualified and in which satisfactory performance could be ex-
pected. If he is reassigned, he shall be paid at the minimum rate in 
the new position; if he is demoted, he shall be paid at a rate not in 
excess of the middle rate for the lower grade. He is not required to 
serve a new probational period because of such reassignment or de-
motion. 

Notice of Ratings 
"Outstanding" and ''unsatisfactory" ratings must be received in the 

Department not later than April 15. Notices of ratings to employees 
will be prepared in the Administrative Division and forwarded to the
United States Attorney for distribution to' employees. 

Entrance Ratings 
A performance rating must also be given to new employees and· 

to those who are promoted, demoted, reassigned or transferred. This 
rating is known as an "entrance rating" and will be "satisfactory" in 
all cases. The Department will handle the assignment of entrance 
ratings to employees and the employee will be notified on the fan-
fold notice of personnel action he receives when he enters on duty. 

Whenever an employee has been assigned an entrance rating less 
than 90 days prior to' March 31, he shall not be rated until the follow-

. ing March 31. 

254073--~3----28 
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Appeals 
Any employee may obtain a review of his performance rating. If 

it is an appeal from an ''unsatisfactory" rating, he must submit his 
request for review, supported by a detailed statement of the reasons 
for appeal, to the Chief of the Personnel Branch af the Department 
within 90 days of the receipt of notice. All such requests will be 
reviewed by the Performance Bating Committee appointed by the 
Administrative Assista.nt Attorney General. After final action of 
this Committee, further appeal is possible w the Performance Rating 
Board of Review of the United States Civil Service Commission. 

Employees desiring to appeal a "satisfactory" rating may appeal 
to the Department Performance Rating Committee or the Civil Serv-
ice Commission Performance Rating Board of Review, but may not 
doboth. · 

REMOVALS, SUSPENSIONS, RESIGNATIONS, AND 
SEPARATIONS 

Removal and Suspension 
United States Attorneys are subject to removal by the President 

and Assistants are subject to removal by the Attorney General (28 
U.S. C. 504). Clerical employees are subject to removal or suspen-
sion by the .Attorney General under Part 9 of the Civil Service Rules 
and 5 U.S. C. 652. Any person in the classified civil service whose 
removal or suspension without pay is sought shall: 

( 1) Have notice of the same and of any charges preferred against 
him; 

(2) Be furnished with a copy of such charges; 
(3) Be allowed a reasonable time for filing a. written answer to 

such charges, with affi.da.vits; 
( 4) Be furnished at the -earliest practicable date with a written 

decision on such answer. 
In each proposed case of suspension or removal, the United States 

Attorney shall notify the Department of the reasons, in detail, for the 
action, together with his recommendation. The Department will be 
responsible for advising the United States Attorney of the procedures 
to be followed thereafter. The employee must be retained in an 

·-~ct~!e.. g~ty stat~ 4!:l~~l.lg the'ti~ie·~.~s .. w~~~-~.:~wer is ~gco~.- .
s1aered except that he may oe placed on annual leave Without his 
consent, or on leave without pay with his consent, in any caee where 
his retention on active duty might adversely affect the interest of the 
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Government or might. result in injury to the employe& or his fellow 
workers. 

Any person reinstated or restored to duty on the ground that his 
removal or suspension was unjustified or unwarranted must be paid 
compensation at the rate re~ved on the date of his removal or sus-
pension, covering the period for which he received no compensation, 
less any amounts earned by him through other employment during 
such period, and shall for all purposes, except the accumulation of 
leave, be deemed to have rendered service during the entire period. 

United States Attorneys are therefore cautioned that aD suspensions 
or removals must be accomplished in the exact manner prescribed by 
the Department. 

Resignations and Separations 
Resignations, suspensions, dismissals, leave without pa.y, or other 

conditions affecting compensation must be promptly reported to the 
Department. (See Reports and Payments of Deceased Employees.) 
The date of each change must be definitely given; and if must be 
shown at the close of what day it became effective. Th~ rewion for 
separation must be shown in each case. 

If the change involves separation from the service, information as 
to whether the position vacated is to be abolished or is to be carried 
as a. vacancy must be stated; if leave without pay is involved the first 
and last day thereof. must be indicated; and if a change in head-
quarters is made (which change can be made only upon authorization 
by the Department) the exact date on which the change becomes effec-
tive must be stated. 

A resignation or separation becomes effective at the close of busi-
ness on the last day of the employee's active duty. When reporting 
resignations or separations that date should be given at the close of 
which the employee's active duty ceased. A transcript of the. em-
ployee's leave record (Standard Form 1150-Revised, Appendix, form 
9) must accompany the report. (See Leave.) Payment for leave 
(as well as the final salary due) must be withheld until receipt of 
fanfold notice from tlte Department. (See Final Salary Payments, 
and Reports and Payments of Deceased Employees.) 

REDUCTION IN FORCE 

Reduction in force may be necessary whenever a. person who ha.s 
reemployment rights returns from military duty or other Govern-
ment employment or service, or whenever decreased appropriations 
necessitate reducing the number of positions in the service. 

273371-53-5 
October 1, 1953 
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h11 separation ·by reduction in force will depend upon the relative 
standings on the separation registers in accordance with the civil 
service· reduction iD. force procedures. 

·'United States Attorneys will be adVised of the specific methods in 
~t reduction in force becomes n~. 

 REAPPOINTMENT AND REEMPLOYMENT 

·No 
• 

o:flicer 
l • 

or 
. 

empl~ of the Department of Justice who retires 
under the prolrisiol)S of the Civil Service Retirement Act, either 
yolun~rily or under the mandatory provisions thereof, shall be re· 
appointed to any office or position in the Department. 

An employee dismissed for misconduct must not again be employed 
by the United States Attorney in any capacity without specific au-
thority from the. ~t_t(:)rney General, and the letter with respect to 
the proposed employment must indicate the nature of the misconduct 
an~ the re889n why it is proposed to reemploy him. 

Persons who have transferred to another agency with reemployment 
rights or who have been honorably discharged from the Armed Forces 
or the mere!aant marine have a right to reemployment in their former 
position or in a position of like seniority, status, ·and pay .if the 

no pO&itions were other than of a temporary character. If there is 
appropriate vacancy in the oflice, reduction in force procedures 

must P8 followed in order to ~ploy such person. (See ReductiOn. 
in Force.) 

United States Attorneys will be advised in each ease of any special 
procedures in connection with reemployment. 

RETIREMENT 

Coverage 
All employee& paid by the United States Attorney are subject to 

the Civil Se'rvice Retirement Act {IS U.S. C. 14:) with the exception 
of 'the folloWiDg: 

. (1) TempOrary employees whose expected service will not exceed 
1 year. 

(2) Employees who are holding indefinite appointments and are 
subject to social security • 
. (8) Intermittent employees paid on a "when actually employed" 

basis, or paid on· a contract or fee basis, such as interpreters, ezperts, 
and all court reporters. 
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Fanfold notices of personnel actions indicate whether the employee 
is subject to the retirement act or to social security. 

The law is applicable to officers and employees regardless of whether 
they are appointed by the President or otherwise. 

Creditable Service 
Service as a Federal employee must have been compensated by 

salary or wages in order to be credited for retirement. Credit is 
granted for all leave with pay except for any period covered by 
a lump-sum payment for accrued annual leave. Credit may be given 
for leave of absence without pay provided it does not exceed a total 
of 6 months in any calendar year. Service periods for which re-
tirement deductions have been previously refunded to an employee 
may be considered in determining an employee's right to retirement, 
but may not be used for computing the rate of annuity unless the 
a.mom1t has been redeposited. Generally, an employee may receive 
credit for any period during which he was on leave of absence in 
the Armed Forces without contributing to the retirement fund. How-
ever, there are some exceptions to this rule and each case must be 
decided on the basis of the individual facts. 

Deductions 
(a) For those employees who are subject to the Act, deductions at 

the rate of 6 percent are compulsory. Such deductions ea.rn interest 
at the rate of 3 percent compounded annually until effective date of 
retirement or until separation from the service. 

(b) Retirement deductions are to be made from the basic salary, 
pay or compensation (i. e., exclusive of bonuses, overtime pay, any 
post differential, any cost of living or other allowances, and per diem 
in lieu of subsistence allowed an employee who is away from head· 
quarters). 

Voluntary Contributions 
Any officer or employee may at his option and under such regula-

tions as may be prescribed by the Civil Service Commission, deposit 
additional sums in multiples of $25 which amount, with interest at 
3 percent compounded annually, shall be available to purchase addi-
tional annuity at the date of retirement. These voluntary deposits 
are not to exceed 10 percent of the employee's annual aggregate basic 
salary, pay, or compensation received since August 1, 1920. 

Arrangements for such deposits should be made directly with the 
Civil Service Commission by submission of Standard Form 2804. 
Supplies of this form will be available upon request made to the Ad-
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ministrative Assistant Attorney General. This type of deposit cannot 
be handled through payroll deductions. 

Credit for Past Service 
An employee who desires full annuity benefits for periods of 

service during which deductions were not made from his compensation 
must deposit to the credit of the Civil Service retirement and disabil-
ity fund a sum eqtial to 2¥.a percent of his basic salary for services 
~rformed from August 1, 1920, to June 20, 1926; 3¥.1 percent from 
July 1, 1926, to June 30, 1942; 5 pe-reent from July 1, 1942, through 
the pay period ending July 10, 1948; and 6 percent thereafter. In-
terest, compounded annually, will be charged from the time the 
service was· rendered through periods of employment at the rate of 
4. percent to December 31, 1947, and at the rate of 3 percent thereafter. 

Applications for service credit should be made on Standard Form 
2803. Employees wishing to purchase service credit should be referred 
to the Marshal who will have copies of this form available and who 
will advise them of the procedure to be followed. Deposits for service 
credit may be made in installments of not less than $10 each month 
during the continuance of service and must be made to the Civil 
Service Commission. 
If no deposits are made for the past service, credit will be allowed for 

the service rendered, but the annuity of such employee will be reduced 
by the amount owing at date of retirement. 

Refund of Deductions 
(a) Officers and employees who upon separation have less than 5 

years of creditable service are entitled to receive a refund of deduc--
tions, or if they plan to reenter the Government service, the contribu-
tions may be left in the retirement fund. No a.nnuity may be paid 
unless the employee suhsequently completes 5 years' civilian service. 
Refund will be made at any time upon the employee's request. 

(b) Officers and employees who upon separation have completed 
more than 5 years but less than 20 years of creditable service are 
entitled to receive refund of deductions, or may lea.ve contributions 
in the retirement fund and receive an a.nnuity at age of 62. 

(c) Officers and employees who upon separation ha.ve completed 
more than 20 years of creditable service are not entitled to a.ny refund 
but will receive an annuity at a.ge 62. · 

(d) Officers or employees transferred to a position subject to a.n-
other retirement system a.re entitled to a refund of deductions regard-
less of the number of years of creditable service in the Government. 

U. S
. A

TTORNEYS M
ANUAL 1

95
3



8i 
'I1TLB 8: ADIJINISTRATIVB DIVISION 

Redeposit of Refunded Dedaetions 
If an, employee has received a refund of retirement d~ctions co-v-

eriltg one oi' more periods Qf service, he mti~ make a redeposit to the 
retirement' fund equal to the .amount of· refinld plus interest before 
suc4 period or peri<>ds of service can oo ~ted in, the con:iptita.tion 
of annuity benefits.. 'lliterest on the amount refunded is compounded 
&rinna.lly at ·the· rate of 4; ~t thl"Ou'h: DeCember ·at, 1M7, &nd 
3 pereent · thereafter~ An. ~mployee ~~Y not· make a redej,o&'t tO 
cover only. portion of a periOd' for which·d~ueti~ns'were tefuilded 
to hm:t. . . . . . . ' . . 

These deposits may be made in installments during the oontintta:riee 
of ,semce under such conditions as may be deterlirlnecf by the Civil 
SerVice ,Commission. · ' · ' ' 
lf no dep0$its are niade·'for the 'past service, eredit will.be.allowea 

fbl' the $emce rendered, o"1ng but the annuity of ~ch employee ·wm be 
reduced by the amo~t' at date of retirement. . . . 

Types of Retiremeiit • ·

Automatic.-Any O~ct)r or employee, inciluding Presidential ap-
pointees; who has completed at 'lea.St 15 years of service is autOmatically 
separated on· the last day of the 'month in whiCh he attairui th& i.ge 
of 70 years. Any employee whc> has ~ched the .;ge of 10 b~t .. ha,a 
nQt completed . irs. yeats of serVice may 'eontinue to work until ~e 
last day of the month in 1vhich he completes 15 years of service. . 

An employee shall be notified in writing at least 60 days prior to 
the date of his ret;irement. . 

VoluntMg.-Any ofticer OJ:' employee who has reached the age of 
62 may ~re ldter completing lf» years of semce. .. A person who has 
com~leted 30 years of. Servi<le may reqre a.t 60, Of ~&f retire at. 65 
with a requced annuity ot qn~folirth of l percent fOr .each 'fttJlJ;D.onth 
heismider.~60. ·· · · · · · · · · · 

'B'!) ,._,~:.:.:::...The'J)epa~entniay request retirement of an ofticer 
br emplh:f~ who Ul'. (1) 60 :fearS of age with 80 years of Serviee Of 
'(2) 62 yeal'$ of age 1riih 15years of service who may be disqua.lliied 
to Perform' the' duties of hiS position or one of a· oomparable grade: 
The application must be filed prior to the employee's··separatibn from 
the service. .. 

Diaability.-Any ofticer or: employ~ to whont the Act a.pplies, 
who has se"'ed a periOd of not less tha.h five jea:rs a~d ~ho becomes 
totally ~l>led ~or useful· and efficient serVice m: tlle' .giaae' or class 
of pOsition occupi'ed by him before becouling eligi~le ·ft>r".retirement, 
may b8 retired on' an annuity. The diSabilitY 'must riot' be due to 
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vicious habits, intemperance, or willful misconduct on the part of 
the employee. 

Application for disability retirement may be made by the 
employee himself or by the Department. It must be executed before 
separation from the service, or within 6 months thereafter if applica-
tion is made by the employee, provided, that if the employee is hos-
pitalized, he may m'ake application 6 months after termination of 
hospitalization. If the application is made before separation from the 
service, the. employee should be carried in a leave status (with or 
without pay) until the application is acted upon by the Civil Service 
Commission. 

Before retirement for disability the employee must be ex-
amined by a medical officer of the United States, or a duly qualified 
physician, or surgeon designated by the Civil Service Commission. 
After disability is established and the employee is retired therefor, 
he shall submit to a physical examination annually, under the direc-
tion of the Civil Service Commission, until he reaches age 60 or the 
permanency of the disability is determined. 

Should the emplQyee recover before reaching the age of 60, 
and be restored to an earning capacity which would permit him to 
be appointed to some appropriate position fairly comparable in com-
pensation to the position occupied at the time of retirement, annuity 
shall be continued temporarily to afford the annuitant opportunity to 
seek another available position, but not for more than 1 year from the 
date of the medical examination showing such recovery. 

Separation Before Attaining Retirement· Age 
Should any officer or employee to whom the ~ct applies become 

separated from the service, voluntarily or involUntarily, after having 
served a total period of not less than 5 years and before becoming 
eligible :for retirement, he may be paid a deferred annuity beginning 
at the age of 62. How-ever, if such person is ~!)voluntarily separated 
from the service (through reduction in force, etc.), and not removed 
for cause on charges of misconduct or delinquency, and has at least 
25 years of service, he may receive an, immediate annuity, reduced 
according to his age at time of separation. 

Annuities 
Annuities granted under the Act will commence on the first day 

of the month following separation. The annuity will be due and pay-
able in monthly installments on the first business day of the month 
following the period for which the a~uity shall have accrued. 
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The annuity granted by the Act will be a life annuity and will be 
eomputed as follows: 

(1) If the employee's average annual basic salary during any 
5 consecutive years is $5,000 of more, take llh percent of that average 
and multiply by the total years of service. 

(2) If the employee's 5 year average salary is less than $5,000, 
take 1 percent of it, add $25 to that and multiply by the total years 
of service. 

If the employee is under age 60, his annuity will be reduced one-fourth 
of 1 percent for each full month 3 percent per year) he is under 
age 60. 

In no case shall the annuity exceed an amount equal to 80 percent 
of the highest average annual basic salary received by the employee 
during any 5 consecutive years of allowable service. 

Survivorship Options 
A person who is retiring may elect to take a reduced annuity and 

provide for an annuity for his dependents upon his death. This is 
optional with the employee and should be considered at the time of 
retirement. The amount of annuity will vary, depending upon the 
age of the survivor. Information concerning individual cases may 
be requested from the Personnel Branch of the Department. 

Death Benefits and Designation of Beneficiaries 
Where a married male employee dies (while still employed) his 

'vidow may be entitled to annuity if the following conditions exist: 
( 1) The employee must have completed 5 or more years of civilian 

service. 
{2) The widow must have been married to the employee for at 

least 2 years immediately preceding his death or be the mother of 
issue by such marriage. 
In certain instances survivorship benefits may be paid to children of 

the deceased. 
A lump-sum benefit consisting of the total sum credited to the em-

ployee's individual account, with interest added, will be payable upon 
the death of an employee where (1) the employee has rendered less 
than 5 years of civilian service, or (2) the employee has rendered more 
than 5 years of civilian service but leaves no surviving widow orchil;. 
dren entitled to immediate or future annuity benefits. The lump-sum 
pa.yment 'vill be made in the following order of precedence, unless the 
employee designates otherwise: 
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1. To the widow or widower. 
2. If neither of the above, to the child or children in equal shares, 

with the share of any deceased child distributed among the descend-
ants of that child. 

3. If none of the above, to the parents in equal shares or the entire 
amount to the suryiving parent. . 

4. If none of the above, to the executor or administrator of the 
estate of the decedent. 

5. If none of the above, to the next of kin under the laws of the 
State in. which the decedent was domiciled. 
If an employee desires payment of lump sum benefits to be made .to 

a person or persons not included in the. above list, or· paymeJ:lt to be 
made in a different order, he should execute a designation of beneficiary 
in dplicate on Standard Form 2808 (AppenQix, form 12) ·and 
forward it to the United States Civil Service Commission, Washing-
ton 25, D. C. New employees should be advised of this provision and 
allowed an opportunity to designate a beneficiary if they so desire. 
Blank forms may be secured from the Chief, Personnel Branch, 
Department of Justice. 

Procedures relating to lump-sum refund of retirement deductions 
have no relation to payments mad~ for salary or annual leave due 
deceased employees. 

Forms 
Blank forms for use in making application for retirement claims, 

refunds, deposits, etc., will be forwarded by the Depa.rtment upon 
request. 

ACCIDENTS 

The Employ~' Compensation Act, as amended, provides compen-
sation in cases of employees of the United States who su:ffer accidental 
death or injury while engaged in the performance of their official 
duties (5 U.S. C. 751 et seq.). 

Medical care for injuries must be obtained from United States 
medical facilities, if available; if this is not practicable, from 
physicians designated by the Bureau of Employees' COmpensation, 
United States Department of Labor. The names of such hospitals and 
physicians in each district will be furnished by the Department upon 
request. 

Blank forms for reporting injury or death in line of duty and for 
making claims for compensation may be obtained from the Depart-
ment. All officials should keep on hand a small supply of these forms. 
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3. Overseas service differential pay for employees other than 
Isthmus of Panama. 

4. Hazardous duty pay. 
5. Incentive pay. 

Death paymen-ts a1UI. desigrratio'l'l. of 'btrMflcia:r"!J.-In case of death 
of the insured the insurance will be paid to surviving persons in the 
same order of precedence as Civil Service Retirement benefits as 
follows: (1) widow or widower; (2) children; (3) parents; (4:) 
estate; (5) next of kin. If an employee is not satisfied for payment 
to be made in this order he must file a designation of beneficiary in 
duplicate on Standard Form 54 (Appendix, Form 4:1). Such designa· 
tions should be forwarded to the Personnel Branch of the Department. 
One receipted copy will be retained in his official personnel folder and 
the other receipted copy will be returned to the employee. This desig-
nation is in no way connected with any designa.tion which ha.s been 
made for payment of retirement benefits or unpaid compensation 
upon death. 

A designation of beneficia.ry is automatically ca.nceled ( 1) on the 
day the employee transfers to o.nother agency, (2) 31 days after the 
employee separates from the service (within this 31-day period he 
has the privilege of conversion) or (3) on the day the employee 
retires. 

Non:.-The employee who transfers to another agency should IDe a new deslg· 
nation form wlth the new agency. 

The employee who resigns a:p.d converts to an individual life in-
surance policy may designate a beneficiary at the time of conversion. 

The employee who retires should file a new designation form with 
the Civil Service Commission. 

W ai11er of inaurance o:ni/, reinsta~nt.-Any employee who does 
not desire the insurance must sign Standard Form 53 (Waiver of Life 
Insurance). (Appendix, Form 40.) Such forms should be issued 
only to employees requesting them and the provision of the waiver 
should be called to the attention of the employee. 

Once an employee has signed a waiver he cannot have the insurance 
reinstated unless (1) one year has elapsed; (2) he has not reached 
his 5oth birthday; (3) he passes an appropriate medical examination 
and (4) he meets the requirements of other regulatio~ which may be 
in effect at that time. · · 

January 1, 195o 
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A break in Goveroment.service:does not cancel an insuranctS waiver. 
When a person transfers from another agency or reenter& Govern-

ment service, the appointing officer should ask the employee if he has 
previously filed an insurance waiver to determine whether deductions 
should be made. Verification of this statement will be made upon 
receipt of employee's personnel file~ 

An employee who notifies the employing oftlce that he wishes the 
il,\surance discontinued shall have his payroll deductions discontinued 
at ths begitnnitng of them~ pay period following receipt of thB fl.otb 
by the employmg office. 

The waiver must be forwarded promptly by the employing office.to 
the. payroll offi~r (United States .Marshal). After appropriate noting 
on the employee's individual pay card, the Marshal shall forward the 
waiver to the Personnel Branch, Department of Justice, for filing in 
the employee's personnel folder. 

Termination or rdtMJtion. of ben8flta~An insured pe1'8on whose 
Government service is terminated voluntarily or involuntarily (other 
than by retirement) or an employee who has been in a nonpay status 
for 12 continuous months ceases to participate in the group insurance 
plan. However, the life insurance coverage is extended for 31 days 
to permit the employee to convert all or any part of the group life 
insurance to an individual life insurance policy only, at standard 
premium rates applicable to his attained age and class of ri$k without a physical examination. No refund of prior deductions made. for 
group insurance is permissi~le. . 

Infoi."tnation'~i-ding proc?equre for converting. to individual in-
sUrance will he issued at a later" date. . ·. . 
. Whenever any person reaches. 65 yearS of 'age, th~ am~~nt of· life 

insurance is reduced at the rate of 2 percent a month until the policy 
is reduced by 75 percent .. No reduction is made below 2~·percent of 
the basic policy. · · ' · · · · 

When a person retires his life insurance only is continued. Aooi-
dental death and dismemberment iilsumnce are. discontinued upon 
retirement. · · 

The i:risnrarice of an insured·employee'who ehters mi],itary serVi~ 
and acquires indeninity coverage under 'the Servicemen's Indemnity~ 
Act of 1951 shall cea.Be, subjeet W a 31-day eJ:tensiqn offi~e'insurance 
eoverage,on the day pl-ecedi.ng his acquisition of tlu~ hi4emnity cover-
age, or 12 months after discontinuance of his civiliari'satlry payments, 
whichever first occurs. 
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l'MUrance certificatea.-As soon as po~~ble after the program goes 
into effect, certificates will be forwarded for issuance to each insured 
employee. 

Olaim&.-The insurance claims forms are still in the process of 
completion and will be furnished when they are made available. 
In the meantime the Personnel Branch of the Department of Justice 
should be notified immediately of the death of any insured employee. 
Claims in such instances will be handled as promptly as possible but 
claimants should be notified that a slight delay in payment may result 
dueto the tremendous workload in inaugurating the program. 

lmurance contributions (general) .-Deductions to cover the cost of 
insurance will be made from employees' salaries in the. same general 
manner as those for social security or retirement. 

In addition, the Government contributes an amount equal to one-
half of the aggregate amount withheld from employees' salaries. The 
Government's contribution will be paid frOm the same appropriation 
as the employee's salary. · · 

Payroll deductiom.-The withholding rate for employees paid on 
a biweekly basis will be 25¢ for each $1,000 of insurance.. Deductions 
in the full amount will be withheld.froro an employee's salary when-

(1) The employee is in a pay status for an entire pay period. 
(2) ~he employee is in a pay status for only part of a pay period. 
(I£ salary earned during that pay period less deductions for re-

tirement, FICA, and income taxes is less than the amount of the 
full insurance deduction, the remainder will be withheld as in-
surance.) 
DeductiorlS will not be collected when the employee is in a nonpay 

status for an entire pay period, nor '\Vill deductions be made to cover 
such nonpay status from future salary ~hen the employee returns to 
a pay status. (See "Leave Without Pay" below.) 

The amount withheld from the salary payment of an insured em-
ployee under age 65, whose amount of insurance changes during a pay 
period, shall be based on the last amount of insurance in force during 
the pay period. 

Insurance deductions cease at the end of the pay period immecU­
ately preceding the one in which the employee reaches his 65th birth.;. 
day. In the case of an employee who is already age 65 on Aitgust 29, 
1954, no deductions will be made. 

The following table shows the amount of deductions for the various 
amounts of insurance: 

. St>pt. 1, 1954 
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........ , 0/-IAtiriJftco 

"'-""' 0/..Mlfotll ...-

~,.,

$1,000 --------------------- ~- 25 
~000---------------------- .GO 
$3.000---------------------- • 76 
$4.000 ---------------------- 1. oo 
$1S,OOO ---------------------- .1. 25 
$6,000 -------------------- l.GO 
$7,000 ____________________ .:. 1. 76 
$8,000 --------------------- 2. 00 
$9,000 ----------------------· 2. 25 
$10,000 2.60 

AMOtiKI O/ltutlrotteo 

...._""' 0/ .... &wHo .. ,.,. 

tJG• ........ 
$11,000 --------------------- ~ 16 
$12.000 -------------------- 8. 00 
ns.ooo --------------------- 8. 26 
$14.000--------------------- 8.GO 
$16,000 --------------------- 8. 'nS 
$16,000 -------------------- 4. 00 
fl-7,000 --------------------- 4. 26 
$18,000 -------------------- .(GO 
$19,000 _____ :_ __ :____________ 4. 'nS 
$20,000 -~------------------ 6. 00 

Rates of deductions for employees paid en other than a biweekly 
basis will be furnished by the Department upon. request. 

Retroactive deductions should be made in such instances as when an 
employee enters on duty in one pay period and the fanfold authoriza-
tion for payment of his salary is not received_ until a subsequent period. 
Deductions should be made from the first check he receives for all 
pay periods ciuring which he was covered. · 

LBOI/Je vnthout pav.-Any emplo1ee who is on leave without pay on 
August 29, 19M, is insured unless m a nonpay status which extended 
continuously for 12 months or has filed a waiver. 

However, for an employee in a pay status on August 29, 1954:, who 
subsequently takes leave without pay for one~pay period or more the 
insurance coverage does not cease until the employee has been in a 
nonpay status for 12 continuous months. No payments, either by 
the employee or the Government, are required during such leave 
without pay. If the leave without pay extends beyond 12 months, 
coverage is reacquired uron return, to a pay status. 

The full deduction wil be taken for any employee on leave without 
pay for less than a full pay period. 

ACCIDENTS 
The Employees' Compensation Act, as amended, provides compen-

sation in cases of employees of the United States who su1fer accidental 
death or injury while engaged in the performance of their official 
duties (IS U.S. C. 751 et seq.). 

Medical care for injuries' must be obtained from United States 
medical facilities, if available; if this is not practicable, from 
physicians designated by the Bureau of Employees' Compensation, 
United States Department of Labor. The names of such hospitals and 
physicians in each district will be furnished by the Department upon 
request. 

Blank forms for reporting injury or death in line of duty and for 
making claims for compensation may be obtained from the Depart-
ment. All officials should keep on hand a small supply of these forms. 

January 1, 1955 
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Written notice of injury must be given to the immediate superior 
of the employee within 48 hours after the injury, either by delivering 
it personally or by depositing it, properly stamped and addressed, in 
the mail 5 U. S. C. 765). The notice must state the name and address 
of the employee, the year, month, day, and hour when, and the par-
ticular locality where, the injury occurred and the cause and nature 
thereof, and must be signed by and contain the address of the person 
giving the notice (5 U.S. C. 766). 

Unless notice is given within the time specified, or unless the im-
mediate superior has actual knowledge of the injury, no compensation 
may be allowed, but for any reasonable cause shown, the Bureau may: 
allow compensation if the notice is filed within 1 year after injury 
(5 u.s. c. 767) . 

.All original claims for disability must be made within 60 days afte~ 
the injury, and all original claims for death must be made within 1 
year after death (5 U.S. C. 770). 

Compensation may be paid to heirs in case of death resulting from 
injuries received in the line of duty ( 5 .U. S. C. 760). 

The Bureau's Form No. CA-l (Employee's Notice of Injury or 
Occupational Disease (Appendix, form 13)) should be imtmediately 
filled out by an employee who sustains an injury of any kind. 
If a claim is to be made, the Bureau's Form No. C.A-2 {Official Su-

perior's Report of Injury (.Appendix, form 14) ), including witnesses' 
statements and certificate of the attending physician, must also be 
executed. Claims shall be filed with the Department of Justice, Wash· 
ington, D. C. Officials charged with the preparation and submission 
of reports of injury shonld exercise care to see that all reports are 
properly completed and transmitted to the Bureau without delay. 
Instructions t·elating to submission are contained on the forms. Re-
ports covering injuries of a minor nature which are not forwarded to 
the Department should be filed in the United States Attorney's office. 

Forms Nos. CA-16 and CA-17 are to be used in requesting medical 
treatment for injuries. The title of each form will indicate under 
what circumstances it will be used. All officials should keep on hand 
a small supply of these forms. · 

If an employee is treated at other than a Government hospital or 
by a physician not designated by the Bureau, the claimant must show 
why it.was not practicable to obWn treatment at such hospital or by a 
designated physician. 

The fee of the physician whose services are engaged by an iujured 
employee is, under the law, fixed by the Bureau. Therefore, an in-
jured employee who intends to cla.im the benefits of the Act should not 
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pay the physician's bill, but should submit it to the Department, 
attached to~the proper form. · . 

If an employee is seriously injured or killed, itis suggested that the 
FBI be asked to conduct an investigation Qf the accident. 

If at the time the disability begins the employee has annua.l or sick 
leave to his credit he may, subject to the approval of the head of the 
Department, use such lea.ve until it is exhausted. In that case his 
compensation on account of disability begins on .the 4th day of dis-
ability after the sick and annual leave has ceased. (5 U.S. C. 758.) 

There has been established an Employees Compensation Appeals 
Board in the Department of Labor, whose function is to consider and 
decide appeals in any case arising under the Un,ited States Employees' 
Compensation Act. Decisions by the Board are final as to the subject 
matter appealed, atLd such decisio~ are not subject to review, except 
by the Board. Employees who desire to appeal their cases should file 
Form AB-1, Application for Review, directly :with the Employees 
Compensation Appeals Board, which is located in the Department of 
Labor Building, 14th and Constitution Avenue NW., Washington 25, 
D. C. However, failure to nse ll'orm AB-1 will not bar the appeal 
from review by the Board. Applications for review shall be sub-
mitted in duplicate .and filed within 90 days from the date of issuance 
of the decision by the Bureau of Employees Compencation~ If good 
cause is shown, the Board may excuse failure to file application within 
the prescribed time limit, provided the application is filed within one 
year of the date of issuance of the decision of the Bureau. Detailed 
regulations governing appeal~ are contained in Title 20, Code of Fed-
eral Regulations, Part 501. For additional information in connectio.n 
with employees' rights and benefits under the United States Em-
ployees' Compensation Act, inquiries may be addressed to the Person-
nel Branch, Administrative Division of the Department of Justice. 

REPORTS AND PAY!IENT OF DECEASED EMPLOYEES 

RePOrt of Death 
Notice of the death of an employee shall be promptly forwarded 

to .the Administrati~e ,Assistant Attorney General together with a 
transcript of the emp~oyee's annual leave balance on Standard Form 
1150-Revised (Appendix, form 9) and a statement as to whether or 
not there is a surviving spouse. The Marshal should also be notified of 
the death of the employee and the employee's leave record should be 
forwarded to the Marshal .. 
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The Department will prepare a fanfold notice covering the termi-
nation of service and showing the amount due the employee for annual 
leave and will forward it to the Marshal together with any designa-
tion of beneficiary on file. No payments of any kind due at time of 
death will be made until receipt of the fanfold notice from the 
Department. 

Compensation and Allowances 
5 U. S. C. 61 f-g and General Reouulation 104, Supplement 1, 

October 23, 1950, prescribe the procedure to be followed for settlement 
of unpaid compensation due employees at time of death. Unpaid 
compensation shall include, but not be limited to, the following: 

(1) All per diem in lieu of subsistence, mileage and amounts due 
in reimbursement of travel expenses, including incidental and mis-
cellaneous expenses in connection therewith for which reimburse-
ment is due. 

(2) All allowances upon changes of official station. 
{3) All quarters and cost-of-living allowances and overtime or 

p1-emium pay. 
(4) Amounts due for payment of cash awards for employees' 

suggestions. 
( 5) Amounts due as refund of salary deductions for United 

States Savings Bonds. 
(6) Payment for all accumulated and current accrued annual 

leave equal to the compensation the decedent would have received 
had he remained in service until the expiration of the period of such 
annualleave. · 

(7) The amounts of all checks drawn in payment of such com-
pensation which were not delivered by the Government to the officer 
or employee during his lifetime or of any unnegotiated checks re-
turned to the Government because of the death of the officer or 
employee. 
Unpaid compensation does not include any refunds of deductions 

made under the Retirement Act. Retirement deductions are handled 
separately (see Retirement). 

Order of Payment 
Any amounts owing at time of death (other than retirement funds) 

will be paid in the following order of precedence : 
(1) To the beneficiary or beneficiaries designated to receive such 

compensation by decedent's written designation filed with the Gov-
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ernment agency in which the decedent was employed at the time of 
his death, and received by such agency prior to his death. 

(2) If there be no such beneficiary, to the widow or widower of 
such decedent. 

(3) If there be no beneficiary or surviving spouse, to the child or 
children of such decedent, and descendants of deceased children, by 
representation. 

( 4) If none of the above, to the parents of the decedent, or the 
survivor of them. 

(5) If there be none of the above, to the duly appointed legal 
representative of the estate of the decedent, or if there be none, to the 
person or persons determined to be entitled thereto under the laws of 
the domicile of the decedent. 

Designation of Beneficiary 
If an employee desires payment to be made in a different order or 

to a person not included in the above list, he shall execute Standard 
Form No. 1152 (Designation of Beneficiary, Unpaid Compensation 
of Deceased Civilian Employee (Appendix, fonn 32)) in duplicate. 
A designation remains in effect during employment in a particular 
agency unless canceled, or revoked by execution of a new designation. 
All new employees, as well as persons being reinstated or transferred 
from other Government agencies, should be advised of the provisions 
of these regulations and afforded an opportunity· to file a designation 
if they desire. . 

Any designation of beneficiary executed by an employee shall be 
forwarded to the Personnel Branch of the Department. The original 
will be included in the employee's official personnel folder, and the 
duplicate will be receipted and returned to the employee. If the 
United States Attorney desires an extra copy of the fonn, it may be 
prepared by him for retention in his office. 

Payment 
The Marshal will prepare the necessary voucher forms and after 

receipt of fanfold notice will either make payment to the proper in­
dividual or submit the file to the Department, for payment by the 
General Accounting Office if there is no designated beneficiary or 
surviving spouse. The United States Attorney should forward to the 
Marshal any uncashed checks returned as a result of the death of the 

. employee. 
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Death Occurring While Employee Is Absent From Headquarters 
Certain payments for preparing and transporting remains and for 

transporting household effects and dependents are payable by the 
Government when an employee dies while in a travel status away from 
his official station or while performing official duties outside the con-
tinental United States (5 U.S. C. 103a). Specific instructions re-
garding payment will be issued to the United States Attorney upon 
receipt of notice of death in such instances. 

CHANGES IN NAME 
An employee's official name should be uniform throughout his serv-

ice. Changes in names by marriage or court action must be reported 
promptly to the Department. 

IDENTIFICATION CARDS 
Each United States Attorney and Assistant United States Attorney 

will receive an identification card after appointment. Requisitions 
therefor should be submitted on Form No. 785-A (Appendix, form 
27) together with two photographs 172 by 172 inches in size on a white 
background. Each photograph should contain the name of the em-
ployee on the reverse side. Upon receipt of the card by the employee 
it should be signed by him in the space provided. 

Misuse of identification cards will be grounds for disciplinary 
action. 

Identification cards must be returned by an employee when he leaves 
the service. 

EXAMINATION OF OFFICES 
The Department employs a staff of examiners to inspect the opera-

tion and records of the United States Attorneys' offices and to render 
such assistance as is necessary to promote economy and efficiency in 
the service. An effort is made to have examinations made at not 
greater than 2 year intervals. 

AVAILABILITY DURING TRAVEL OR OUTSIDE OFFICE 
HOURS 

The Department should be advised of the home telephone number 
of the United States Attorney or an Assistant, who will be available at 
all hours for calls from the Department. 

Whenever the United States Attorney or an Assistant begins a trip, 
he should leave a forwarding address or a copy of his itinerary so that 
he may be reached in an emergency. 
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In order tluit the Department may be able to communicate readily 
with the United States Attorneys or their Assistants when in Wash-
ington, it is required that upon arrival they enter their names and 
W asbington address in a register kept for this purpose in the Executive 
Office for United States Attorneys, Room 4224:, and that they report 
to that Office their departure from the city. Adherence to this practice 
will enable the Department to keep in touch with its officials in the 
event business should arise which requires their attention and to 
answer inquiries as to their whereabouts while in the city, as well as 
to facilitate the delivery or forwarding of their mail or telegrams. 

YOUNG AMERICAN MEDALS COMMITTEE 
Pursuant to Public Law 638, Slst Congress, there has been estab-

lished a Young American Medals Committee in the Department which 
is authorized to promulgate rules and regulations establishing the 
Young American Medals created by the Act, to determine the method 
of selecting recipienta, and to act for the Attorney General in the 
administration of the Act. 

MILITARY SERVICE 
Any employee called to active duty under the Universal Military 

Training and Service Act (Selective Service Act) will be entitled to 
reemployment rights generally upon his completion of military 
service unless: 

(1) He was serving in a temporary position. 
(2) He was serving under a temporary or indefinite appointment 

(as distinguished from a permanent employee who has been given 
an indefini~ promotion, demotion or reassignment)~ 
Part 35 of the Federal Personnel Manual seta forth the regulations 

rega.rding restoration of Federo.l employees after service in the Armed 
Forces. Any employee covered by the regulations and who is in-
ducted, enlists or is ordered into the Armed Forces is entitled to 
restoration: · 

(1) If he serves not more than 4 years (exclusive of any addi-
tional service imposed according to law) ; 

(2) Receives a certificate of Satisfactory Completion of Training 
and Service; 

(3) Makes application for restoration within 90 days after dis-
. charge or from hospitalization continuing after discharge for not 

more than 1 year; and, 
( 4) Is qualified to perform the duti~ of the position. 
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The Department has adopted a policy that no deferment will be 
requested for any person called to duty with the Armed Forces (in-
duding reservists). Each employee entering the Armed Forees 
should be separated from the service. He is entitled to be paid for 
s.ccrued leave, or to elect to let it remain to his credit. (See Leave.) 

The United States Attorney's office will be responsible for the main-
tenance of adequate records to assure consideration for promotion 
during the absence of the employee, and upon reemployment such 
promotion is effective as of the date it would have been made not-
withstanding the absence for military duty. The same procedure 
applies to reallocations, unless lack of qualifications is clearly shown. 

In the event the position is abolished during the employee's absence, 
due to organizational changes, every effort will be made to place him 
in a position of equal status and pay upon his return. 

Axly person returning to duty may be reemployed in his Federal 
position while on terminal leave pending separation from or release 
from active duty under honorable conditions from the Armed Forces, 
and he is entitled to receive compensation for his employment in addi-
tion to pay and allowances from the Armed Forces ( 5 U.S. C. 61a-1). 

The benefit of successive step-increases shall be preserved, under 
regulations issued by the Civil Service Commission, for officers and 
employees whose continuous service is interrupted in the public in-
terest by service with the Armed Forces or by service in essential 
non-Government civilian employment duril).g a period of war or na-
tional emergency. (Such increases are subject to the regulations 
governing automatic step increases.) (See Promotions, Changes in 
Status, and Cash A wards.) 

VETERANS HEARING COMMITTEE 

There has been created, in the Office of the Deputy Attorney Gen-
eral, a Veterans Hearing Committee which has the duty and respon-
sibility for considering both oral and written protests or complaints 
of a personnel nature from Departmental employees who are veterans. 
The Committee is authorized to take all steps necessary to develop the 
facts in any situation about which there has been a protest or com-
plaint by any individual veteran or group of veterans, to interview or 
require written statements from any officer or employee of the De-
partment who is in possession of the facts regarding such situation, 
to arrive at findings of fact, and to submit to the Attorney General, 
through the Deputy Attorney General, a recommendation for appro-
priate action with respect to any such protest or complaint. 

2~078--ftS----29 
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FAIR EMPLOYMENT PRACTICES 

Executive Otder 9980, July 26, 1948, provides that: 
All personnel actions taken by Federal appointing oftlcers shall be based solely 

on merit and fttness; and such officers are authorized and directed to take appro-
priate BtePB to ·insure that 1D all snch actions there shall be no dlacrtm1Datlon 
because ot race, color, religion, or national orlgln. 

Pursuant to this. order a Fair Employment Officer has been 
appointed in the Department of Justice to receive complaints of dis-
crimination. Any employee in the Department of Justice who 
believes that an unfavorable personnel action has been taken against 
him because of his race, color, religion, or national origin, may file 
an oral complaint with his immediate supervisor or with the next 
higher supervisor of the office or unit where the alleged action of dis-
crimination occurred, or he may file a written complaint with his 
supervisor or-with the Fair Employment Officer. All written com-
plaints must specify: 

· ( 1) The name of the Department and employing unit against 
which complaint is made; 

(2) The specific personnel action or actions complained of; 
(3) The approximate dates or date thereof; 
( 4) A statement of all pertinent facts in support of the allega-

tion of discrimination, including dates, names of individuals in-
volved, incidents, occurrences, and circumstances; 

(IS) Remedies sought; 
( 6) Signature of complainant . 

.AJ:ty applicant who is refused appointment in the Department of 
Justice and who believes that such unfavorable personnel action has 
been taken against him because of his race, color, religion, or national 
origin, may file a written complaint with the Fair Employment Officer . 

.AJ:ty group or organization, except groups or organizations desig-
nated by the Attorney General pursuant to Executive Order 9835, 
may file a written complaint regarding personnel actions which result 
in discrimination against a group of employees or applicants on 
account of race, color, religion, or national origin. The complaint 
must include full and complete information to support the allegations 
of discrimination setting forth dates, names, and identification of 
individuals involved, incidents, occurrences, and the circumstances 
thereof. The complaint must be filed with the Fair Emplo1ment 
Officer of the Department. 
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-The-~ of the ol1oe or unit to wtrom •Y· employee_.... 
oomplafrat· 'Will immediatel:r ende&Yor. to adjust tbt -cQDplaint. with 
the individ .. l edmplaiDarit. . ': ·. 

1Jpcm failure•tAJ11Uijuat an oral ocxaplaint to the satisfaction of~the 
complainant within a reasonable time, auch supervisor shall adYiae 
complainant in writing of -the addre of the:.Fair Employllient 08icer 
ed .'af· his right within 10. daJ'B thereafter to 1Ue a writt& omnplalnt 
with·auch Fair· !EmPloyment Ofticm • . Such written complaint· abaJl 
oontam~theliDformation'aiet forth above. 

·Upon failure to tMtjuit a written compla.int to the •tilfaotion of the 
complaiDant,":tba.Upemsor will.·fOhvanl. to the Fair . .,_p)oJment 
OJB.ev • ftPOI't aettiDg fDrtk the buil of~ the complaint. and reuans 
for failure to eftect a satisfactory adjustment. · 
If a complainant has the right of appeal to the CivU Service~m­

JQ.iesion.un<l_er, ~~~ty of,la"', for -~1~, Section-1~ of the Vet-
~' Prefvep.qe Act cd 1944.-, and ~ lUui_ • right, of ·ap~ ~der 
Eac~tive (>rcler .9.980, ~ may· eleet· the Cha'D.JJal ~- whiCh, he 
~~ hiS eqihptaini, .~ut if ht el~ta t.h appeal diree~t;;io· ~ 'Qinl 
SpVfce ~~Japo~, he_inay not thereafter av~ lwnself'of th~ pro-
ced1Jl'8l ~det: ~~~ OJder 9980. · 

·PERSONNEL -SECURITY REGULATIONS 
.. The 'i>ep~~ent's seeurlty i-egu~aiions a.re. set forth in : 
: ~· Order: N.o~ · 25-li.S, .dated · .A~~t 31,_· ~953, . a;nd regulations 
attached.(und~_:ExeP.utiv~ 0J"der ~o.10450), apd . . . . . . 

2. Pamphlet entit1ed "Regul~ion,S _ ~Ia.ting to Defe~ Informa-
tion" issued in August 1954 (under· Executive Order No. 't050l) . 

Every employee, including each new employee, is reqUired ·i<>_ sign · 
a statement ·that he ·has read . and: Un.dersta.nds both publit&tions. 
This statement· sh:dW.d be transmitted · to the Security _. Oftlcer, 
Department of Justiee; WashiiigtOn ·25, D. -C. : · · 
· Additional copies of 'the ·regulations ·may be secured :from the 

Security Ofticer ·at tiny tiine; 

· BESTBICTED ACTIVITIES 
. LAWS ANI) P~NALTIES GOVERNINa··coNDt1.CT 

Uaited . States. Attorneys and their employees are aubject to the 
fol.lowipg gaDeral provisions of law: . 

28 u.s. c. i07.1: 
(a) Whoever willfully and unlawfully coneeals, remOYeB, muti~ 

latea, oblitenb!s, or destroys, or attempts to do so, or with intent to 
do ·eo take&; ad earriee away any record, proceeding, map, book, 

JanUA1'7 1, 19M 
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paper, document, or other thing, filed or deposited with any clerk 
or oftieer of any.eourt of the United States, or in any public office, 
or with any judicial or public officer of the UnitBd.,States, shall ·be 

· fined nOt more than $2,000 or imprisoned not more-than 3 yea.rs,·or 
both. '' 

·(b). Whoever, having the custody of any such1teeord; proceeding, 
 map, book, document, paper; or other, thing, willfully and· unlaw· 
fully conceals, removes, mutilates;.obliterates, falsifies, or desttoya 
the same, shall be fined not ·mOre than $2~000 01"' imprisoned 'Dot 

· more than 3 years, or both; and shall forfeit ~his ofJiee and be, dis-
qualified from holding any oftiee ·under the United. States.. (See 
Government Property, ·Reoords .. and Safeguarding on the. an of 
records.) 
18 u. s. c. 283:' i . ·> 

Whoever, beipg any' oftlcer .or employee of tbe'Un_ited States ~r 
any departmen~ or ·agency ffier~f or of the' Senate or HQuse ·of 
Rep~tativ~ acts aa·an agent or attorneyJfor~prc:ieecutin.g any 
claim against the United States, or aids or assistS in the p~­
tion or support of any such claim. otherwise tqan in the proper dis-
charge of his official duties, or receives any gratuity; or any share of 
or interest in any such claim -in consideration of assistance in the 
prosecution of such claim, shall be fined nOt more than $10,000 or 
imprisoned not more than 1 year, or both. This section shall not 
apply to any person because of his membership in the National 
Guard of the District of Columbia nor to any person specifically 
ucepted by enactment of Congress. · · 
18 u.s. c. 284: ' . 

Whoever, having been employed in any 
' 

agency of the United 
States, including. commissio1,1ed officers assigned to duty in such 
agency, within 2 years after the time when such employment or 
service has ceased, prosecutes or acts as counsel, attorney, or agent 
for prosecuting, any claims against the United States involving any 
subject matter directly connected with which such person was so 
employed or performed dutY, shall be fbied not more than $10,000 
or imprisoned not more than 1 year, or both. 
It is the position of the Department that 18 U.S. C. 284 prohibits 

any former employee of the Federal Government, for a period of two 
years after leaving Government' service, from representing any non:.. 
governmental interest in any mntter whatsoever, involving any subject 
matter directly connected with which such person was so employed 
or performed duty, in which the United States is interested, directly 
or indirectly, whether as a party, as an enforcement agent, or otherwise. 
January 1, 1935 
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United States Attorneys are instructed to vigorously prosecute all 
violations of this statute. 

Employees should not use their official title on private letterheads 
or profession cards. 

DUAL OR PRIVATE EMPLOYMENT 

Dual Government Salaries 
5 U.S. C. 58 provides that unless otherwise specifically authorized 

by law, no money appropriated by any act shall be available for pay· 

December 1, 19M 
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ment u, ay jlenon neeiving mon-than one &alary. lfhm.the comb~ 
amount of said salaries exceeds tM ~ of $2,000 per &nnlUJl. 

The 'tA!rm "salary" •as ·Usee~ in this aeetion! -include~ aJ1· pay. or com-
pensation paid for serrieea rendered· under. a continuous employment 
when payments are to be made b,-at: statN·interv~ reprdl• of 
whether th~ ,C911l~ti_op. is fbte4 ~~w ~r regul,ation,.. o~ w}lether it 
is a daily, monthly, or yearly rate. fJ1Ie·statute referS to"aiarles and 
not to payments or amount actuaByrec:f!.ived; and no payment of a part 
of the ,.Iaey i,s authorized if the whole ra~ t~ken with the seJary of 
the other p~tion, is In exeess of the llinitation fixed by the· statute 
·(22 Com . Dee: 640 MIS). . . . · ~ . . · : . . . .. · . 
· · 18· Comp>~ 168 held''that: 1rhere 'ati: ·tifleer'& or employee'•· eom-
~tioil iS ~plited. dil dy ~ bliBtsthan the· )Mr,:it is~'
bt applymt the prohibitioilS of ·the 'dual' ~mpensation statums ( ~ 
u. s. c~ ·58, 62, ~~, 10). tO determirie the per annum eqlli:valent of ·the 
rate; since the rate' per annum of the Com.mn:ed salaries; and not the 
aggregate ambunt' actually received durihg' a portion of the year, is 
determinative of whether there has been a viOlation of the said 
statutes. · · .! :. 

From the foregoing rulings it will be seen that the Dual Compen-
satimi StatUte hae bemi· construed to apply to cotnpensation from two 
pomtions at rateS wliicb 'total $2,00p ~r aimum, as distinguished from 
actutl payn!ehta (no amounts' ~~ftti. < • · -. • • • . 

; In addition ~-the above-meiitionecf·Testriction. ori dnal ·employ-
ment, 8; ci-rilian'etnployee of't'he Ooter:tiirient holding' a poSition which 
has a salary 'Gf· $i,ISOO or more :Duty n:on;" employed in anY. other posi-
tion under the Governmebt ·with eompehsation 'a~taehed, it being im­
material that he was bi a leave-withcnit'-Pay status from the 1lrst posi-
tion far the 'period covered by the sieoond position. · · · 

• ' t '; • . 

. Prlva~ ~mplo)'Jlleat· 

No officer or employ~ of.t;he-I>eparfimmltof Just~-shall~gag& 
in .any~ outside tt.ctivity. which may in~rfe.-e· :with- tb$ perlonnance 
of his ofticial duties or be in any WJI.Y ~nsistent themwith, or reflect 
ad~ersely ~the· Department of Justice. , .,, · ,, . 

No profe$rlonal ofllcer.o~,employee of the Department·of·Justice 
shall ~ngage- in the ,priv•te. practice of }lis; pliOf~ .-nd no ofticer 
or employee whatever shall engage in the private ~;Of law, 
~cept upon appr~val .o~ ,~e ~~pV:ty1 AttQ;w.er qeneral in unusual 
Circumstances. Thls patagra'Ph Shall n"'t ~ applicable to officers or 
employees·appointl!:*i;Gil a 'PM" diem,'w.hen actually employed, basis. 
· Applicatioas fOr ell:!eeptions.to th:e above paragraph must be made 
in writing stating the reasons therefor, and directed to the Deputy 
Attorney General through ofticial channels. Action taken by. t;h~ 
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Deputy Attorney General with respect to each such application shall 
be in writing, directed to the applicant. 

A copy of Departmental Order No. 46-54, May 6, 1954, shall be 
presented to each new officer and employee before he undertakes his 
duties. (See Holding State or Local Office.) 

POLITICAL ACTIVITY AND CONTRmUTIONS 
PoHtieal Aetivity 

Rule IV, Section 1, of the Civil Service Rules reads as follows: 
Persons in the Executive Branch shall retain the right to vote as 

they choose and to express their opinions on all political subjects 
and candidates, but such persons shall not use their official authority 
or influence for the purpose of interfering with an election or affect-
ing the results thereof. Persons occupying positions in the com-
petitive service shall not take any active part in political manage-
ment or in political campaigns except as may be provided by or 
pursuant to statute. 

In addition, Section 9, of the Hatch Act (5 U. S. C. 118i) 
provides: 

It shall be unlawful for any person employed in the Execu,tive 
Branch of the Federal Government, or any agency or department 
thereof, to use his official authoricyo or in1J.uence for the purpose of 
interfering with an election or affecting the .results thereof. No 
omcer or employee in the ExecutiTe Branch of the Federal Govern-
ment, or any agency or department thereof shall take any active 
part in the political management or in political campaigns. All 
such persons shall retain the right to vote as they may choose, and 
to express their opinions on all political subjects and candidates. 
The Attorney General has ruled that the following employees, 

among others, are subject to the provisions of the Hatch Act: 
(1) United States Attorneys and their Assistants. 
(2) Special Assistants to the United States Attorney and Special 

Assistants to the Attorney GeneraL 
(3) Temporary employees, substitute employees, and per diem 

employees during the period of their actual employment. 
( 4) Furloughed employees and employees on leave whether with 

or without pay. 

Prohibited Political Activities 
Serving on or for any political committee, party, or other similar 

organization, or serving as a delegate or alternate to a caucus or party 
convention. 
J'anuary 1, 1955 
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Soliciting or handling ·political contributionS. 
Soliciting sale of or selling political party dinner· tiakets. 
Serving as. officer of a political elub, as member or oftitei" of any 

of its committees, addressing such a club or being aetive·: fu or-
ganizing it. . . . 
~ in conneetion with preparation for, organisi~,. or . con-

ducting a political meeting or rally, addressing sueh. a· meeting, or 
taking any other actiTe part therein exe&pt as a spectator. • 

Engaging in activity at the polls (at pri.J:Dary or regttlareleetions), 
such as soliciting votes, assisting voters to mark ballots,. or transport-
iug or· helping to get out the voters on registration. or election days. 

Acting as recorder, checker, watcher, .or challenger of any party or 
faction. 

Writing for publiCa.tioil or publishing any lettel' or article, signed 
or unsigned, in favor of or against any political party· or candidate. 

Becoming a candidate for nomination or. election to, ofllce, Federal, 
State, county, or municipal, which is to be filled in an election in which 
pa.rty.ca.ndidates are involved, or soliciting others to become candi-
dates for nomination or election to such offices. 

Distributing campaign literature or material. 
Initiating or circulating political petitions, including nomination 

pe~itions, but employees are permitted to sign as petitioners. . 
' ;Engaghig in pOlit~. 'conferences, or canvaSsing a district or ~ 

liciting pOlitical suppo~ lor a party, faCtion, or candidate. 
· The law is desigD.ed to . .Prohibit those subjec~ to it from assuming 

political.leadership or bl:icoming prominently identified with any 
poli"tical ~ovement, party,'· or fac~on, or .. with the success. or failure 
of ~:Y candidate. for el~ion 'to publi~ office in . a partisan political 
~~ign.. .. . . . 

Permitted Polltieal Aetivities 
- V~ting.-The direct 1&~ of the law specifically_ provides ~hat 

all such persons reialn the right to. vote as they may choose. . . . 
·· Erepreasion.of ~.-The right1to &Xpress political opinions is 

reserved to all such 
•' 

persons. 
• I • 

· · '. 
I 

· 
• ' 

. · · · · · 
Ncm:.-Thla reserva,tlon .Ia mbject to tbe prohibition that mcb persons ma7 

DOt take actlve part 1D polltic!ll ~augeme~ oi In polltical campalgns. 

Oon.f:lib'Utiom.-It is,law,ful for any ~cer or employee to make a 
voluntary contribution to a regularly constituted political organiza-
tion, prO'Uided such contribution is not n:tade in .a Federal building or 
to .some other officer or employee within the scope of the above-quoted 
aw~. · 
l&nUB.Q' l,. 195IJ 
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Election, offlcera.-Service as &n election o:Oicer is petmitted provided 
no partisanship. or pa.rti~ political management is shown. 

Politic(U pic~A4r.u.~It ~ lawfulfor any officer or employee to display 
a political picture in his home if he. so desires. 

Badges, buttons, and BtickerB.-While it is not unlawful for an 
officer or employee. to wear a political badge ()r·button or to display 
a political sticker on his private automobile (except where forbidden 
by local ordinance), it is regarded as contrary to the spirit of the l&w 
for a public servant to ma.ke a partisan display of any kind, while on 
duty conducting the public business. 

Petitiom.-A Federal employee is permitted to sign petitions, in .. 
eluding nominating petitions, as an individual without reference to 
his connection with the Government; however, he may not initiate 
them or canvass for the signatures of others, if the petitions are iden· 
tified with political management or political campaigns. 

All complaints of violations of IS U.S. C. 118i-n and 18 U.s. C. 
214-211S, 591-612, should be reported immediately to the Department 
for attention. Special care should be taken not to render rulings, 
interpretation or opinions with respect to the meaning of these 
statutes. 

Politieal Contributions 
5 U. S. C. 683 (5) pi:Qvides. that no person in the public service is 

for that reason under any 'obligation to contribute to any political 
fund or to render any political senice and he ~11 not be removed 
or otherwise prejudiced for refusing to do so. · 

It is unlawful for an' officer or employee of the United States or 
person p~d from funds of the United States Treasury to solicit ot: 
receive, either directly or indirectly, any assessment or contribution 
for any political purpose from any other such officer, employee, or 
person. ( 18 U. S. C. 602.) · · 

18 U.S. C. 603 prohibits the soliciting OJ,' receiving, for any political 
purpose of any contribution· of money or other thing of value, in any 
room or building occupied in the discharge of official duties by any 
of the officers or employees of the Federal .Gov.ernment. 

Under 18 U.S. C. 606, no ofticer or employee may discharge, pro-
mote or degrade or change the official rai1k or compensation of any 
other such officer or employee for giving, withholding or neglecting 
to make any contribution for political purposes, nor may he promise 
or threaten to do so. · · 

The giVing or handing over of money or other valuable thing, by 
any officer, clerk or other person in the service of the United StateS 
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to any other ofticer or employee for the promotion of any political 
object is specifically prohibited. (18 U.S. C. 607.) 

The violation of any of the provisions set out in the above.sections 
is punishable by fine or imprisonment or both. 

Employees may make voluntary contributions to a regularly con· 
stituted political organization subject to the limitations laid down 
in 18 U. S.C. 608 but they may not solicit, collect, receive, disburse, 
or otherwise handle contributions made for political purposes. 

Special attention is called to United States Civil Service Commis-
sion Pamphlet 20, concerning political activity of Federal ofticers and 
employees. 

SUBVERSIVE ACTIVITY 

Membership in Subversive Organizations 
Membership in any political party or organization which advocates 

the overthrow of our constitutional form of government in the United 
States is made unlawful for any person employed in any capacity 
by any agency of the Federal Government, whose compensation is 
paid from funds authorized or appropriated by an Act of Congress 
(6 U.S. C.118j). 

Appointment form, Standard Form 61, includes an aftidavit as to 
subversive activity and aiBiiation. 

PURCHASE AND SALE OF PUBLIC OFFICE 

The law covering this subject (18 U.S. C. 214, 216) was intended 
primarily to remove political influence in job placements in the federal 
service. 

It is unlawful to offer, promise or pay anything of value, to any 
person, firm, or corporation in consideration of the use of influence 
to procure any appointive oftice or place under the United States. 
(18 U.S. C. 214..) (See BoeppeZv. United Statu, SIS F. 2d 237.) 

18 U.S. C. 215 makes it unlawful to solicit or receive anything of 
value in consideration of aiding a person to obtain employment under 
the United States either by referring his name to an executive depart-
ment or agency of the United States or by requiring the payment of a 

J'anuary 1, 19M 
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fee because such person has secured such employment. This section 
shall not apply to such services rendered by an employment agency 
pursuant to the written request of an, executive department or agency 
of the United States. · · 

Both sections provide that anyone ·convicted of a violation shall 
be punished by imprisonment of not more than a year or by a fine of 
not more than $1,000 or both. 

An affidavit that the appointee has notviolated the provisions of 
these sections is included on appointment form Standard Form 61. · · 

SPECULATION IN SECURITIES OR COMMODITIES 

No officer or employee of the United States should participate 
directly or indirectly in any transaction concerning the purchase or 
sale of corporate stocks or bonds or of commodities for speculative 
purposes, as distinguished from bona fide investment purposes. En-
gagement in such speculative activities by any officer or employee, 
whether under the competitive civil service or not, should be among 
the matters considered by those in authority in passing upon questions 
concerning qualifications for retention or advancement. 

EMPLOYEES' DEBTS 

To Private Firms or Individuals 
It is the policy of the Department not to make itself a collection 

agency for the debts which its employees contract. Nevertheless if 
an employee brings the public service into discredit by contracting 
debts which knowingly he cannot pay, thus showmg himself to be 
unreliable, discharge will follow. 

To the Government 
.Any payments due the Government as the result of a suspension in 

a Certifyin,g Officer's account shall be withheld in whole or in part 
from compensation due the payee, until full reimbursement has been 
accomplished. 

Employees who are indebted to the Government should make every 
effort to settle the account as soon as possible. Any amount due the 
Government by an employee leaving the Government service should 
be withheld from the final salary payment. If this is not done, the 
matter should be reported to the Department so that a claim may be 
made against any amount to the credit of ·the employee in the retire-
ment fund. 
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CONTRIBUTIONS OR PRESENTS TO SUPERIORS 

No officer, clerk, or employee in the United Sta.tes Government 
employ shall at any time solicit contributions from other officers, 
clerks, or employees in the Government. service for a gift or present 
to those in a superior official position; nor shall any such officials 
or clerical superiors receive any gift or present ofiered or presented 
to them as a. contribution from persons in Government employ receiv-
ing a lesser salary than themselves nor shall any officer or clerk 
make any donation as a. gift or present to any official superior. Every 
person who violates this section shall be summarily discharged from 
Government employment. (5 U.S. 0.113.) 

HOLDING STATE OR LOCAL OFFICE 

. Executive Order No.9 of January 17~ 1873, prohibits persons hold-
ing a Federal civil office by appointment from accepting or holding 
any office or employment whether appointive or elective under any 
State,. territorial, or county government, or under the charter or ordi-
nance of any municipality, corporation, etc, with certain exceptions .. 
Acceptance of such a local position will be deemed a resignation from 
the Federal office. The prohibitions of this Order apply to the offices 
of aldennan, common councilman in a city, town councilman in a town 
or village, and appointments under city, town or village governments, 
regardless of the names they may be known by, or whether held by 
electiO-n or by appointment, or whether with or without salary or 
compensation. 

The positions and persons o:f interest to Department of Justice per-
130nnel which are exempt from the provisions of the Order are: 

(1) Positions on boards of education, school committees, public 
libraries, religious or eleemosynary institutions incorporated, estab-
lished, or sustained by State or municipal authority, or professor-
ships in colleges; pro'Videtl the attention required by such employ-
ment does not interfere with the regular and efficient discharge of 
duties of their Federal office. The head of the department under 
whom Federal office is held will in. all cases be the sole judge whether 
or not the employment does thus. interfere. 

(2) Officers of the militia in the States and territories. 
(3) Unpaid service in local or municipal fire departments, sub-

ject to the provisions set forth in subsection (1). 
( 4) The temporary office of moderator of a town meeting and 

offices of a like character .. 
(IS) Positions of justice of the peace, notary public, etc. 

October 1, 1958 
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The Depi.L11ment considers tba.t. this Order applies to all fuU.tiiJle 
employees. (See Dual or PrivateEmplGyment and Political Activity 
and Contributions.) 

-Press Releases, Publicity, and Speeches 

All confidential information, whether relating to cases pending or 
to administrative business or policy, must be authorized and given to 
the press through the oftice of· the Director of Public Info~tion. 
Information relating to pending inveStigations. and prospective ap-
pointments must also be handled in the same manner. Information 
which is a matter of public recOrd (such as an indictment by the 
Grand Jury which has been made public) may ·be giv~ to th~ p~
upon reqliest: In no event, however, shoUld inform~~otion relative to 
or the identities of persons named in sealed indictments be given to 
anyone outside the Department of Justi~ . ·. · . . 

Addresses and articles which relate to the policy, acti)'ities, or ad­
ministration of the Department or any branch o~·the Gove~ent or 
any agency or department thereof should be cleared through the oftice 
of the Deputy Attorney General, Depa.rtmetit. of .Justice, pnt>r to 
release. (See also the section oil safeguarding Government property 
a.nd records.) 
' ,Employees should not use their ofticial positions to influence pend-
.~ or p~pective legislation. Any correspondence expressing an 
~puu~ on legisla~on (except as. a private citizen without identifica-
tion as a Government employee} or any testirDony in respect to a.ny 
legislative matter must have the prior approval of the Department. 
If it is desired that the press or radio withhold the dissemination 

of any item. of information, the request ·therefor shQuld. be submitted 
to ·the Director of PUblic Information of the Department and not 
directly to any newspaper, news agency, or radio station. 

STRIKES: 

Employees are not allo~ed to engag~ in strikes apinst the Go~rn­
ment, nor to belong to a.ny organization which asserts the right to 
strike against the·Government .of the United States. . . · 

At the time a person enters on duty as an employee of the Govern-
ment, he must file an aftidavit (on Standard Form 61) to the e:ttect 
that he will not strike or be a member of an otganization that asserts 
the right to strike against· the Government during his term of\em-
ploym.ent. · !This does not apply to 'vitnesses or fee~basiS 'employees 
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whose payment for services is not considered as salary or wages within 
the language of legislation prohibiting strikes. 

OFFICIAL RECORDS AND REPORTS 
GOVERNMENT PROPERTY, RECORDS, AND 

SAFEGUARDING 
Nonconsumable Property 

Record and loss.-All nonconsumable property should be listed and 
inventoried of record by the official in whose custody it may be, and 
who will be held r~onsible therefor. Additional articles received 
from time to time should be added to t1le record, and articles author-
ized to be dropped should be eliminated, with a notation as to the 
reason for so doing. ( 5 U. S. C. 109.) 

Loss or theft of nonconsumable property in the custody of United 
States Attorneys must be reported promptly to the Administrative 
Assistant Attorney General. Each report should be accompanied by 
an affidavit signed by the person to whose custody the property has 
been entDUSted. The affidavit should show the date and time the loss 
occurred, and an explanation of the circumstances pertaining to the 
loss. 

In order to fix responsibility for the possible loss of accountable 
property of the Government, officials should keep a memorandum 
record of all such property located at points other than general head-
quarters where an office is maintained, charging it to the subordinate 
official or employee in charge at such point. 

Excess Property 
Whenever any books, office machines, or other equipment are no 

longer needed in the office, the Administrative Assistant Attorney 
General should be so advised. The report should contain a descrip-
tion of the article, as well as a report as to its condition. 

The Department will take steps to dispose of the equipment under 
regulations of the General Services Administration. Custody of the 
equipment should be retained until authorization to release the prop-
erty to the claimant is received from the Department of Justice. Any 
documents received from the claimant relating to the transfer should 
be promptly forwarded to the Department. 

Disposition on Separation 
It is the responsibility of the United States Attorney to see that all 

accountable items issued to members of his staff are returned and that 
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all obligations are liquidated before payment of final salary is made at 
time of separation from the service. 

An outgoing United States Attorney must tum over to his successor 
all Government property in his custody and transmit a receipted in-
ventory thereof to the Department. There should be specified in the 
inventory every article of nonconsumable or accountable property 
with a full explanation as to the omission of any article theretofore 
charged to the United States Attorney. The make, model, and serial 
number of office machines and typewriters iihould be stated in each in-
stance. The Department will check the inventory and the United 
States Attorney will be notified of any discrepancies. :Marshals are 
instructed not to release the final salary payment until notice is received 
from the Department that all prop"rly charged to the United States 
Attorney has been accounted for. 

Disclosure of Information 
Voluntary .-All official files, documents, records, and reports of any 

branch of the Department of Justice (including the United States At-
torney's office) shall be regarded as of a confidential nature, and the 
contents thereof shall be disclosed only in the performance of official 
duties. 

Except upon specific authorization of the Attorney General, no 
officer or employee shall furnish to any person outside the Department 
of Justice: 

( 1) Any information obtained from the FBI; 
(2) Any information obtained from any other investigative re-

port of the Department; 
(8) Any other information contained in the files of the Depart-

ment the disclosure of which, in the opinion of the officer having 
custody of such files, might be injurious to the public interest. 
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These prohibitions shall also apply to materials or information ob-
tained from other departments and agencies of the Government and 
included in the files of the Department of Justice. 

These regulations shall extend to any former officer or employee o:f 
the Department of Justice. 

All officials and employees are directed to keep their office doors 
locked at all times when not occupied, particularly after office hours. 

All material classified "Confidential" or bearing a security classifi-
cation shall be locked in proper safes or file cabinets when offices are 
unattended. 

Upon Request 
When a United States Attorney or any other officer or employee o:f 

the Department of Justice is served with a subpoena or order for the 
production or disclosure of materials or information contained in the 
files of the Department, the United States Attorney, or such other at-
torney as may be designated, will appear with the person upon whom 
the demand is made and inform the court or other issuing authority 
that such person is not authorized to produce or disclose the materials 
or information sought. Time will be requested within which to refer 
the subpoena or order to the Attorney General and the United States 
Attorney or other attorney designated will refer the court to Depart-
ment Order No. 3229, Revised, as published in the Federal Register 
(Vol. 18, p. 1368, Mar. 10, 1953). Advice as to such subpoena or order 
will be given immediately to the Attomey General without awaiting 
court appearance. 

In the event the court declines to defer a ruling until instructions 
from the Attorney General have been received, or in the event the court 
rules adversely on a claim of privilege asserted under instructions of 
the Attorney General, the person upon whom such demand is made 
will, pursuant to Order No. 3229, Revised, respectfully decline to pro· 
duce the material or information sought. (See Umted States em rel. 
Touhy v. Ragen, 340 U.S. 462.) 

Personnel Investigations 
No official of the Department responsible for dealing with Depart-

mental applicants for positions shall indicate to such applicants the 
source of any information contained in FBI reports concerning the 
investigations made of their background, experiences, etc., nor shall 
any such official furnish information which would identify persons 
.who have furnished information concerning such applicants in con-
nection with their investigations. · 
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In cases where other Government departments or agencies have 
under consideration the transfer of persons who have already been in-
vestigated by the FBI, their investigators shall be referred to the AB­
sistant Director of the FBI (Administrative) who will furnish them 
appropriate information from the investigation reports on file with 
the Bureau. · 

OFFICE FILES AND RECORDS 

General 
The records and files of a United States Attorney's office are per-

manent official records and should be maintained in such manner that 
an incoming official will have a complete and permanent record of all 
business handled by his predecessor. (See Government Property, 
Records, and Safeguarding with regard to the confidential nature of 
files.) 

Doeket Records 
The following records must be maintained on a current basis: 

(1) Register of Oomplaints.-There should be entered in this 
record all formal complaints of criminal violations (other than those 
which are manifestly trifling, frivolous, or which clearly do not in-
volve violations of United States laws). Such complaints should 
be entered whether they are oral or written, and whether prosecu-
tion is or is not instituted. All information called for by the 
columnar headings of the register should be inserted. The grand 
jury or criminal number should be shown in the "remarks" column 
1f the matter is subsequently presented to the grand jury or an 
information is filed in the district court. In districts where a 
Commissioner's Transcript Docket is maintained by the clerk of the 
district court it will be necessary for the United States Attorney to 
enter in the Register of Complaints, only those complaints sub-
mitted for his approval, and such reports as are submitted to him 
for his decision as to what action thereon may be necessary. Daily 
reference to the clerk's Commissioner's Transcript Docket, however, 
should be made so that proper action can be taken against defend-
ants either by presentation to the grand jury or the filing of an 
information in the district court. 

(2) Grand jury docket.-Matters to be presented to the grand 
jury should be docketed in this record from time to time, prior to 
the meeting of each grand jury, in order that the docket may be 
ready for immediate use in the grand jury room. There should be 
entered therein the names of the alleged offenders, the names of the 
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witnesses for the Government, and qthsr ~ential information. 
Each matter should be given a. consecutive.n~r .. The actio!\ of 
the grand jury should be shown, together with the date on which the 
action was taken, and it is d,.esirf.ble tbll,t such entries should be made 
and signed by the forexnan or clerk of the grand jury. . If a "true 
bill" is returned the criJriinB,I cc>urt ilumber should be entered m the 
grarid jury docket when the i~dictment is Sti~tly liM in' the 
distriet.colttt. · < · · · · : · ' · · · 
· (3) 0~ ~cktt.~Eaeh matie:t as it develops irito an indict-

inent or criminal information should be doeketed itt this record: a!nd 
numbered in accordance with the numbers on the clerk's Ciooket. 
All the information required by the form of the book should· be 
mown, and each atep' from the filing of the i.Ddictment•or informa-

: tion to the final termination of the case, should be entered, including 
the date as to payment of fines, etc. · The entry should alsO indi~ate 
whether or not the defendant waa represented by counsel., and the 
name of counsel, or the fact that the right to counsel was waived. 

( 4) OitJil docleet.-All civil cases to which the United Sta.tes is a 
party, including cases in which the United States Attomey olieially 
appears on behalf of the United States or its officers should be 
docketed in this record, and each step taken, from the filing Of the 
case to its final termination, including data as to payme•t.of judg-
ments, etc., should be entered. Cases should be numbered in ac-
cordanCe with the clerk's docket·numbers, and if a separate series of 
numbers is used for any particular type of case, separate dockets or 
separate allotted sections of the docket should be maintained, ac-
cording to the classification followed by the clerk, and numbered 

 accordingly. ·. · 
(5) WitMsa docket.-The names of all witnesses subpOenaed on 

behalf of the Government in all civil and criminal cases, including 
grand jury witnesses, should be l'eCOrded alphabetieally in thie book. 
The first entry should be made at the time a witness is subpoenaed 
'and should show his name ahd date on which he is required to report, 
and further entries should be made at the time the witness reporm 
and on the date he is discharged. The above dockets should not be 
merely oopies of entries in clerk's dockets. The: United States 
Attomeys' dockets, so far as practicable, should be kept independ-
ently of the clerk's records, but compared with them at frequent 
intervals with a view to verification and the supplying of ourltted 
matter. 

(6) lndem of dockets (f/'l'tJlM jury, crimiM.l, cVrJil and. teit.Ws).­
The index may be kept in the folder of each docket or a card index 
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may be set up. In the latter case, the cards should be arranged 
according to status of the case and moved from file to file as the 
matter progresses. 

Case Files 
Oa&sfolders.-A criminal or civil case folder shall be set up for each 

case and should contain all reports and preliminary papers, copies of 
indictments or pleadings, etc., and all correspondence relating thereto. 
As a case progresses, the folder should be transferred from one file to 
·another, according to the ~atus of the case, under the following general 
arrangement of files: 

Orimlm..al: 
(1) Complaint File-For the filing of letters, reports, etc., relat-

ing to alleged violations of law, prior to the institution of criminal 
proceedings~ each folder to be numbered according to the numbers 
shown in the Register of Complaints. 

~2) Grand Jury File-Cases which are ready for presentation to 
the grand jury, each folder to be numbered in accordance with the 
nu.nibers shown by the grand jury docket. 

(3) Pending Case File-All pending cases, after the-filing of an 
information or indictment, the folders to be numbered according to 
the numbers on the criminal docket. 

( 4} Closed Case File-Closed cases. 
(5) Appeal File-Cases which are pending in an appellate court. 

OiVil: 
· (1} Preliminary matters. 
(2) Pending cases. 
(3) Closed cases. 
(4} Appeals. 

If a separate series of docket numbers is used, for this class of cases, 
separate file sections should be used accordingly. 

There should be endorsed on the outside of each folder the Complaint 
File, grand jury, criminal or civil numbers, title of cases, and the 
oirense charged or nature of the proceeding. On criminal folders a 
notation should also be made as to whether defendants are in jail or out 
on bond, showing as to each bond, the date thereof, penalty, and names 
and addresses of sureties. A notation should also be entered on each 
criminal folder as to forfeitures on appearance bonds with proper cross 
reference to civil suits thereon. Cross reference in such matters should 
also be made on civil case folders as to criminal cases. 
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Official Receipt File 
The quadruplicate copies of Receipt Form 200 (Appendix, form 22) 

(see Collections) issued for payments due the Government or as offers 
in compromise will be filed in numerical order in one of two files 

( 1) Pending-receipts on which collections have been transmitted 
to the appropriate office but acknowledgment has not been made. 

(2) Closed-receipts on which collections have been forwarded to 
the proper office and :for which the triplicate copy has been returned 
and receipted by the recipient of the collection (date of return of the 
triplicate copy will be stamped on the quadruplicate copy). 
See detailed instructions regarding collections and receipts in 

Collections. 
Card Index of Judgment Debtors 

A card index should be set up :for each unpaid money jud.a:,oment in 
civil cases, each fine, a.nd each appearance bond :forfeiture. A separate 
card will be prepared for each debtor and all information material to 
the collection of the debt will be entered. Cards will be filed in alpha-
betical order. The records shall be kept by one person, specifically 
assigned, and reviewed at :frequent intervals with appropriate steps 
taken to effect collection. 

When it has been decided that nothing more can be accomplished 
toward collection, the card should be withdrawn and placed in a sepa-
l'ate file and the case reported to the Department in accordance with 
TiUe 2, Collection of Judgments, Fines, and Forfeited Bail Bonds. 
(See also Title 3, Collecti.ons.) The closed file should be reviewed 
:from time to time to consider whether any possibility for collection of 
the debt exists. 

Conscientious Objector Cases 
Files and dockets on conscientious objector cases under the Selective 

Training and Service Act may be set up within the :framework of the 
filing system in the office, or special docket sheets are available upon 
request to the Conscientious Objector Unit of the Department. 

The receipt and referral of the case to the FBI as well as the return 
of the file and report thereon should be entered in each instance, 
together with the date of transmittal to the hearing officer. 

Leave Records and Attendance Reports 
Files of leave records and time and .attendance reports shall be main-

tained in accordance with the provisions set out in Leave above. 
254073--GS----80 
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Statistieal Reports 
Any copies of statistical reports, Fonns D. J. S. 2, 3, 4, and t) shall be 

kept on file. (See Statistical Reports.) 

Mlseellaneous Correspondence 
Miscellaneous correspondence, including carbon copies of all out-

going telegrams, letters, etc., which do not relate to a case should be 
separately filed in folders. Separate folders may be used for special 
subjects, or for different departments or individual officials when 
necessary. 

Personnel Files 
Personnel folders maintained in the Department have been desig-

nated the official folders for all employees of the office of the United 
States Attorney. United States Attorneys should not maintain sep-
arate ftles but should forward all necessary personnel papers to the 
Department for inclusion in the official folder. When an employee 
transfers to another Government agency this official folder will be 
forwarded to the employing agency by the Department. 

DISPOSAL OF RECORDS 

In General 
Records which are not needed in the transaction of current business, 

but which, in the opinion of the United States Attorney, are of 
permanent value or historical interest, and therefore should not be 
destroyed, should be described in a letter to the Department as to the 
type of material, inclusive dates, and quantity in linear feet, ac-
companied by a recommendation whether said records should be re­
tained in the office of the United States Attorney or transmitted to the 
Department in order that they may be sent to the National Archives 
for reconditioning and accession. 

Disposal Table 
Outlined below is a Disposal Table which covers records of the 

office of the United States Attorneys which records have been author-
ized by Congress for destruction after they have been in existence 
for the period of time indicated. Records similar to those covered 
in the Disposal Table should be destroyed when they have reached 
the designated period of time shown but records needed for reference 
purposes should be destroyed only when they have no further reference 
value. Records may be disposed of by: 
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. {a) Burning, in the ptesence of a representative of the "Pnited 
States Attorney's oftice, of all confidential records, or other records 
which in the opinion of the officer having jurisdiction over the· records, 
require deStruction to avoid disclosure of information that :rm'ght be 
prejudicial to the· iiiterest:s of the Government; All FBI reports or 
other investigative reports must be considered confidentiaL 

(b) Sale as waste paper, after maceration or treatment to destroy 
the record contents in the presence of a representative of the United 
States Attorney's office, of all records not included in lt~m {a)· above. 

Upon destruction of any records a report should be forwarded to the 
Records Administration Officer of the Department stating the' type 
of record, the number of cubic feet, the date of · disposal and the 
method by :w:hich the· ree<>rds were disposed of; such as by sale as 
scrap or. by burning. Authority to destroy rec<>rds, other than thOse 
similar to records in the Disposal Table, must be obtainecl from the 
Department. · 

This schedule proVides -that all closed civil and crimi:rili.l ease files 
in the United States Attorneys' offices ("closed" in the' sens4Vthat 
action on the case has been concluded by a verdict or by a diseontinu-
anc_e, dismi~l, orquashing of the case) wheth~r· or not.~roseeutive 
aetion was taken, 1)8 disposed of 15 years aftet· the· cue is closed, 
except records of the following categoriel!: · ·. 

( 1) · Case files in cases liSted in annual reports of the. Att;Qrney 
General and in instructions to United States AttorneYs; 

(2) Case files maintained as "precedent files"; 
(8) Case file& for cases in which a fine, judgment, or bail bond 

is still outstanding, Wltil the interests of the United :States have 
~ -tisfied or disposition thereof is approved by the C<imptroller 
General as provided in 44 U. S.C. 874; 

·( 4). Case files initiated before 1889.; 
( 6) Case files of United States Attorneys oftiees, for the territorial 

period, located. in· foJ,"'Ilel' temtories in continental United States; 
(6) Case files in which. the cases were handled in st~J.te and other 

non .. federal courts; and ·· 
(1) Oases, other ·than criminal cases, whieh reftect the Govern-

ment's dealiugs with Indians. 
.Other reCords (not caae files) which have been authorized for dis-

posal by the Congress after the lapse of ~e period of time specified 
·are as folloW&: · · 

April 1.1954 
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( 1) Commissioners' reports on indigent prisoners (Form 1042 
R. S.), and related correspondence. Two years after the discharge 
of the prisoner. 

(2) FBI reports when filed separate from case files. Five years. 
(3) Parole and pardon files, including reports and correspond-

ence. Ten years. 
( 4:) Complaint docket& Fifteen years. 
( 5) Criminal dockets. Fifteen years. 
(6) Civil dockets. Ten years. 
(7) Witness dockets. Ten years. 
(8) Secqnd offense records. Fifteen years. 
(9) :Removal case files. Ten years. 
(10) Statistical records, including criminal docket reports, sta-

tistical and financial summaries, and lists of cases.. Five years. 
(11) Closed offi.ce accounts. Five years. 
(12) Ignoramuses. Three years. 
(13) Depositions in war risk litigation cases, including related 

correspondence. Two years. 
(14) Reports of prohibition cases (Treasury Department, In-

ternal Revenue Service Form 1507). Six years. 
(15) Reports of narcotic cases (Treasury Department, lnterna] 

Revenue Service Form 1507). Five years. 
(16) Compromise letters in prohibition, narcotic, and other in-

ternal revenue cases. Nine years. 
The records listed below were accumulated during the periods of 

time indicated after each item and have been authorized for disposal 
by the Congress. 

(1) Files of hearing officers created pursuant to Section IS (g) of 
the Selective Service and Training Act of 1940 to hear claims of 
conscientious objectors from military training and service, consist-
ing of copies of hearing officers' reports and related papers, includ-
ing copies of notices to conscientious objectors and replies thereto 
eoncerning dates and places of hearings, docket sheets, notes and 
related materials. 1940-March 31, 1947. (This material will be 
turned over to the United States Attorneys for disposition by the 
Hearing Officer in each district.) 

(2) Copies of Selective Service Forms (DSS Form 551) showing 
records of delinquents under the Selective Service Act, sent by 
local boards to United States Attorneys offices, and copies of their 
letters of acknowledgment. October 1940-May 1947. 
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( 3) Case files and general records pertaining to the arrest, de-
tention and/or internment of alien enemies during World War I 
under the provisions of Section 12 of the President's Proclamation 
of April 6, 1917, and supplementary Proclamations of December 
11, 1917, and April 19, 1918, including copies of official circulars 
and replies thereto, requests for and copies of Presidential warrants, 
receipts for prisoners, applications for and orders of parole, parole 
bonds, applications for exemption from classification of alien enemy, 
reports of Federal investigative agencies, alien report cards, testi-
mony, war zone passes, copies of declarations of intention of nair 
uralization correspondence and related papers. 1917-20. 

( 4) Applications to United States Attorneys for permission to 
travel, submitted by alien enemies during World War II, together 
with related coiTespondence and copies of permits issued. 1941-45. 

( 5) Notification of change of address and employment, submitted 
to the United States Attorneys by alien enemies of World War IT. 
(Duplicated in substance in the permanent files of the Immigration 
and Naturalization Service) 1941-45. 
The following types of documents have been authorized for disposal 

after the periods of time specified after each item. In the event that 
any United States Attorney desires to use the authority contained in 
this disposal table, the listed documents must be removed from the 
files and the remainder retained until it is eligible for disposition. 

1) Papers in closed civil case files that are duplicated in the 
files of Federal courts, including copies of complaints, petitions, 
informations, writs, declarations, libels, pleadings, process, court 
orders, judgments, decrees, opinions, and related papers. One 
year after the case is closed. 

(2) Papers in closed criminal case files that are duplicated in the 
files of Federal courts, including copies of bills of indictment and 
information, pleadings, process, briefs, transcripts of records, court 
orders, judgments, opinions, sentences, and related papers. One 
year after the case is closed. 

3) Correspondence in civil and criminal cases or matters between 
the United States Attorneys' offices and headquarters units of the 
Department of Justice. One year after the case is closed. 

(4) All copies of case reports and memoranda from United 
States Attorneys' offices to headquarters units of the Department 
of Justice, and case memoranda received from such units. One 
year after the case is closed. 
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Transfer of Records to Federal Records Centers 
Section 505 (d) of the Federal Records Act of 1950 authorizes the 

Administrator of General Services to establish, maintain, and operate 
records centers for the storage, processing, and servicing of records 
for Federal agencies. Such centers are known as Federal Records 
Centers. A list of Federal Records Centers showing the areas served 
thereby is included herein. 

Procedures for Transfers to Federal Records Centers 
The following procedures will govern the transfer ·of records to 

Federal Records Centers: 
(a) Federal Records Centers will accept for transfer any records 

o:ffered by Federal agencies, subject to the following conditions: 
1. That the records are not authorized for immediate disposal; 

and 
2. That facilities for housing and providing reference service 

on the records are available. Priority will be given to the re-
moval of records from office space convertible ro office use, from 
leased space, and from filing equipment which can be reused. 
(b) Tra.nsfers may be initiated by either oral or written request 

to the Deputy Regional Direcror for Records Management in the 
General Services Administration region in which the records are 
located. Requests shall specify the nature and quantity of the 
records proposed for transfer. 

( c} Federal Records Centers will furnish agencies with a receipt 
acknowledging the transfer of records. 

Surveys of Records Available for Transfer 
Surveys will be conducted by the regional Records Management 

Service for the purpose of recommending records for transfer to 
Federal Records Centers upon request of the United States Attorney. 
Recommendations on files to be transferred will be made by the Rec-
ords Information Service. 

Release of Equipment 
Equipment received with the transfer of records to a Federal Rec-

ords Center will, when emptied and if needed, be returned on request 
to the agency from which the records were received. If the return 
of such equipment is not required, it will be disposed of in accordance 
with applicable excess property regulations. · 
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Reatrietions on Use of Beeords ·
Restrictions lawfully imposed on the use of transferred records will 

be observed and enforced by the Federal Records· Centers;· 'subject; 
to the provisions of Section 507 (b) of the Federal Records-A.ot of 1950. 

Disposal Clearanees 
No records of a. Federal agency still in existence shall be disposed 

of by a Federal Records Center except with the oonclll'l'8DCe of the 
agency concerned. 

Regional Reeords Managemeat Sel:ylee 
Deputy RectoD&l Director· 
Beeorda lrfalul&ement s.nce, Jleclon 1,

GSA 
Poat 01llee and COurthouse 
Boston 9, Maea. 

Deputy Regional Director 
~ds Kanagement Service, Region 2,

GSA . 
2150 HUdson Bt:r.t 
NeW York 18, N. Y. 

Deputy Rectonal Director 
ReCords Management Serviee, Beclon 8,

· GSA · 
Regional 01Bce Building 
7th and D Streets I:JW. 
Waablngton 23, D. 0. 

Deputy Reltolttll Dtn!Ctor 
Beeords ManqetneDt Service, Recloli 4, 
·GSA 

ISO WhlteJlall Street SW. 
Atlanta a; Ga. 

Deputy Reclonal Dlrector 
~J;ds )lanapment Service, Bellon G. 

GSA ..... . 
United State!! Courthouse 
219 South Clark Street 
Clbteqo.; m. 

Deputy~~r • 
Recorde Management S.rv.~, ~oq t. 

GSA 
Federal om~ J31itldtQ 
911 Walnut Stniet 
Kansas Olty 6, Mo. 

Deputy Restonal Director 
Records Management Service, Reston T, 

GSA 
1114 Commerce· Street 
Dallas 2, Tex. 

Deputy Reg1o~l Director · 
Reeords Manaaement aerrlce, Bellon 8. 

GSA 
Bulldtng 41, Denver Federal Center 
Denver 1, Colo. 

Deputy Reg1onal Director 
Records Manqement Service, Bellon 9, 

GSA 
49 Fourth Street 
San Fra~lsco 8, Oallt. 

Del)uty Regfoaal Director 
Records Manarement I:Jen1ee, BqloD 

10, GSA. . 
Federal Oftl.ce Building 
009 First .. benne" ' 
Seattle 4, Wash. 

STATISTICAL RBPORTS 

Forms 
The statistical reports listed below must be forwarded to the De-

partment not later than the 5th day of each month. If it is impossible 
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to mail these reports by the 5th, a letter should be forwarded imme-
diately, explaining the cause for delay and the date the report will be 
ready for transmittal. 

. Fonn D. J. 8. 2-initial criminal docket report (Appendix, form 
Hi). 

Form D. J. S. 3-final criminal docket report (Appendix, form 
16). 

Fonn D. J. 8. 4-statistical report (summary of criminal and civil 
dockets) (Appendix, form 17). 

Form D. J. S. 5-statistical report (financial summary for the 
month) (Appendix, form 18). 

Reports shall be submitted in the original only. Copies of initial 
and final docket reports and monthly statistical reports shall be kept 
on file in the office of the United States Attorney. Reports shall be 
typed or printed legibly; handwritten reports are not acceptable. 

Method of Transmittal 
Letters of transmittal should not be prepared for statistical reports. 

Forms D. J. S. 2, D. J. S. 3, D. J. S. 4, and D. J. S. 5 should be mailed 
to the Department in one package, wrapped securely. and marked 
"Attention Statistical Section." Within this package, however, 
Forms D. J . .S. 2 and D. J. S. 3 should be segregated in separate bundl~ 
with the cards arranged in numerical order. Cards should not be 
clipped together in any manner. 

Reporting Unit 
One copy of Form D. J. S. 2 is to be furnished for each defendant 

in ~h separately numbered case. If, for example, there are five 
defendants in a given case, five cards are to be made. Likewise, if 
there are three separately numbered cases involving the same de-
fendant, three cards must be made. 

One copy of Form D. J. S. 3 is to be furnished in like manner for 
each defendant whose case is disposed of by the court. Each defend-
ant is to be considered as disposed of whenever final action has been 
taken in a given case against such defendant. This will hold true, 
even though there may be codefendants in the same case who have not 
yet been disposed of, and even though other cases may still be pending 
against the particular defendant. 

The cases of defendants who are disposed of in some manner 
other than by a finding of guilty are to be considered as terminated 
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at the time such action took place, i. e., acquitted, nolled, discontinued, 
quashed, dismissed, stricken with leave to reinstate, etc. 

The cases of defendants who plead guilty or are found guilty after 
trial are not to be considered disposed of until the court has imposed 
sentence or specified treatment, This means that any defendant who 
has been found guilty, but is still awaiting sentence at the end of the 
given month, must be treated as pending, and his Form D. J. 8, 3 
must be withheld and included with the report for the later month in 
which the sentence is fixed. Entries as to sentence or treatment 
should be made for those cases in which the defendant is placed on 
probation, including such cases in which the imposition of sentence 
is suspended. In many cases where sentence is deferred, continued 
without da.y, etc., and in which sentence is not imposed by the end 
of the reporting month, they are to be treated as terminated on the 
day that sentence was deferred or continued. This type of case, how-
ever, should not be confused with those mentioned previously in 
which the defenaant is merely awaiting sentence, that is, where the 
period for motion for a new trial, or to set aside the verdict, etc., has 
not elapsed, and where the court at the expiration of that time will 
impose sentence as a. matter of course. 

Cases in which an appeal has .been taken are none the less to be 
treated as terminated in the district court. 

Intra-District Transfers 
Where a defendant's case is placed on the criminal docket at one 

office, but later transferred to another division within the district, it 
is unnecessary to prepare a D. J. S. 3 card showing the case as termi-
nated nor is it necessary to prepare a new D. J. S. 2 card showing the 
filing of the defendant's case at the division office to which it is trans-
ferred. When the case is disposed of at the office to which transferred, 
a final report card should be prepared as in any other case, and should 
show the docket number of the division to which it was transferred. 
It should, in addition, show the docket number of the division from 
which it was transferred, in order that the initial card may be located 
in the Department files. lf the case is included in a list of pending 
cases sent to the Department at any time, both docket numbers should 
be shown on the list. 

Inter-District Transfers 
Cases transferred from one district to another· for plea and sentence, 

under Rule 20, Fed. Rules Crim. Proc., should be included in the re-
ports of both districts and care should be exercised in the preparation 
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of Forms D. J. S. 2 and D. J. S. 3 so that cues initiated and disposed 
of by transfer under this Rule can be readily identified. 

(a) The district from which a defendant is transferred should 
report the disposition on a final report (Form D. J. S. 3) by enter-
ing R-20 in front of the word "Other" on the 5th line under item 
7, and on the same line specify to which district the transfer was 
made. The date of the transfer should be entered in item 9 of the 
same form. 

(b) The district to which such a case is transferred should re-
port the initiation on an initial report (Form D. J. S. 2) by entering 
R-20 on the 5th line under item 7, and the date of the transfer on 
the same line. The district from which the case was transferred 
should be indicated on the following line. 

(c) These D. J. S. 2 and D. J. S. 3 cards should be accounted for 
on the statistical summaries (Form D. J. S. 4, Appendix, form 17) 
in both districts. Any duplication can be readily determined by the 
Department if the above instructions are uniformly followed in all 
districts. 

Removal Cases 
Forms D. J. S. 2 and D. J. S. 8 should not be prepared for cases 

where a request has been made by the United States Attorney in 
another district for the removal of the defendant. The total num-
ber of cases in which such action has been taken during the month is to 
be reported on Form D. J. S. 5 (Appendix, form 18). 

Parole of Probation Violators 
Cases where a defendant, previously sentenced and placed on pro-

bation, is returned to court upon charges of violating the condition of 
his probation, should not be reported, unless a new oftense is formally 
charged, and a new case filed. .If, however, the defendant has com-
mitted a new oftense for which he is newly prosecuted, Forms D. J. S. 
2 and D. J. S. 3 should be submitted, even though such new offense 
also constitutes a violation of probation. Likewise, Forms D. J. S. 2 
and D. J. S. 8 should not be filled out for parole violators unless they 
are being prosecuted for new federal offenses. 

Amended Sentence 
Cases in which the sentence is amended need not be reported, as the 

present system does not cover supplementary actions of the court, 
occurring after the original imposition of sentence. 

U. S
. A

TTORNEYS M
ANUAL 1

95
3



75 
Tl'l'LB 8: ADJIINJSTBA.TIVB DIVISION 

Special Caaea 
Contempt pl"Oeeedings should be repOrted 'h"ke other cases in the 

'month· during ,which sueh p~i~gs are instituted.·· The da~ of 
initiation shOtlld be ·entered under ium 7 on Form D. J. S. 2 bn the 
line marked "Other."" · · "· · 
.. ·Ca8et remanded to .trial'courl from th~ circuit. court of appeals 
or the United Stt.tes ·supl'eDle'Court, after having been teport.ed as· 
terminated in the district court;· :as inl;trueted in above, must ~ con-
sidend as new cases flied. The':date when the ease was r,manded 
should b~ entered in i~m 7 (3) on Form D. J. S. 2. 

Cases reitisf;att;d after being ~stricken with leave to reinstate'' are 
alsO to be reptn'ted as ·new cases filed; ·and the date of reinstatem~nt 
~tei:ed:~der~tem 7 (4:) on Form D. J. S. 2. · · · . · 
·· · Habeas oorpus i proceedings are genera.lly filed on the civil d'ocket, 
'an4l~ is desirable that this practice be adhered to wherever pOssible. 
·'\Vhen the&e proceedings are placed ·on the criminal doeket, they should 
~reported on Forms D. J. S. 2, D. J. 8. 8 and D. J. 8. 4. The date of 
filing ~e writ of habeas corpus should be entered under item 7 on 
Form D. J. S; '2 on the line marked ''Other." · · 
· · Crinliiial e'a8e8 tried before a United States CommiMioner, ·acting 
a~ a justice ~f peace, should ~ot be reported on Fo~ D~ J~ S .. 2 and 
D. J. S. 3 ttnless an appleal is taken from the United States ·Commis­
sioner's decision, and the case is placed on the court docket. Then, a 
~:Poi.ot of Fotm D. J. S. 2 is to be made and the date of oap~l entered 
under Item 7 ()f Form ·D. J. S. ·2. · 

Cases EU.iuated During Pftli•iMry PrMedure 
· · Crimu\al cases eliminated during preliminary procedure wilt· be 
rep6~in Items 5 and 6of Form D. j, S. 4,·and civil c~ online 9 
of Form D. J. S. 5. · .,. 

 Initial Criminal Docket Report, Form D. J. S. ! 
A report on Form D. J. S~ 2 is to be preparM for each defendant in 

each ca!le Bled ·on the critninal dOcket. · It is to be made out as &don as 
feasible a~r1 an 'iftdietnumt has been returned dr inf()rmation ftled, 
and IS inten~ed tc:fgive infol"inatioli only to the time of filing. ' , . 

. i~ ~~~idrici.-:-Enter the name of the judicial dist~ct, ·a.P,~re­
·. viated where de8irable.' Always enter the.fuD name of 'the distii~t, 
f~r.example: ~Io~&.; S.," not jqst ''Southern." . · . . . . '< 

.. lt.em.2-:-D~~Tbe entry under ~WS ~tem.should show' the 
' div~~ion or plaCe. o(holding' ~urt where 'the case was actually ~m-. . ' . . - . . . 
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menced; that is, where the indictment was returned or the informa--
·  tion filed. The place of filing should be shown regardless of where 
the case will go to trial in the normal course of events. If the gran~ 
jury sits at oJl}y one place in the district, all cases should be shown 
as filed at that place. If court is held in more than one place in a 
division, the place of holding ~urt.should .be entered, rather than 
the division. The pia~ where the docket is kept d.oes not neces-
sarily determine the place of filing. 

Item 3--Doc!eet No . ..,...Enter the docket number assigned to the 
case when it is filed. 

Item 4:-Def~'s name.-Enter the full name, with last name 
first, for example, "Smith, John B." In case of a sealeq indictment, 
label as such, until unsealed,. at which time the name should be 
submitted on a new Form D. J. S. 2 but not counted with the other 

·cards. This procedure applies only to thos~· cases which extend 
from one reporting month to another. Where the sealed indict-
ment covers more than one defendant, D. J. S. 2 cards should be 
submitted for the additiona;l defendants. These additional cards, 
however, should be counted and entered in Column B of Form 
D. J. S. 4 for the month reported. The case itself should not be 
counted in Column A and ~nly the additional defendants should be 
included in the count of defendants where the case has·been included 
in a previous month's report. 

Item 5-Total 11/URMer of defendants in case.-This should be 
carefully indicated on each card since it affects the count of cases. 
Where one or more of the defendants in a multiple defendant case 
are dismissed by the grand jury, or in any other manner eliminated 
from the case, before an indictment is returned, such eliminated 
defendants should not be included in the number of defendants 
under Item 5. The names of the codefendants against whom indict-
ments have been retumed in the same case should be listed under 
Item to; and all should be accounted for, to agree with number of 
defendants shown in Item 5. 

Item 6-0ifemea.-Enter here a brief but complete description 
of the alleged offense as stated in the indictment or information. 
Reference to particular statutes or code sections violated should 
not be used except to supplement actual descriptions of the criminal 
acts. Such descriptions should be definite and specific so as to 
facilitate the proper classification of the offense. Table 2-C of the 
Attorney General's Report for 1939 may serve to illustrate the 
principles governing the offense classification used by the Depart-
ment. It must be kept in mind that this table does not by any 
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means represent a complete list of offenses, but it does show why a. 
detailed description is necessary for con·ect classification, F.or 
example, "Liquor, Internal Revenue" is not a satisfactory descrip-
tion of the offense. Further detail must be given before it can be 
properly classified. In conspiracy cases, the description must show 
a conspiracy to commit certain definite offenses. A simple state-
ment of conspiracy is not sufficient for classification purposes. 
When a certain act covers only one specific type of violation, such 
as interstate transportation of a. stolen motor vehicle, the title of 
the a.ct may be entered, in this case "N. M. V. T. A." is sufficient. 
If, however, several types of violation are possible under the .same 
act as in the "Second War Powers Act" the specific violation must 
be noted. Violations of the Selective Training and Service Act 
must show the offense committed, such as: "Failure to register, 
S. T. & S. Act" or "Failure to x:eturn questionnaire, S. T. & S. Act." 

Item 7-Date of initiation.-The date when the case was initiated 
should be entered opposite the appropriate subitem, depending on 
the method of initiation. Enter month, day and year, thus: 6-30-53. 
If none of the methods shown on the card apply to the particular 
case, the date should be entered opposite "Other" and the method 
of initiation written in. 

Item 8-Names of codefe-ndam.ts.-Enter the names of all co-
defendants, to correspond with the total number of defendants as 
shown in Item 5. If the number of defendants is unusually large, 
the names may be entered on only one card, and reference made to 
that card under Item 10 of the cards for the other defendants. 

Final Criminal Doclf:et Report, Form D. J. S. 3 
A Form D. J. S. 3 is to be prepared for every defendant against 

whom court action is terminated during the month, whether or not 
the entire case is terminated. Instructions for determining when a. 
case is to be considered closed as to a. particular defendant will be 
found elsewhere in this section. Final cards should not be submitted 
when cases are retired or filed away with leave to reinstate. 

Item 1-District.-See instructions for D. J. S. 2. 
Item 2-Division.-This entry is to show the division or place 

of holding court in :which the case is· terminated. If court is held 
in more than one place in a division, the place of holding court 
should be entered, rather than the division. 

Item 3-Doclcet No.-This should ·ordinarily agree with the 
docket number on Form D. J. S. 2 for the particular defendant. In 
case of a transfer within the district, the docket numbers assigned 
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in both divisions should be entered, as explained in "Intra-district 
transfers." 

Item 4:-Defendant'' fi.(J1M.-See instructions.for D. J. S .. 2. .
Item 5-Judgu.-Enter the names of all judges participating 

in the particular case. The last name of the judge is sufficient unless 
there is more than one judge of the same name, in which case the 
initials should also be given. 

Item 6-0f!eme of 1J'J!WJA fuu'TI.d gu.ilty.-If the defendant was 
not found guilty, either by trial or by plea, the entry should be 
"None." If the defendant was convicted, the instructions for 
D. J. S. 2 should be followed in entering the offense. 

Item 7-Dilpoaition.-Check one. Note that "Guilty as charged" 
and "Guilty as to part" are no longer separated. H disposition is 
checked beside "Other," always specify the disposition. Item. 7 
should show the disposition of the case as to the defendant being 
reported, and not the plea. The entry of the plea is not called for 
by this form. Frequently, cards are received with "Nolo con-
tendere" entered under "Other" dispoSition. "Nolo contendere" is 
a plea and should not be shown; if the plea is accepted and the 
defendant sentenced by the court, the card should be checked under 
subitem (1) to show a disposition of guilty. If a plea of "Not 
guilty" is accepted by the court and the case dismissed, the card 
should be checked as a dismissal under subitem ( 4). A number of 
districts report all cases resulting in a disposition of guilty as 
tried by the court or by a jury. This would indicate that there 
are no pleas of guilty entered in these districts, since a plea of guilty 
is not ordinarily followed by a trial. E:xcept in the rare cases 
where a plea of guilty is not accepted and the case proceeds to a 
trial, the card for a defenda.nt who enters such a plea should be 
checked under Item 7 ( 1), showing a disposition of guilty and 
Item 8 ( 3), indicating that the defendant was not tried. . 

Item 8-::-H 01D tried.-Check one for all cases, regardless of the 
type of disposition reported. 

Item 9-Date of fl;ruil diBposition.-Enter month, day, and year, 
thus: 6-30-53. 

Item 10-Senten.ce or treatment.-Entry is to be made only for 
defendants reported as found guilty under Item 7. Any sentence 
or any provisions in the sentence which does not fit into subitems (1) 
and ( 5) should be specified in the space provided for other sentence. 
If additional space is needed to clearly report the sentence imposed, 
the report may be continued on the back of the form. If probation 
is gi'anted or if imprisonment or fine is suspended, this fact should 
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be noted, and it should be made clear what part of the sentence is 
suspended. 

Statistical Report (Summary of Criminal and Civil Dockets) 
Form D. J. S. 4 (Appendix, Form 17) 

Separate reports need not be made for criminal cases for each sep-
arate division or place of holding court. However, it is necessary 
that a report be made to the Department in what place the civil cases 
shown on lines 2 and 4, columns C and D of Form D. J. S. 4 were filed 
and terminated. This may be done by sending separate reports on 
Form D. J. S. 4 for divisions or places holding court in which there 
were civil cases .filed or terminated during the month, or by listing 
them on the back of Form D. J. S. 4 for the district. Note that this 
separation is to be made only on civil cases filed and terminated. 
Pending civil cases need not be broken down by divisions. Columns 
C and D of Form D. J. S. 4 are to show only the civil cases in court 
actually handled by the staff of the United States Attorney. All 
cases handled by attorneys other than the United States Attorney and 
his assistants should be omitted entirely from the ·report. 

In each column of this summary, the figures on line 1, plus those on 
line 2, minus those on line 3, must equal the figures on line 4. 

The pending figures on line 1 should agree exactly with the cor-
responding figures on line 4 of the preceding report. However, since 
a file of civil docket reports is no longer being kept in the Department, 
a very careful check of pending civil cases should be made. 

Figures on line 2 for criminal cases must agree with the D. J. S. 2 
cards forwarded with the report. 

Figures on line 3 for criminal cases must agree with the D. J. S. 3 
cards forwarded with the report. 

Pending .figures on line 4 must agree with the number of cases 
actually pending on the docket at the close of the month, and must also 
be consistent with the figures on the lines above. 

Item 5 (d) shows the number of complaints dismissed by the United 
States Attorney after investigation without further action. Com-
plaints of an obviously trivial nature which do not necessitate any 
action by the United States Attorney should not be included in this 
report. 

Proceedings reported under Items 5 and 6 are not to be counted on 
the basis of the number of defendants. 

Under Item 7, count number of attorneys and days in the same 
manner outlined for Item 8 below. · · 
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·under Item 8, report the number of attorneye (individuals) who 
made court appearances during the month. In other words if 2 out 
of 3 attorneys in a district make court appearances 20 days each 
during a month, report 2: uri~er number of attorneys. Under number 
of days, report the number of days for all attorneys in which court 
appearances were made. For example,. if. two attorneys appear in 
court for 20 days each, the total number of days reported will be 40. 

Complaints of violations ·of the Universal Military Training and 
Service Act (Selective Service Act) should be reported in the same 
manner as other criminal oft'enses. Complaints which have not reached 
the court docket should be reported under Item 5 of Form D. J. S. 4, 
and violators against whom indictments have been retu.rned should 
be reported on lines 1 to 4 of Form D. J. S. 4 and on Forms D. J. S. 
2 and 8. 

Statistical Report (Financial Summary for the Month), Form 
D. J. S. 5 (Appendix, Form 18) 

A report on Form D. J. S. 5 is to be forwarded each month for the 
entire district. It is not necessary to make separate reports for each 
division or place of holding oourt. 

Items 1 to 5 show the amount of fines, judgments, etc., in favor of the 
United States imposed or obtained (col. A), collected (col. B) and 
remitted, suspended or compromised (col. C) . If a fine is imposed 
and later remitted, it should be shown in column A at the time of 
imposition and in coluinn C when it is remitted. A fine imposed and 
suspended by the court should be shown in columns A and C. If a 
judgment of $1,000 is obtained and later compromised for $600, the 
balance of $400 should be entered in column C and the $600 shown in 
column B when it is collected. Line 3 of this item should show 
amounts paid in restitution. The amount of restitution made to the 
United States or any agency thereof should be included, but amounts 
paid in restitution to, or for the benefit of, a private individual should 
not be included. 

Item 6 shows collections which were made either before or after 
institution of court proceedings, but which were not the result of a. 
judgment or sentence obtained in court. All collections which the 
United States Attorney was directly or indirectly instrumental in 
obtaining should be reported whether or not payment was ·made 
through the office of the United States Attorney. It should be noted 
that it is no longer necessary to send itemized statements covering ci vii 
collections shown in lines 4 a.nd 6 (col. ·B). 
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Item 9 covers the civil cases eliminated without reaching the court 

docket. It is not necessary to send a detailed list of these cases. This 
item should also include alien enemy matters heretofore reported on 
Form D. J. S. -ia (Revised). Applications formerly reported in 
ltell,lS 7 and 8 on Form D. J. S. 4& are not to be included on Form 
D. J. S. 5. 

Item 11 shows the number of attorneys appearing before the appel-
late courts during the month and the total number of days for all 
attorneys. Count number of attorneys and days in the same manner 
outlined for Item 8 of Form D. J. S. 4. 

At the end of each fiscal year, United States Attorneys will be fur-
nished with a list of criminal cases and defendants pending on the 
dockets as shown by Departmental records at the close of a specified 
month. The list should be verified, making any changes necessary, 
and returned to the Department. 

REPORT OF PENALTY INDICIA MATERIAL 
Under 39 U. S.C. 321ithe Department is required to make an annual 

report to the Post Office Department of the number of articles bearing 
the penalty mail privilege used during the fiscal year. 

To assist the Department in obtaining this information, the United 
States Attorney should fill out and return to the Department of Jus-
tice, immediately after the close of the fiscal year, a report showing 
the amount of such material used or spoiled during the year (Appen-
dix, Form 33). 

COMMISSIONERS' REPORTS 
Form No. 105 (Report of Proceedings before United States Com-

missioners) (Appendix, form 20) in triplicate is executed by the com-
missioner for cases he handles, and ·distributed as follows: 

Original-to Un.ited States Attorney. 
Duplicate-to United States Marshal. 
Tri plicat,e...,-retained by comJDissioner. 
In those cases where the proceedings are not completed on the same 

day, two or more reports will be received, one covering the proceedings 
on the first day and additional reports showing the vario~ steps or 
disposition of the case. 

United States Attorneys are responsible for furnishing supplies of 
the form to the commissioners. 

October 1, 19DB 
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REPORT OF TAXABLE COSTS 
When costs are taxable in favor of the Government in cases handled 

by United States Attorneys, their Assistants, or other Department 
attorneys through the office of the United States Attorney, every 
effort should be made to see that all taxable items are reported to the 
clerk of the court. United States Attorneys must notify.the :M:a.rshals 

· in their districts immediately when it has been determined that appli-
cation will be made for taxation of costs. Marshals will submit their 
lists of costs to the United States Attorney for inclusion in the bill 
of costs.· 

United States Attorneys shall execute Form No. A. 0. 133-Revised. 
(Bill of Costs) which may be secured from the clerk of court. All 
properly taxable items should be claimed as indicated by the form. 
Unusual items of expense with which the Government is charged 
through frivolous or unnecessary moves on the part of the opposition 
should be presented for taxation. The form must be filed with the 
clerk of the court within the time allowed in each instance. 

United States Attorneys should study the changes made by 28 
U.S. C. 1923 in the amounts of attorneys' fees which may be taxed as 
costs, particularly the increase from $10 to $20 in the docket fee for the 
trial without a jury. A fee of $20 should be included in the attorney's 
bill of costs for default judgments when making up such bill for 
taxation purposes. This should be the rule whether the default 
judgment is entered by the judge or by the clerk pursuant to Rule 55 
(b) (1), Fed. Rules Civ. Proc. If any clerk declines to tax costs as a 
matter of course in theSe amounts, the facts should be reported 
promptly to the Department in order that it may be determined 
whether to appeal the action of the clerk to the court to secure a 
judicial determination of the issue. 

COOPERATION WITH MARSHALS 
The following reports which the Marshal submits to the Depart-

ment require information pertaining to the United States Attorney's 
Office: 

( 1) Annual statement of outstanding liabilities 
(2) Monthly report of obligations (Form No. 106) 
(3) Report of seized property (Form No. 101) 

Aug.1,19M 
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The first two deal with expenses and anticipated expenditures 
and the latter calls for probable disposition date of cases and the 
reasons for delay in termination. 

United States Attorneys are directed to extend all possible coopera-
tion to the Marshals in 'the compilation of these reports as well as in 
other matters on which the Marshal requests assistance. 

All arrangement for the transportation of jurors must be made 
through the office of the United States Marshal. 

FINGERPRINTING 

United States Marshals are under instructions to fingerprint every 
Federal prisoner without delay after assuming custody. In cases 

October 1, 1953 
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wh~ defendants 8Ul'T8nder directly to the oflioe of the United States 
A*rney or appear for arraignment on an information .and no rep­
resentative of the United States Marshal's oflice is present to ta.Jaj 
fingerpnntl, the United SWes Attorney should contact the Marshal 
and arrange to have the defendant fingerprinted before release on 
bond, probation, or payment of fine. 

The' FBI forwards to the United States Marshal, UBilally within 
24: 'hours, the criminal record of each subject for whom a record is 
found. Marshals h&Ve been instructed to distribute fingerprint :re-
ports to United States Attorneys promptly. If such reports are not 
received by the time needed, the United States Attorney should check 
with the Marshal~s oflice or notify the Department. 

Persons applying ,for the return of their fingerprint records should 
be advised that such records will not be returned or destroyed. United 
States Attorneys a.re mrected to oppose vigorously all petitions, appli~ 
cations, or motions filed in any district court seeking the return or 
destruction of such records and to advise the Department immediately 
of the filing of any such petition, application or motion and the steps 
being taken in opposition. It should be urged in opposition that 
the Attorney General is an indispensable party to such litigation. 
The action taken by the court on any such petition, application or 
motion should be immediately reported to the Department. In the 
event fingerprint records are ordered returned or destroyed, the United 
States Attorney should notify the Department immediately. 

Registration and fingerprint records made in connection with alien 
registration or immigrant visas pursuant to the provisions of Title 
n, Chapter 8, sections 221 (b), 223 and 262 of the Immigration 
and Nationality Act of 1952 (66 Stat.163), are available to the United 
States Attorneys for use in connection with prosecutions conducted 
by them (8 U.S. 0.1201 (b), 1301 and 13~). 

SERVICES, SUPPLIES, COMMUNICATIONS, 
AND SPACE 

SUPPLIES, REPAIRS, AND SPACE 

Procurement of Supplies and Equipment 

Office supplies and equipment shall be ordered as follows : 
1. Office machines such as typewriters, adding machines, dictating 

machines, ete.-from the Department of Justice in Washington. 
2. Office furniture such as aesks, chairs, file cases, tables, etc.-from 

the custodian of the building. If the custodian is unable to supply the 
necessary equipment, the Department should be notified. 

.luly 1, l.9CK 
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3. Office supplies marked with asterisks in the "Department of 
Justice List of Supplies and Forms Carried in Stock," July 1954 Edi-
tion and subsequent editions-from the Department of Justice in 
Washi~n. 

4. Alf other office supplies which are listed in the. Deparl'TM'nt of 
Juaticeli8t-from the General Services Administration regional ware-
house, ea:cept that items, such as special forms, which are not stocked 
by the General Services Administration shall be requisiti~ned from 
the Department of Justice. It should be noted that unless an item 
is included in the Department of Justice list, it may not be ordered 
from the General Services Administration without prior Department 
approval. · 

United States attorneys were furnished GSA Stores Stock Catalog 
and Department of Justice List of Supplies and Forms Carried in 
Stock with Departmental Memo No. 74, April 21, 1954. 

Supplies should be ordered at 3-month intervals, the order to be 
placed 30 days before the beginnin~ of the calendar quarter in which 
the su_pplies are needed. One individual in each office should be as-
signed the responsibility of keeping and ordering the necessary sup-
plies and of maintaining a simple inventory system. Caution should 
be practiced in ordering so as to prevent overstocking and to eBect 
economies. 

Items to be ordered from the General Services Administration must 
be included in the quarterly estimate for general expenses (Form 
25-B, General Expenses) for operation of the office. Items requi-
sitioned from the Department need not be so included. 

Purchase Order Form approved by the Budget Bureau No. 48-
R-101 (Appendix, form 37) (obtainable from the Department of 
Justice) must be used in placing orders with the General Services 
Admimstration. UomP.lete instructions coveriJ!g preparation of the 
purchase order form w1ll be found in the GSA Stores Stock Catalo~. 
Any reference to the "Administrative Assistant Attorney General ' 
whiCh may be printed on the purchase order form should be stricken 
out and the nam~ title and address of the ordering official should be 
inserted. The G~A stores depot may be contacted -for any additional 
ussistance that may be required in placing the order. · 

The original and one extra copy (C) of each order should go to 
the General Services Administration; one copy (A) should be for-
warded to the Procurement Section of the Department of Justice; and 
one cop.Y (B) should be kept by the ordering office. General Services 
Admimstrat1on will submit its bill direct to the purchasing office for 
payment. After delivery has been effected, the signed copy (C) of 
the purchase order, indicating receipt of the supplies, and the General 
Services Administration bill should be presented to the Marshal for 
payment. The Marshal will prepare any additional voucher forms 
necessary to support the payment in his account. The Marshal will 
also pay transportation charges for supplies shipped on General Serv-
ices Administration bills of lading. 

Requisitions for supplies ordered from the Department should be 
submitted on Form 785-A (Appendix, form 27) addressed to the Pro-
curement Section, Department of Justice, Washington 25, D. C. The 
July 1, 19li4 
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requisition must be signed by' the Uriited States attorney and submitted 
in accordance with the :following: 

{1} The item number and letter or :form number given to desig· 
nata the article in the list of supplies should be placed in. the first 
column. Use double space between items on requisition. 

(2) The quantity on. hand must be stated. . 
{3)· Saniples should· be furnished in duplicate :for envelt>pes, 

letterheads, special printing or other itemsiwhich cannot be easily 
described, together with specifications as to size, type, quality of 
pa:per, etc. 

( 4) All requisitions :for typewriters or other office machines 
~ould state whether the requested machines are for replacement 
purposes and, if so, should include descriptions of the machines to 
be replaced, their make, model, serial number, condition, and an 
estimate of the cost o:f the repairs presently required. 

(5) Rectuisitions :for supplies and special equipment not listed on 
the schedule must be supported by an explanation of the necessity 
for such items. · 

{6) Separate requisitions must be made :for (a) supplies, (b) 
stock forms, (c) dockets, (d) envelopes, {. e e) other devices, {f) mis-
cellaneous supplies not listed in the schedule. This procedure is 
essential to insure proper handling and avoid unnecessary delay. 
When supplies or eguipment are received from the Department, the 

original copy of the Invoice of Supplies must be signed as a receipt 
and forwarded immediately to the Department, attention Procure-
ment Section. 

Stationery 
The names of officials will not be placed on letterheads, envelopes 

or blanks. -No embossed stationery will. be supplied. · 

Maehine Repairs 
United States Attorneys may have typewriters and other office 

machines repaired in the field within the approved quarterly authori-
zation for expenses of their offices. 

If the United States Attorney is in a district where a contract for 
such repairs has been executed by the General Services Administra-
tion and use of the contract has been made mandatory, the .company 
holding the contract must be employed. In all other instances, esti-
mates from two or more local repair agencies should be obtained and 
the lowest estimate accepted. 

Spaee 

Min()r adjustments in the utilization of office space may be made 
at the local level but any request :for a substantial increase .or red.l.lction 
in office quarters must be submitted to the Department of Justice for 
review and decision. 

Jnly 1, 1954 
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CORRESPONDENCE 
Preparation 

All communications should be answered promptly in a courteous 
manner, avoiding stilted and stereotyped phrases. 

Correspondence to the Department should be addressed as follows : 
Department of Justice 
Washington 25, D. C. 

On the communication itself, immediately above the salutation should 
be typed the name of the division, if known, or the name of the in-
dividual to whom the communication should be directed, i. e., 

Attention: Criminal Division, or, 
Attention : John Doe, Civil Division. 

CorrespOndence concerning personnel shall be directed as follows: 
(1) United States Attorneys, regular and special Assistants-

to the Deputy Attorney General. 
(2) Clerical or stenographic personnel-to the Administrative 

Assistant Attorney General. · 
All communications for the Federal Bureau of Investigation, Immi-
gration and Naturalization Service, Bureau of Prisons, and Office of 
Alien Property should be addressed directly to each respectively. 
Communications addressed to officin.ls of the Department for personal 
attention should be placed in envelopes addressed directly to the official 
by name and title, and marked "For Personal Attention Only." 
Personal mail as distinguished from official, mailed under postage 
stamp, should be marked "Personal." 

All information necessary to identify the case or file should be 
included at the beginning of the letter. Complete information should 
be contained in the communication to avoid delay in response or the 
return of correspondence for additional information. All corre-
spondence with the Department shall be submitted in duplicate. The 
following specific points should be noted: 

(1) Confine each communication to one subject or case. If the 
correspondence covers more than one case or subject a carbon copy 
for each case or subject must be submitted. 

(2) Immediately following the salutation the full title of the 
case should be quoted in such a manner as to include the given name, 
the surname and all known initials of the parties to the action, the 
Department of Justice file number if one has been assigned, and 
a brief outline of the subject matter if a docketed case or a statute 
is not involved. 
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(8) The statute or offense involved should be completely stated. 
It is undesirable merely to quote title a.nd sections from the Code. 
If a. docketed ca.se or a. sta.tute is not involved, then the subject 
ma.tter should be briefly outlined. 

( 4) Enter the mail delivery station number 25 after· the word 
"Washington", and before the abbreviation "D. C.", when directing 
correspondence to the Department or any branch of the Government 
at W a.shington, D. C. The United States Attorney should enter 
his own delivery station number on the letterhead of all Department 
stationery and wherever his address is given or appears. 

( 5) Carbon copies of letters a.nd enclosures should be securely 
fastened or stapled to the letter of transmittal except that checks, 
money orders, cash, negotiable instruments, etc., should be fastened 
with paper clips to the face of the letter of transmittal. Form 200 
(Appendix, form 22) in quadruplicate must accompany all remit-
tances. (See Co~eetions.) 

(6) Whenever lega.l papers such as warrants, copies of indict-
ments, etc., are forwarded to other districtS for handling, the letter 
of transmittal should be forwarded in duplicate.. This will pro-
vide a copy for both the United States Attorney and the Marshal 
of the receiving district. . 

(7) The name of the official signing each letter to the Depa.rtment 
should be typewritten directly a.bove his title, and benea.th the space 
reserved for the autograph signature. All letters must be properly 
signed, but as the autograph signature is not alwa.ys legible the 
name of the official should also be typewritten, as indicated above. 
All communications should be signed in person by the head of 
the office in which they originate, but when this is impracticable 
letters may be signed by a subordina.te, with the knowledge a.nd 
consent of the head of the office. 

( 8) Correspondence sent to other Government agencies or depart-
ments should be forwarded in duplica.te a.nd a. copy of the communi-
cation should be sent to the Department of Justice. 

( 9) · Letters requesting that informa.tion be obtained from any 
other department rela.tive to Government ca.ses should contain, if 
possible, a. notation of the file or reference number in the depart-
ment where the ca.se arose, as well as the file number of the Depart-
ment of Justice, if known, and such letters should be in triplicate 
in order tha.t the extra copy may be referred to the depa.rtment 
interested. 

(10) Two copies of all papers filed by any party or by the court 
including pleadings, orders, proposed findings, judgments, opinions 
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or other papers of record, briefs, memoranda, and oilers in compro-
mise, must be forwarded prompt1y to the Department. 

SAKPLE TELEGRAM 
DEPARTMENT OP' JUSTICE 
WASHINGTON 25, D. C. 

ATTENTION: CRIMINAL DIVlSION 
IN RE HOWARD J. MASTERS VIOLATION 
NATIONAL BANKING ACT FILE NUMBER 29-13-816 
STOP TESTIMONY GEORGE A. ARNOLD NECESSARY 
AS HANDWRITING EXPERT WITNESS 25 DOLLARS 
PER DIEM AUTHORIZATION RE~UESTED 

PAUL MARTIN 
UNITED STATES ATTORNEY 

SAKPLE LETTER TO DEP ARTJIEN'T 
Department ot Justice 
Washington 25, D. c. 

ATTENTION: JOHN DOE, CRIMINAL DIVlSION 
Sir: 

In re: u. s. v. Lewis c. Pitney 
Violation u. s. Stolen Property Act; 
Department ot Justice P'ile No. 122-51-43. 

I have your letter dated January 4, 1953, concern-
ing the above mentioned matter. 

Respectfully, 
George H. Roberts 

United States Attorney 
(signature) 

By: John Doe, Assistant 
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as books, maps, and relatively unimportant documents should not be 
sent by registered mail. 

(9) Court documents, destined for Switzerland, should not be dis-
patched by ordinary mail but should be transmited via the American 
Legation at Berne and the Federal Division of Police. 

TELEPHONE SERVICE 

United States Attorneys are required to submit requests on Form 
25-B (Appendix, form 28) for authorization to incur expenses for 
additionoJ, telephone service or equipment regardless of whether such 
service is furnished over a joint switchboard operated by another 
Government agency or by a telephone company under contract. The 

April 1,19M 

U. S
. A

TTORNEYS M
ANUAL 1

95
3



89 
TITLE 8: ADMINISTRATIVE DMSION 

The foregoing sample letter and telegram will illustrate the above 
n1entioned points. 

Transmittal 
'l11e following regulations apply to the forwarding of mail : 
(1) Envelopes, labels, wrappers, cards and other articles bearing 

penalty indicia should not be used for other than official mail to be 
forwarded through the United States Post Office. Use of franked 
material for personal correspondence is strictly prohibited. 

(2) Since all penalty envelopes must be accounted for, extreme care 
should be taken to avoid spoilage or misuse. 

(3) Unfranked envelopes should be used for transmitting corre-
spondence by air mail. 

4) Air mail and special delivery postage must be fully prepaid. 
5) All mail between the Department of districts outside the 

continental United States should be sent via air mail. 
(6) Whenever possible, correspondence addressed to the Depart-

ment of Justice not transmitting bulky enclosures and not of an urgent 
nature should be held until the close of each business day and placed 
in one or several large envelopes. This procedure will efiect a saving 
in postage and will expedite the handling of mail in the Department. 
Air mail should be used when speed of delivery is essential and in pref-
erence to more expensive forms of communications (telegrams, long 
distance calls, etc.). Mail schedules should be consulted in order that 
the proper means of communication may be used to insure delivery 
within the time limit in which action is to be taken. All communi-
cations to the Department meeting a "deadline" or where immediate 
action is required should be conspicuously marked so that they may 
be given special handling. Words such as "DEADLINE," "IMME-
DL\.TE ACTION REQUIRED" typed in caps on a tag and securely 
stapled to the communication will be of assistance in identifying and 
expediting this mail. 

(7) Packages weighing in excess of 4 pounds cannot be sent under 
penalty frank. Such packages should be sent by parcel post when-
ever possible, or by exp1·~ on governmental bills of lading. Author-
ity for payment of the estimated expense thereof should be requested 
at the beginning of each quarter on Form 25-B (General Expenses). 
(See Shipments.) 

(8) Care should be exercised in mailing or shipping important files, 
documents, and papers, valuable merchandise, checks and cun-ency. 
Attention should be given to the manner of wrapping and method of 
transmittal, using first-class mail, special delivery, special handling, 
registration, express, etc. when it is deemed necessary. Material such 
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as books, maps, and relatively unimportant documents should not be 
sent by registered mail. 

(9) Court documents, destined for Switzerland, should not be dis-
patched by ordinary mail but should be transmited via the American 
Legation at Berne and the Federal Division of Police. 

TELEPHONE SERVICE 

United States Attorneys are required to submit requests on Form 
25-B (Appendix, form 23) for authorization to incur expenses for 
additional telephone service or equipment regardless of whether such 
service is furnished over a joint switchboard operated by another 
Government agency or by a telephone company under contract. The 
existing authorization remains in e:frect until there is an increase in 
service, without regard to the fiscal year in which the expense is 
authorized. The most recent authorization will be cited in payment 
vouchers as the existing authority for telephone ezpenses. 

The following information should be shown on any request for 
authorization: 

1. Itemization of the present equipment. 
2. Present total monthly rate for the existing service. 
3. Description of the additional item. 
4. .Monthly rate applicable thereto. 
6. Nonrecurring charge, such as a service connection, installation 

or other flat charge. 
In addition, the request on Form 25-B for additional service or equip-
ment should fully explain the need for such service so that it can be 
administratively determined whether the expense involved is justified 
in terms of increased efficiency. 

The Department forbids the use by any of its personnel of any 
mechanical or recording device attached to telephones. 

United States Attorneys will be advised in any case where a con-
tract for telephone service may have to be executed. If the Form 25-B 
contains the required information, it will not usually be necessary to 
execute a contract. Any contracts executed for telephone service must 
be on Standard Form No. 40-Revised, under the terms and conditions, 
and instructions incorporated in the Form. The original and one copy 
of each contract should be forwarded to the Administrative Assistant 
Attorney General, one copy retained for the United States Attorney's 
file, and such other copies retained as may be necessary for the tele--
phone company and the contracting official. The contract should show 
each item separately for which a charge is made. 

Any additional expense involved in an authorization for additional 
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service or equipment must be absorbed in the approved quarterly 
authorization for ezpen&es of the office. 

It is not necessary to secure an authorization to incur expenses for 
local or long distance telephone calls made on official business. Long-
distance calls should be made only when time does not permit the use 
of less expensive means of commtmication. (See Telephone and Tele-
graph concerning paylllent of telephone bills.) 

T.ELEGRAMS 

Economy 
Particular attention should be paid to eftecting economies in use of 

the telegram, especially in the transmittal of long and upeDSive 
telegrams. It is important that messages be sent at the cheapest rate 
compatible with~ required speed; regular sarvice should not be used 
when day or night letters will suffice. 

. Govemm.ent FadliUes 
Official telegrams, radiograms, etc., must when possible, be trans-

mitted over Gov~rnment facilities. The Publi~ Buildings Administra-
tion Teletypewriter Service, a Government facility, through its centers 
in over 50 principal cities of the United States and refiling arrange-
ments with Army and Navy Radio, privately owned telegraph, radio 
and cable companies, handles the transmission of all types of official 
messages.· When necessary to refile a message for delivery to the 
addressee, the Public Buildings Teletypewriter Service Center uses 
the most economical medium available, unless otherwise instructed by 
the sender. 

Public Buildings Teletypewriter Service Centers are located in the 
following cities: 

Albany, N.Y. 
Albuquerque, N. M. 
Atlanta, Ga. 
Baltimore, Md. 
Birmingham, Ala. 
Boise, Idaho. 
Boston, Mass. 
Buffalo, N. Y. 
Charleston, W. Va. 
Chicago, Dl. 
Cincinnati, Ohio. 
Cleveland, Ohio. 
Columbia, S. C. 

Columbus, Ohio. 
Dallas, Tex. 
Denver, Colo. 
Des Moines, Iowa. 
Detroit, Mich. 
El Paso, Tex. 
Fort Worth, Tex. 
Hartford, Conn. 
Helena, Mont. 
Houston, Tex. 
Indianapolis, Ind. 
Jacksonville, F1a. 
Kansas City, Mo. 
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Little Rock, Ark. 
Los Angeles, Calif. 
Louisville, Ky. 
Memphis, Tenn. 
Miami, Fla. 
Milwaukee, WIS. 
Minneapolis, Minn. 
Nashville, Tenn. 
New Orleans, La. 
New York, N. Y. 
Oklahoma City, Okla. 
Omaha, Nebr. 
Philadelphia, Pa. 
Phoenix, .Ariz. 
Pittsburgh, Pa. 

Portland, Oreg. 
Raleigh, N. C. 
Richmond, Va. 
St. Louis, Mo. 
Salt Lake City, Utah. 
San Antonio, Tex. 
San Diego, Calif. 
San Francisco, Calif. 
Seattle, Wash. 
Spokane, Wash. 
Syracuse, N.Y. 
Tucson, Ariz. 
Tulsa, Okla. 
Washington, D. C. 
Wichita,' Kans. 

Messages originating at a point where there is no center or other 
Government facility, should be sent via commercial telegraph facilities 
to the nearest Public Buildings Teletypewriter Service Center. 
Indicate at the beginning of the message, the official or agency and 
address to which it shoul<;lbe forwarded. When applicable the follow-
ing code addresses should be used to assure more rapid and economical 
transmission. 

JUSTICE_ Department of Justice 
JOAP ---- Department of Justice, Office of Alien Property 
JINS ____ Department of Justice, Immigration and Naturaliza-

tion 
. JBIA_ _ _ _ Department of Justice, Board of Immigration Appeals 
JBOP ____ Department of Justice, Bureau of Prisons 
JFPI _ _ _ _ Department of Justice, Federal Prison Industries, Inc .. 
JUSA ____ Department of Justice, United States AttornPy 
JUSM ___ Department of Justice, United States Marshal 

Sample Telegram 
TUCSON, ARIZ. 

JUNE 22, 1954 
PUBLIC BUILDINGS ADMINISTRATION SERVICE CENTER 
309 ELLIS BUILDING 
137 NORTH SECOND AVE. 
PHOENIX, ARIZ. 
JUSM, OMAHA, NEBRASKA, REQUEST YOU ADVANCE 
FUNDS WITNESS JOHN A JONES, 10 SOUTH STREET, 
OMAHA, NEEDED HERE JUNE 30, US VS. COBB. , 1 

ALFRED MILLER 
UNITED STATES A. TTORNEY 

.A.q. 1, 1934 
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"PAID" 
ALFRED MILLER 
UNITED STAT~ ATTORNEY
TUOSON, ARIZ. 
DEPARTMENT OF JUSTICE 

The Public Building Administration Teletypewriter Service- bills 
the Department at Washington for services rendered to field offices. 
Commercial companies bill the offices for · which the service was 
rendered. 

PREPARATION AND TRANSMISSION 
.All official telegrams transmitted,through regular commerci~ com-

panies must be marked in the lower left-hand comer trPaid" or 
"Collect" (as the~ may be), together'with full name and title of 
sender and department under which employed. Telegram.S sent by 
an employee while traveling to an office in his own district should be 
sent '1Collect." However, if the telegraph agent refuses to receive 
and forward the telegram ucollect," the sender may pay for it in 
cash and charge it to his expense account. · . 

Under no circumstances should two copies of a telegram be. fumished 
to or filed with a telegraph agent. The original of a telegram must be 
attache~ to the payment voucher. A copy of each me~ge sent 
should. be retained for filing. · · · . . . · 
a.aovernmeri.t telegr8.m.S ·to and from Honolulu, Hawaii, m'!lSt be 
marked "Send by Governinent radio, San Francisco., Such messages 
must carry as the first two words of the address, the specific prefix 
"Govt. Jus." Govemment telegrams to and from Puerto Rico must 
be marked <~Send via Government radio, Washington,'' and must have 
a similar prefix. Charges for such messages will be the official land 
rate to the naval radio station, plus delivery charges if sent to points 
outside of the radio terminals. 

In preparing telegrams all unnecessacy words, initials, and figures 
in the body of the telegram, and also following the signature, should 
be omitted. 

The word count upon which charges for domestic commercial 
telegrams are based, consists of the words in the body of the message, 
but does not include the addressee's name, address and destination or 
the sender's signature and title. Additional matter such as an alter-
nate address or destination or the sender's address following his 
signature will be counted as chargeable words. The sender should 
not include his address except when the message is addressed to state 
01 county officials or other persons who would not otherwise have this 
information. 

818202-11~2 

U. S
. A

TTORNEYS M
ANUAL 1

95
3



90.4 

TITLE 8: ADMINISTRATIVE DIVISION 

Punctuation marks are neither counted nor charged for but words 
in lieu of punctuation marks are counted. 

Numbers and amounts should not be written in words but should 
always be written in figures. Groups of figures or letters or combina-
tions of figures and letters, when not dictionary words, are counted at 
the rate of 5 (or fraction thereof) figures, letters or combination of 
figures and letters to a word. In certain cases small groups may be 
combined to save words. Geographical names, although made up of 
more than one word, are counted as one word. 

The following are examples: 
Count 

THffiTY-FIRST or THIRTYFIRST___________________ 2 

31 or 31st-------------------------------------------- 1 
ONE FORTY SIX DASH TWELVE DASH ZERO_____ 7 146-12-o_____________________________________________ 2 
10 ~---------------------------------------------- 2 
10~----------------------------------------------- 1 
KANSAS CITY (however it is better to write it 
~SASCIT11------------------------------------ 1 

Requests for further information regarding preparation, transmis-
sion of telegrams, addresses of Public Buildings Administration 
Centers, as well as costs, should be directed to the Administrative 
Assistant Attorney General, Attention: Records Administration 
Branch, Department of Justice, Washington 25, D. C. 
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· In prepa.:ring telegrams all unneeeesary words, initials, and figures 
in the body of the telegram, and also foll<>wing the signature, should 
be omitted. 

Numbers and amounts should not be written in words. Figures 
should be used at all times. , Figures, decimal points, bars of division 
and letters ar.s ea.ch COU!l\ted sep.aratdy as one word. All pronounc&-
ahle groups of letters, when such words are not dictionary words, are 
counted at the rate of five letters or ~ons of five letters to a word, 
but :~hen such gro,ups of letters fol'Jn dictionary words~ combi-
lliLtion.$0 used is.counted.as one word. . . . . 
. :tn' counting.'tpe w.ol,'ds of, •. wtjgl'&D;\ exclnd~ the da~, address, and 

place from whicyh ~~t, and·count the en;tire ~e of a city, town, 
village, State, or Terriwry when in the body of a. message, as one 
word. . . . , 

Punctuatioll. marks •re ~either counted nor charged for but words 
in lieu of punctuation marks are counted . 

Disall~eee

The following rules govern the disallowance of charges covering 
unnecessary expenses in sending telegrams:· · 

(1) Unnecessary telegrams charged in expense accounts will 
be disallowed. 

(2) When such telegt-ams ·are charged in a.coounts of the tel&. 
·.graph companies, the auditing or disbursing officer making settle-
ment therefor will colleet the charges for the telegram8 from the 
senders and pay the amoun~ so oolleeted to· the telegraph com-. 
panies. 

(3) When day messages· are sent when 'night' lne88ages would 
answer the l&llte pur~, the di1ference between the day and.' night 
rates wiD be disallowed. or oolleeted, as indicated in the preeeding 
paragraphs. · 

( 4) Charges ~or unnooe88&l'Y words and 'figures in telegrams will 
·be disallQ'\'Ited or· collected, as indicated abov~ and settl~ment with 
th&com~anies:made ·wi~h moneys as·e(Jllect,ed; 

TRANSPORTATION REQUESTS 

IsSue and Use 
All official travel by comtnoh. carrier such as railroads, airli~~ 

bus lines, steamship, and ~llman ci>mp'anies should be obtained by 
use of Government transportation reqUestS if the amount exceeds $1: 
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Transportation requests are issued in books of ~n each for U!!6 by 
United States Attorneys and their. subordinates for official .travel 
only. They mUBt not be UBed fM personal travel. When travel is to· 
be performed, a sufficient number of requests for the proposed tr.avel 
should be detached and furnished to· the employee, after first being 
signed by the United States· Attorney or a designated Assistant as, 
issuing officer. 

Respensibility 
Transportation requests are virtually blank checks on the trans-

portation companies and as such represent real money. Therefore, 
the same caution should be used· in protecting them· as one would 
.use in respect to the safeguarding o:f one's own money and valuables. 
The Comptroller General has held that each person to whom trans-
portation requests have been issued will be held responsible for the 
improper use thereof resulting from his fault or negligence. · 

Supply 
Applications for additional supplies of the requests should be 

JQ.ade by letter addressed to the Accounts Branch, Department of 
Justice, Washington 25, D. C. 

Preparatio~ 

The green original and white carbon of each transportation re-
quest must be executed si.Jn,ulta~eously. by typewriter, indelible pen-
cil, or pen. · The cost o:f the ticket must be secured ·from the local 
ticket agent and the quoted rate inserted on the carbon copy in the 
place provided. The white or carbon copy of the transportation 
requests must be legible and should be detached and forwarded to 
the Accounts Branch, Department of Justice, Washington 25, D. C., 
p,romptly. It is not necessary to retain such carbons until vouchers 
have been rendered as the flyleaf in the book will furnish necessary 
information. 

In view of the many cle.sses of transportation and accommodations 
available, all copies of transportation requests must clearly show the 
class of transportation or accommodation desired, detailed routing, 
value, etc. 

A separate transportation request must be issued to the Pullman 
Company for sleeper ?r chair-car accommodations. 

Group Travel 
Only one transportation request is necessary in obtaining trans-

portation for group movements. An additional transportation re-
quest must, of course, be used i.ri obtaining Pullman accommodations. 
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Round Trip Tickets 
Practieally all transportation companies offer round-trip.tieketa at 

reduced rates and generally permit diverse and optional routings on 
such tidtets.·, The charges· of the Pullman Company are based on 
accommodations furnished and are generally for one-way rates 
although in a few instances reduced round-trip rates are available. 
It is impieratiTe that all oflicials and employees obtain round trip 
transportation whenever possible. · 

ShoUld the traveler ·pUI'Chase a one-way tidret for the going trip 
and a. sepa:rat. ticket for the ret\U'll trip when redueed rate' rotmd 
trip tickets are available, he will be personally char~ witll any 
excess cost to the Government in the absence of a satisfaetorj ezplana-
tion as to why suah redueed rate round-trip ticket was not t)bta.ined. 
In the event a traveler holding a round-trip ticket is 'liDable to oom-
plete hie journey within the time limit of the ticket, he should tender 
the carrier an additional transportation requeet for the· purpO!e of 
extending the time limit to the next longer limit available. 

Cla&JM of A.eeommodatlOIUI 
. All railroada offer "first claa" and "coach" ratel for both oM-way 

and round-trip faree. Certain far-western railroads have an "inter-
mediat." rate on both one-way and round-trip fans. In view Gf the 
many cl'lllle8 of transportation and aceomodationa available, the trau&-
portation requests must clearly show the class of transportation or 
accommodations desired. 

The Government travel regulations allow one standard lower berth 
:when rail transportation is used. When lower berths are not avail-
able, the next highest aeeommodation may be purchased bat a state-
ment to .that effect must appear on the voucher. All ·trawl on an 
~ztra.;:fare train must be approved by the Administrative Aseistant 
Attorney General, prior to the date of travel if at all possible. 

Canc:ellatiODS 
All spoiled or <m~eeled transportation request., both origin&l and 

eopy, must be forwarded promptly to the Acaounts Branch, Dep~ 
ment of Justice, Washington 26, D. C. 

All Pullman sleeper space not to be used must be eanoeled before 
the train departs in order to insure that refund may be seeured. 
Where cancellation of sleeper space is not made in accordance with 
the above, the traveler may be required to bear the coat of the ticket. 

Refunds for unu.sed seat space will be made by the carrier provided 
the space covered by the ticket is released and replaced on sale any 
tbn• in ad"~ce of the departure of the train. 
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For any unused space on airlines, the companies impose a penalty 
when such space is not canceled prior to flight time. The traveler 
will be held responsible for any negligence in cancelling reservations 
for air travel unless official necessity prevented adequate notice. 

Unused Tickets 
Any ticket secured in exchange for a transportation request and 

•mused, in part or in whole, should be transmitted promptly to the 
Accounts Branch, Department of Justice, Washington 25, D. C., 
together with the number of the transportation request and a brief 
explanation as to what portion of the ticket was used or not used, 
t.he date, time, place of cancellation, and the name or number of the 
cancelling ticket agent. In the event that a ticket, only partially 
used, is retained by the carrier, notice to that effect should be fur­
nished the Department. Redemption of unused or partially used 
tickets will be handled entirely by the Department. 

Loss 
The loss of any transportation requests or of tickets secured in ex-

change therefor must be reported immediately to the Accounts Branch, 
Department of Justice, Washington 25, D. C., together with all avail-
able information relative to the approximate date and locality where 
the loss occurred. In the event that a ticket secured on a government 
transportation request is lost and subsequently used by the finder, the 
person securing the ticket is personally responsible for the value of it. 

Payment of Bills and Vouchers 
The bills of the several transportation companies will be settled· 

by the Department in Washington. 
Information relating to transportation requests used should be in-

cluded in reimbursement vouchers. 

SHIPMENTS (GENERAL) 

Packages weighing in excess of 4 pounds cannot be sent under pen-
alty frank by mail. Such packages should be sent by express, charges 
prepaid. Authority for payment of the estimated expense thereof 
should be requested at the beginning of each quarter on Form 25-B 
(General Expenses). 
· Although shipment by freight is generally cheaper than by express, 

it should be borne in mind that freight charges are based on a mini-
sum of 100 pounds and care should be exercised to ship by the cheaper 
rate. 

All shipments of Government property by freight or express must 
be made on Government bills of lading, which may be secured from 
Aprlll, 19M 
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the .Proc1\Milent Bran.~ o~ the· Departmen~ ·The original of each 
bill of lading m:us~ ,be. fol'W-.rded to the coJlSign~. when shipment 
is made, and upon delivery of the shipment this ·oopy; properly exe-
cuted, should be SUl'l'endered to' the last.ci.rrier. 

It is important that the original of~ the bill of lading be filled in 
properly as to the appropriation cha.rgeJ).ble forth~ exp~ .. :f~ure 
to do this will result in improper billing ·_by the' carrier~ · , . · 

· In order tQ ·assist the Department in the audit of ~i:ispQrta~on 
vouc"hers covering freight s,hipments, one piemor&ndum copy (yello~) 
of all bills oflading issued must-be forwarded at'the time o~ shipment 
to the Accounts Branch, Department of Justice, Washington 25, D. C. 

Compliance with the above instructions together with the instruc-
tion contained in paragraphs 2 and 6 on the reverse of the bill. of 
lading will aid materially in the handling of these accounts. 

The tr~rtatiQn companies' bills, supported by the original bill 
of lading, should be forwarded to the Department of Justice in Wash-
ington for payment, and no payments should be made in the field. 

Every effort should be made to secure Govtu'JlDlent-Owned vehicles 
for shipments by motor transportation if such vehicles are available 
frOm another branch of the Government at the point where needed. 
No commercial vehicle may be hired until the United States Attorney 
is satisfied that the need cannot be supplied by Government-owned 
vehicles. 

SHIPMENT OF HOUS~BOLD GOODS AND CHANGE OF 
DUTY STATION 

Under ExecutiYe Order No. 9805, November 25, 1946, as amended, 
an employee who is transferred to a new ofticial station for permanent 
duty is entitled to travel expenses for himself and members of his 
family and to be reimbursed for the cost of transporting his house-
bold goods and pei."S()nal effects, provided that JLO es:pensea ahall be 
allowed in any case. where the transfer is solely _for the convenience 
of the employee. 

Persons appointed for duty outside the continental United States 
are also entitled to such expenses, under certain conditions. (See 
Appointment for Duty Outside the United States in the section on 
Travel.) 

Complete regulations and rates allowable in such cases are contained 
in Departtnental Memo No. 60, January 13, 1964. Information or 
advice concerning the regulations may be obtained upon request to the 
Administrative Assistant Attorney General. 
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COLLECTIONS, EXPENDITURES, AND PREPA· 
RATION OF RELATED PAPERS 

COLLECTIONS 
General 

United States Attorneys will not receive payment of any demand 
due the United States except where specifically authorized by law . 
.A:n.y person offering payment which the United States Attorney cannot 
accept should be referred to the clerk of the court for deposit of funds 
to the court registry if pel'missible. 

Payment of amounts due the Government, or as offers in compro-
mise, shali be made in the form of check, draft, money order, etc., 
payable to the TretUUrer of the United Statu (Office of Alien Property 
excepted-see "Disposition" below). 

Payments offered pending prospective settlement or in proposed 
compromise should be accepted only when there are no stipulations, 
written or printed thereon, concerning the claims to which they 
relate. No checks should be accepted with an understanding, oral or 
otherwise, that the deposit or cashing of tbem constitutes an acceptance 
of otter of compromise on the part of the Government. 

Under no circumstances shall omcia.l collections be deposited in a 
bank to personal credit or exchanged for a personal check. 

Disposition 
Collections as received shall be transmitted promptly as follows: 

(1) If court action has been completed and the collection repre-
sents partial or complete satisfaction of judgment, penalties, inter-
est thereon, costs, fines in criminal cases, ete.-to tluJ ckrlu of t'M 
IIOV1'U. 

(2) If (a) debt or claim is paid prior to court action, or (b) 
collection is made, either prior to or during court action, of otter 
of compromise which the United States Attorney is authorized to 
accept--to tluJ department, ag6'1tC'!f, or officer who lflhm4tted t'M 
tNUe to ths Vmted Statu AttO'I"fte'!! for colkotiof&. Thus, collections 
effected in cases submitted to the United States Attorney by the 
Department of Justice should be forwarded to the Department of 
Justice regardless of the agency in which the case originated. Only 
in those cases where an agency submits the case direct to the United 
States Attorney should collections be forwarded to that agency. 

(3) If the collection is an ofter in compromise required to be 
approved by the Attorney Gtmeral-to ths DeparttMnt of Jmtice. 
Such collections should be accompanied by a letter of explana.tion 
and recommendation from the United States Attorney. 

A»rll i, tiM 
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( 4) If law provides special disposition of funds-to departmMI.t, 
agtiM!J or indiWluaZ deaigfllltetl (i. e., Walsh-Healey Public Con-
tracts Act (41 U. S. C. 36) which provides that certain sums so 
recovered shall be paid through the Secretary of Labor to the em-
ployees, etc. 

{ 6) If money, checks, drafts, etc., are collected on behalf of the 
Office of Alien Property-to the Otftce of Alien Property, Depart-

Aprll l,19M 
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ment of Justice, Washington 25, D. C., unless otherwise indicated 
in correspondence with that office. All such collections, as well 
as registered securities, obtained for that office shall be made pay· 
able to or registered in the name of "The Attorney General of the 
United States, Account No. --------·" The proper account num-
ber, assigned by and obtained from the Office of Alien Property, 
should always be designated. 

(6) If it is deemed necessary to cash a check to insure its col-
lection or in unusual circumstances t-o permit its division-to th6 
United States M arshaZ for clearance through his deposit fund 
checking account. Disposition of the moneys will be made by the 
Marshal pursuant to instructions of the United States Attorney. 
The duplicate and triplicate receipt copies will be given to the 
Marshal. 

Receipts 
All collections shall be l'eceipted for on Form 200 in quadruplicate 

(Appendix, form 22). Prenumbered receipt books are :furnished by 
the Department upon requisition. 

Disposition shall be as :follows: 
Original-to the party making tender. 
Duplicate-to be transmitted with the collection as indicated 

above. It will be retained by the recipient. 
Triplicate-to be transmitted with the collection as indicated 

above. It will be receipted and returned to the United States 
Attorney, where it will be stamped with date of return to the United 
States Attorney's office, and filed in the case folder. 

Quadruplicate-retained by United States Attorney. Filed in 
numerical sequence as his record of collection. It will be stamped 
with date of return of triplicate and placed in closed files. (See 
Office Files and Records.) 
Any spoiled forms should be retained and accounted for by fasten-

ing the original marked "spoiled" to the quadruplicate copy of the 
same number. 

Transmittal to Department 
When checks, money orders, etc., !lre to be sent to the Department, 

they should be transmitted by means of Form 201 (Appendix, form 
2la) in an original and three copies. This is in addition to any letter 
of explanation accompanying the remit~ance. The printed instruc-
tions on the :form are self-explanatory and should be followed closely. 

Except when required by the circumstances of a particular case, 
no property other than money should be accepted in full or part 
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payment of a claim, compromise or judgment in favor of the United 
States and in no event should property other than money be accepted 
until all incurred court costs are paid. However, when such property 
is accepted as payment it should be delivered to the local represent&· 
tive of the interested agency or department, a receipt taken, and the 
fact of its acceptance and its estimated value reported to the 
Department. 

APPROPRIATIONS 

The appropriation "Salaries and Expenses, United States Attor· 
neys and Marshals, Department of Justice, 195-," symbol 15-0322, 
is chargeable with expenses of operating the United States Attorney's 
office. The third digit of the symbol (left blank in the figure above) 
indicates the fiscal year for which the appropriation is made. The 
figure "3" should be inserted in the blank space following title of the 
appropriation for the present fiscal year ( 1953). Every July 1st 
it should be changed to show the last digit of the appropriate fiscal 
year. 

The date or dates on which fees are earned, services rendered, or 
expenses incurred, and not the date of certification or payment, de~ 
termines the fiscal year from which payment shall be made, except 
that bills for metered commodities or services such as electricity, tele· 
phone, etc., shall be paid from the appropriation current at the end 
of the billing period. 

The following specific expenses are chargeable to the United States 
Attorneys appropriation: 

(1) Salaries of the United States Attorneys, Assistants and 
clerical force. 

(2) Interpreters. 
(a) Consultants obtained by United States Attorneys. 
( 4) Expenses of hearing officers, conscientious objector cases. 
(5) Guardians ad litem, appraisers, if obtained by United States 

Attorney. 
(6) Travel and subsistence expenses of United States Attorneys, 

Assistants, and clerical for®. 
(7} United States Attorneys' communication expenses. 
(8) Storage expenses for United States Attorneys' offices. 
(9) Advertising, under name of United States Attorney or clerk. 
(10) Post office box rentals, lock boxes, safes, etc., for United 

States Attorneys' offices. 
( 11) Rental of office space for United States Attorneys. 
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(12) United States Attorneys' miacellaneous oftice expenses as 
. author.iz.ed by,the Depattm.ent. . 

(13) Transcript and grand jury reporting. 
(14) Filing anq ~rding.fees in Sta.te or 100.&1. courts. 
( 15} Depositio~ notary f-, etc. . . 
_(16) Ulli~ Sta.tes Attorneys' printing and binding. 
( 17) Expenses of producing records under a. Sllbpoena. duces 

tecum.· 
(18) Physical examina.tion of pla.intiffs in tort ~~ cases, 

and of defendantS in criminal cases and witnesses who allege illness 
for the purpose .of delaying trial, reason for not appearing, etc. 

(19) Expenses of defending Government employee$ in State or 
Federal courts for acts done in the performance of their official 
duties. 
The following expenses are payable from the appropriation "Fees 

and Expenses of Witnesses": 
(1) Fees for attendance, per diems in lieu of 'subsistence, and 

mileage for travel of witnesses incident tO attendance upon United 
States oo111'f.B or United States CommiABionet"S' hearings. 

(2) Per diems in lieu of subsistence- and traveling u.J>eDBes 
--of Government employees attending upon court when properly 

payable. 
( 8) Fees, per diein in lieu of subsistxmce, and traveling expenses 

· of expUt witnesses (other than Lands or Antitrust). 
(4) Physical examinations of plahtti.frs, witnesses,-or defendants 

in C()Dtemplation of testimony in 'court. - - -
(5) ~ of examining -prisoners to determine sa.nity aa 

provided fe1r in Sections 4244-4:248, Title 18, U. S. C. (ineludi.Dg 
employlntmt of psychiatrists,_ hospital. expenses incident thereto and 
testimony>~- , -. 
The. above lists do not prohibit payment of other legal 6Xpe'DSeB 

when properly payable. Neither shall the listing be considered a.n 
authorization for paying any of the above expenses when they must 
be previously authorized or approved by the Depa.rtmeil~ 

.ECONOMY OF OPERATIONS 
In all in8ta.nees, 'expenses of operating the United States Attorney's 

o!i.ee should be kept to a minimum. · 
.Among the economies which should be effected by United States 

Attomeys are: 
(1) Bedueing the number of Assistants a.nd elerieal pel'BOnnel 

tnwelinj' to places of holding court; 

U. S
. A

TTORNEYS M
ANUAL 1

95
3



100 

TITLE 8: ADMINISTRATI'VE DMSION 

(2) Keepmg·under control the number of witnesses· sUbpoenaed 
and limiting the number to those without whom the case coWd· not 
be litigated successfully; · · · . · · . · · : 

(3) Notifying witnesses promptly of postponements; 
( 4) Calling of cases to trial as promptly as the state of the dOcket 

and legal problemS permit, particularly actions involving ~iZures; 
· ( 5) Using every expedient available to reduce storage expenses on 
seized automobiles, foqdstuffs, and the like; . · · 
· (6) Utilizing Government physicians whenever· possible formed-
ical exam:inations; · 

(7) Negotiation of fees of expert witnesses in order to keep them 
as moderate. as possible; 

(B) Limiting transcripts purchased to essential needs;·and · 
( 9) Using the most economical means of communication for 

transaction of official business. · 
REQUEST TO INCUR EXPENSES 

Obligation Limitation 
81 U. S. C. 665. provides that no officer or. employee shall ~ake or 

authorize an ezpendi'ture, or create Ol' .. authorize ~~ony obligati,Qns in
excess of an appropria.tion or apportionment thereof. Ally .officer or 
employee violating this section shall, upon conviction, be . 6.ned not 
more than $5t000 or.imprisoned not more than 2 y~, or.P¢h.· 

Under the above statute; full responsibility is placed upon the per-
son who makes or. a.uthorizes an. expenditure. .Expenses·. incurred 
contrary to regulation will be·at the individual's risk :$.lld he will be 
pet"SOnally liable for the charge and subject to discipli~ry-·action . 
. , CongreSs has required that each appropriation be apportioned 

among the four quarters of each fiscal year, thereby establhlhing four 
individual fiscal periods. The obligations for the 94 judicial districts 
collectively for any qu~r cannot exceed the apportionment for 
such quarter. · · 

Authority To lneur Expenses 
unless general authority exists for certain types of exi}enses, au-

thority to incur obligations must be· seeured from the Departm.ent 
pt'ior to actual intJ.un-ence of any emptmll6. In emergency cases, tele-
graphic authority may be ~uested but the required Form·~-~ ~ust 
be submitted immediately thereafter •. (See Requests ·for Indiyidual 
Aut.hori~ations.) .· . . • . . . . .· 

General authority has been granted to United States Attorneys 
to ;ncur· all general ... expense obli~tiop.s under the appropriation 
"Salaries and Expenses, United. States Attorneys aJ?.d M&rsha.Is, De-
partment of Justice" within the amount of an approved ·quarterly 
authorization,. emcept that specific authority is required for: 

1. Additional telephone service or equipment. 
J'anuar7 1, 19«55 
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2. Travel of United States Attorneys or their Assistants to points 
outside of their judicial districts other than when it is necessary 
for them to appear before appellate courts. 

3. Travel of more than one clerk at a time from any United 
States Attorney's office for the purpose o:f attending court. 

4. Printing and binding amounting to $1,000 or more. 
In these exceptions, specific authority must be requested in advance. 
If approved, the expense will be considered a charge against the 
quarterly general expense authorization and may not be considered 
as an additional amount made available for expenditure. 

Authority to incur general expenses as mentioned above, will be 
granted to each United States Attorney and :Marshal at the begin· 
ning of each calendar quarter. Each such official shall submit a 
quarterly estimate of his anticipated expenses for the ensuing quarter 
on Form 25-B (General Expenses) in an original and two copies 
(Appendix form 34). The estimate must be received in the Depart· 
ment not later than March 15, June 15, September 15, and December 
15 of each year. The original and one copy will be returned showing 
the total amount approved by the Department. The totaZ obligations 
for the quarter may not exceed the totaZ amount approved on the 
quarterly authorization without prior approval of the Department. 
However, within the approved total allotment, adjustments or inter-
changes may be made between any or all individual items at the United 
States Attorney's discretion. 

If, due to unusual circumstances, it is found that the approved allot· 
ment will be insufficient to meet all obligations for the quarter, a 
supplemental request should be submitted on Form 25-B (General 
Expenses) in triplicate. The form must be supported by ample jus· 
tification for increase in the allotment, a statement of the current 
total balance and anticipated obligations through the end of the 
quarter. Obligations 'ITUUJ8t not be incurred against any supplemental 
requests prior to approval by the Department. 

Specific instructions for preparation of the quarterly authorization 
request are: 

1. All estimates must be as accurate as possible, and must not be 
intlated. 

2. Request authorization for only those items which apply to the 
United States Attorney's office. 
· 3. Estimates for supplies and equipment should cover only those 
items purchased locally (e. g. city directory, etc.). 

4. Include estimates for expense of communication service in 
Item 3 even though bills may be paid by the Department. How· 

October 1, 1958 
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ever, exclude items on which the Department is billed direetJy by 
the supplying agency. 

5. Post Office box rental should be shown under Item 3 (b). 
6. Only printing and reproduction. work which is performed 

locally for the Uni~ States Attorney's office should be included 
initem5. 

7. Any special or nonrecurring expenses should be explained in 
the "Remarks" space on the form. 

Obligation Control Reeord 
An accounting control for the "Generl.l Expenses" qua.rterly au-

thorization under the appropriation "Salaries and Expenses, United 
States Attorneys and M&l'Shals" should be maint&ined in each United 
States Attorney's and Marshal's Offi.ee. A sample oontrol sheet is in-
eluded in the Appendix (form 35). Speeiflc instructions for main­
taining this control am as follows: 

1. The "Date'' column shows the exaet date the obligation was 
incurred or the expense paid. . 

2. The "Description" column shows snffi.eient information so that 
each item may be readily identified. 

3. All obligation items are nwnbered conseeutiwly during the 
quarter starting wi~ No. 1.and shown in the "Transaction No." 
eolumn. This is done in order that each payment may be erose-
referenced to the appropriate obligation. 

4. The ''Memo Payment Information" column shows the date of 
payment or partial payment opposite the obligation and the exact 
amount of the voucher or vouchers i~ chronological order when 
payment is made. 

5. The "Obligations" column re1lects obligations as incurred and 
the net increase or deerease in obligations resulting in espmditares 
of amounts di:fferent from the original estimate. 

6. The "Balance" column shows at all times the balanee remaining 
in the quarterly authorization. 
It is suggested that recurring expenses, such as travel, telephone, 

telegraph, etc., be carefully estimated at the beginning of the month 
and funds reserved at that time. In most Attorneys' offices travel 
may be obligated by individual trip or by individual tr&T&ler for the 
month. In some of the larger offices, however, it may be advisable to 
obligate travel in a lump-sum for all travelers for the month, in which 
case the estimate should be a.djusted at least biweekly based on actual 
travel expenses. In this case travel payments need only be shown in 

October 1, 1958 

U. S
. A

TTORNEYS M
ANUAL 1

95
3



102.1 
TITLE 8: ADMINISTRATIVE DIVISION 

a lump sum at the end of the month covering total travel expenses 
paid during the month plus value of TR~ issued (Items 2 (a), 2 (b) 
and 2 (c) of Form No. 111). Obligations for expenses of a non" 
recurring nature should be established at the time the obligation is 
incurred ( i. e. at the time the service or product is ordered). 

At the end of the month before the columns are totaled, all trans-
actions should be reviewed to determine if any obligations should be 
adjusted or cancelled or additional obligations established to cover 
outstanding liabilities not previously considered. After columns have 
been totaled, the difference between the "Obligations" and "Memo Pay-
ment Information" shows the unpaid obligations at the end of the 
month and will be reported on Form No. 111 as "Outstanding Lia­
bilities." 

At the beginning of each succeeding month, the totals should be 
brought forward and the entire process repeated, thereby providing 
current information at all times. The situation should be reviewed 
periodically and if some unforeseen emergency arises or if for any 
other reason there is a sound basis to indicate that there will be an 
overobligation of the quarterly authorization, the United States Attor-
ney should submit a supplemental Form 25B (General Expenses) 
immediately as specified under "Authority to Incur Expenses." 

Balances left over at the end of the quarter are available for use 
in succeeding quarters. For example, in the second quarter the 
United States Attorney would be permitted to incur general expenses 
in the amount of the approved current quarter authorization plus any 
balance left over from the previous quarter unless he is formally 
notified by the Department that such balance is being withdrawn. 

Req'uests for Individual Authorizations 

When regulations require that prior approval must be secured for 
certain expenses, application for authority to incur such expenses 
should be made to the Administrative Assistant Attorney General on 
a regula.r Form 25-B prepared in quintuplicate {Appendix, -form 23). 
The original and one carbon copy will be returned to the United 
States Attorney, and the other three copies will be retained for de-
partmental records. Form 25-B should be prepared in the following 
manner: 

(1) The estimated total expenses, tl1e nature, and purpose should 
be clearly stated. Estimates should be as accurate as possible. 
Requests to cover travel should include the value of Government 
transpoltation requests if travel is by oommon carrier. 

Oetober 1, 19158 
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· ( 2) The exact date the obligation will be incurred must be stated. 
If this is impossible, the approximate date must be shown. 
, (3) File initials, title of ease, names of individuals, etc., should 

· be included if known. 
( 4) If the estimated expense for services or supplies exceeds the 

· sum of $500, the application should be a.ccompa.wed by competitive 
bids (see Contract Services), or by an explantion showing why 
it is impracticable to procure such bids. 

( 5) After the expense has been incurred pursuant to authority 
on Form ~B, vouchers should be prepared and submitted promptly 
for payment (see Vouchers). 
Speci~l· Assistlrilts, Special· Attorneys or other individuals tempo-

rarily assigned to the field in connection with a case will clear Forms 
25-B or other authorlza.tion media (when necessary) through the 
United States Attorney's office so that the latter may have a record 
of the anticipated expenses in the case. 

The ·united States Attorney for the district m which a case is 
pendiftg will be responsible for forwarding Form 25-B when required 
by the regulations, even though the service may have been: performed 
in another district. · 

Whooever authorizations are not used or can be canceled; the De-
partment should be notified promptly. T~s shotild be done by merely 
writing the word "Cancel" in bold script across the face of the 2~B 
and retUrning it to the Department, Attention: Administrative 
Assistant Attorney General. 

CONTRACT SEnVICE AND FORMS 

Procurement of services and supplies, in excess of $500 per year, 
must be secured by contract from the lowest responsible bidder after 
the widest potmible advertisement. If the needs of the ~ce. are 
of a continuing nature and the amount thereof for a fieca.l year rea-
sonably can be anticipated and will exceed $500, they should be pl'o-
cured by contract after advertising, even though .the individual ~
chases. or deliveries, or the service during any month or quarter do 
not exceed $500. 

Advertising may be by any means of giving ·publicity,. i. .e., 
by circulars, letters, posted notices, even oral solicitation wMn ot'Mr 
meanB of obtainifl.g bidl are im:practicalik anil the·i'll'llfJ1'{lCticohility 
i8 uta:hUihed b'V certificate. (The accepted oral bid m~ be conP.rmed 
in writing.) The General Accounting Oftice.requires, however, ~t 
regardless of method of advertising, notices must be posted in public 
places, unless all available sources of competition have been contacted. 
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By a "public place" is meant any place to which the general public 
has access, such as lobbies of Federal buildings, post offices, court 
houses, customs houses, etc. If notices are not posted, the fact must 
be explained on Standard Form 1036 Revised by a statement that all 
available dealers were contacted, or a similar statement. Publica-
tion in newspapers is not broad enough to comply with the term "ad-
vertising," and such will not be approved by the Department when 
employed for the procurement of supplies and services. 

The General Accounting Office has questionec! the adequacy of 
soliciting quotations from only two, three or four prospective bidders 
when it is appa.rent from the nature of the invitation that wider 
competition could have been obtained. Contracting ofticers are there-
fore requested to observe the spirit as well a.s the letter of the statute 
and to afford an equal opportunity to quote to all suppliers in a 
position to furnish satisfactory articles or work. 

41 U. S. C. 5 requires that purchases be made or services obtained on 
advertised specifications prepared by the contracting officer which 
set forth minimum Government needs clearly and accurately and 
admit all bidders to competition upon an equal footing. As the lowest 
bid complying with the specifications must be accepted, United States 
Att()'1"1'18!1s shou.ld prepare speciflcatibna alearly describing their e:Met 
ne6d8 ancl B'fihmit identlico:t i'MJitatitma to all pt'QBpeatitve bidders on 
Standard Form 33. 

The following forms for executing contracts have been prescribed: 
(1) Standard Form 32---General Provisions. 
(2) Standard Form 33-Invitation, Bid, and A. ward. 
(3) Standard Form 36-Continuation Sheet. 
( 4) Standard Form 1036 Revised-Statement and Certificate of 

Award. 
Solicitation of bids will be made on Standard Forms 33 and 36. 
To facilitate bidding by concerns regularly doing business with 

the Government, and to eliminate unnecessary distribution of Stand-
ard Form 32, General Provisions, contracting officer may incorpo-
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rate the General Provisions by reference in the invitation rather than 
attach them to the invitation. This may be done by the use of the 
following clause in the schedule or continuation sheet: 

Standard Form 82, General Provisions (Supply or Service COntract), pre-
scribed. b:r the General Services Admlnlstratlon, November 1949 edltton, is 
iDCorporated herebl .,- reference aDCI made a IJBI't hereof . and receipt ·of· the 
form 1a hereby a$DOwleCipcl. (A cbpJ of ~andard J'~ 82 ts: ,fbtalnabltt; 
u~n request.) . 

All contracts ·will be N:e®ted in quadruplie:o.te showing all a:mdi-
tions · ~r. terms. The ~ and (jv.plioa,i6 will be signed by the 
United· States Attorney and forwarded to the Admiiristn.tive. :A:s-
sist!J,nt At.to.-n,~y General for numbering under the uniform sysf:eln. 
prescribed by the Comptroller General. · 

Standard .Form 1086, Revised, #1. dtt.p'Uoat6, properly. signed' &nd 
with all necessary certifieates completely executed should be sub-
mitted with every contra.ct sent to the Depa.rtnient. If other than 
the lowest bid is accepted, the action taken must be expla.ined on 
Stand.-rd Form 1036. (Revised) by the facta on which it was 
based-not conclusions. (10 Comp. Gen. 165.) 

The United.. States Attorney will be-advised of the contract number 
assigned, which number should be placed.on the copies re1la.ined by· 
him and the contractor, and must appear on each voucher covering 
services procured under U. c»ntract. 

CERTIFYING OFFICERS 

B&sed on 31 U.-,s. c; 82b et seq., and applicable regulations, vouchers 
involving expenses of the United States Attorney's oftiee must be. 
certHled by a.n a.uthoriZed certifying oftlcer ··of that oftlCe befo~ 
submission tO the United States Marshal for payinent. 

There should be two certifying officers in each United States At-' 
torney's otB.ce. It is desirable that the United States Attorney qu8J.ify 
as orie of the certi:fyiDg ofticer8. · · . ' 

When 8; new United States Attotney ·enters on duty, the :pepartment. 
se:riclii Olit appropriate· foifus and instruCtions so 'that ·he may· qualify 
as a ~rtifYing 6ftiCer. · ··'rhe eni~loyee who is al~y ··a. certifying 
officer ooniiriue8 on m su~h capacity unless the United States AttoJ;iley 
requestS the termination of tM.t designation a.n<I the . deSignation of 
someone else. Authorized certifying ofticer designations remam in. 
eBect untilrevoked by the Administrative Assistant Attorney Gen~al. 

,As ·a mat;ier of gener&l info'rmation, authoriied certifying oftieers 
are requiJ.:ed tb :fw.:niSli Slirety\bonds in the nunimum a.mo'unt of'$5,oOO. 
The preinlum on ihe bon<! is pi.yabie anliually by the employee .. The; 
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Department furnishes the appropriate bond form and signature cards. 
These forms should be executed and returned to the Department for 
approval. Upon receipt of authority from the Department, the officer 
may begin to certify. The bond itself must be renewed in its entirety 
every 4 years. 

Vouchers for payment must be signed by an authorized certifying 
ofticer and the following information must be typed or stamped 
thereon: the name of the authorized certifying officer, the words 
"Authorized Certifying·Ofticer," and the date of certification. 

Certifying Officers are notified of exceptions in the audit of their 
vouchers by the General Accounting Oftice on Standard Form No. 
1100-Revised ("Notice of Exception" and "Reply to Exception") 
nnd informal "Request for Information." These should be answered 
immediately. If there will be a delay in securing the necessary in-
formation or collection, the General Accounting Office should be so 
advised. 

The reply should be made on the forms mentioned above, signed by 
the responsible officer and forwarded: to the General Accounting 
Oflice. If a collection is involved, the collection schedule number, 
name of disbursing officer, and the disbursing symbol number must be 
shown. The Marshal's office will furnish that information upon 
request. 

VOUCHERS (GENERAL) 
Prepal"&tlOD 

If possible, vouchers should be prepared and submitted for payment 
within the week in which the expenses are incurred. Marshals are 
required to submit reports of. obligations weekly, and the United 
States Attorneys' prompt submission of vouchers is absolutely 
essential. 

Each original voucher must be complete in every respect as to ap-
propriation symbol ·and title, signature, certification, and detailed. 
description of the article or service involved to permit the Department 
to classify the expenditure accurately for budget purposes. It must 
also contain a notation as to whether the payment will be complete, 
partial, or finaL Vouchers covering payments to individuals must 
show the full given name, the additioll!Ll initials, if any, and the sur-
name of the payee. The signature should conform to the name of the 
payee typed on the top of the voucher. 

An copieR of vouchers must bear a reference to the authority for 
payment of the expense. When authorization is made on Form 25-B 
a copy of the authorization may be: attached; ~r in lieu thereof, a 
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reference to the kal number stamped on the·lower·right-hand COl'ller 
of the 25-B should be noted· on the face· of the voucher. If general 
authority exists for payment of certain expens.es, a specific reference 
to the United States· Att'bfneys' Manual, ci'rctilar, contract, or other 
authority should ~ i¢i~ted. 

In. maintaining the account fQr the appropriation, "Salaries and 
~ .. UJ]ited S,ta~ AttOrneys and Marshals, Department of 
JQ&ti~," it ~ necessar,y for the Department to be able to distinguish, 
fQr ataqstical a~d . ~udge~17 purposes,. expenditures i-esulting. frQm 
the activities of the P,nited States Attorneys' .office ~om those of the 
Marshals'. Accordingly,. fJO'U(JMrB c(YI}el'ing et~Jpendituf'eB f'elatmg to 
t/1,1 Unit«l. Stat" ~tto'm8yr offiou fltfUBt be.~11 codeif, at t'M tuM 
of p8paration 1DU1t. t'M kltBf' "A," u "A 1UfJ3fJB Sa'laf'iu aflll E• 
ptnVU, United 8~ A.ttof'nsy_B and N a'I'BlWJB, l)eptW~ of Jwtice, 
1958." 

Vouchers covering expenses incurred during different fiscal years 
must be separately prepared. See instructians ra1atiag to the fiscal 
year to be charged in appropriations. 

Contractors or v~dors may include the following certifieate on 
bills or invoi~ subiliitted: . . · · · 

. . . : .' ~ t . .· ' • 
I cert1f7 that .the aboTe blll ta correct aDd just and that payment therefor 

baa ndt been reeelvecJ. · · ' · · · ; 

When suCh ~rtiftcatiop. has been wade onihe bill9r ~voice, the certifi­
cate on the v~~cher n~ n:ot be sigped, but a notation that the certift-
ca~ app~rs on the inv~jce should be' includ.ed. . 

· 'Onited .. StateS Attorneys. and. theil' ~t:t~fybig offiCer& a.re responsible 
for the a~uft.cy .of vquchers .~ ort1er tO eijmina,te dlsallo"'ances by the 
General Accounting Oftice. (See Certifying Officers.) 

Forms 
Voucl:\et:S of· all types shall be prepared in triplieate (more copies 

if necessary)~· The following ·voucher forms should. generally. be 
used for the payment of expenses: ' · 

(1) Standard Form No.. 1084 Bevised, miseellaneaaa office or 
general expenses.· · · 

(2) Standard. Form No. 1012 Revised (Appendix, form 26), aD 
trawl and subsistmlee ezpenses. 

(8) 'Standard Fol'Dl No. 1128 Revised· (Appendi%;. form .25), 
salaries of nplar employe& 

(4) Form 6% D. C. Revised (~ppendix, :form 1), compenaation 
.of Bpecial AssiStants .. (See Spooia.I ABsistantanta.) . . · 

(6) Form ~p~ D. C. Revised (Appendis, fonn 36) compensation 
of expert witn~, stenographic reporters, or other pa.rt.tim.e or 
intermittent employees. Marl, 19M 
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Copies of 2lS-B authorization and receipts if necessary shall be 
attached to the original copies of vouchers. 

Sub~ission and Payment 

General expense vouchers payable from appropriations under the 
control of the Marshal' should be submitted to him for payment, unless 
specific instructions exist for submission to the Departmen~ for pay· 
ment. Expenses in connection with cases handled by special Assistants 
or other attorneys temporarily Bssign.ed 'to the field are considered 
"field expenses" and will ordinarily be paid in th~ field except in those 
instances where the expenses are authorized to be paid from appro-
priations not advanced to the Marshal. Even though the request for 
authorization may necessarily have to originate in Washington and the 
vouchers be sent there for certification, the vouchers will be returned 
to the United States Attorney's office for payment by the Marshal. 

Reeord of Expenses and Taxing Costs 

In order that a complete report of all taxable items in a case may 
be submitted when necessary (see Cooperation With Marshals), it is 
required that each voucher (payable by either the Marshal or the 
Department) should be noted as it passes through the office and a 
proper record made. Regulations under Request to Incur Expenses 
require that all authorizations for "field expenses" be routed through 
the United States Attorney's office so that he will be on notice of 
expenses to be incurred whiCh may be taxable. If in unusual circum-
stances the vouchers do not clear through the United States Attorney's 
oftice, he should i.scerta.in the amount involved from the Department. 

ADVANCE. PAYMENTS 

In accordance with 31 U. S. C. 529, prohibiting advance payment 
of public moneys, no disposition of funds should be made for services 
rendered, purchases made, etc., until the transaction has actually been 
accomplished. The only exception to this rule permits advance pay-
ment of fees for services in legal proceedings in State or local courts 
when required by local law (see State or Local Litigation Fees) or 
post office box rentals (see Miscellaneous Office Expenses). Where the 
State law requires that the fees of State, county, or municipal officials 
for certain services be paid in advance, the appropriation may be 
charged, upon a showing of necessity. 

The voucher covering fees in legal proceedings should be supported 
by a reference to this section of the Manual, as well as the reference 
October 1, 1958 
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to the State statute(B<) prescribing the fee a.nd requiring the advance 
·payment. In addition, the vouCher should· contain a certificate, 
signed by the oflici~ procuring the services, 

I eertlf7 that thla advanee paJDlent 1a necessary ln the public Interest. 
If pa.:ymenta may be made after the services have been rendered, 

there can be no ehange in the procedure prescribed by 81 U. 8. C. ~29. 

TELEPHONE AND TELEGRAPH 
General 

United States ,Attorneys are authorized generally to incur expenses 
for telegrams and long distance telephone messages sent in acoordance 
with regulations. (See Telephone Service regarding a.uthorization 
for change in rates ~r type of service.) 

The cost of telegrams and long distance telephone rD.essages is 
payable as follows: 

( 1) When sent by a United States Atto~ey, or any of his regular 
.Assistants, on ofticial businesS; by the Marshal, from "Salaries and 
E:xpenses, United. States Attorneys and United States Marsha.ls, 
Department of Justice." · 

(2) When pertaining to leave of absence from duty, by the sender, 
personally. ( 6 Comp. Gen. 422.) 

(3) When sent under ordinary cireumstanees to reserve rooms, 
sleeping car or other accommodations, by the sender,· personally. 
(21 Comp. Gen. 292.) 

Telephone 
All telephone companies should be requested to render bills promptly 

at the close of the month. The appropriation current at the end of 
the billing period should be charged with the expense. 

Bills rendered by telephone companies upon their regular form 
should be accepted provided the following certificate of payee, as 
required by law, is properly executed: 

I eert1f7 that the above bill is correct and just and that pa)'Dlent therefor has 
DOt baeD NC!81Ted. 

Telephone~ ume; atpatare. 

The General Accounting Oftice has approved the use of mechanically 
prepared statements in billing Government agencies for toll messages. 
Such bills show the date, place called, and the charge for each toll 
message. 

Standard Form No. 10M Revised (Appendix, form 24:) and lOMa 
(or Standard Form No.1085 and 1081Sa where more space is neceasar,y) 
should be used for vouchering telephone espensea. Bills received, 

Januaey 1, 19M 
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for telephone services which are properly certified, as noted above, 
should be attached to the voucher form. The certificate of the payee 
on the bill will make it unnecessary that the voucher form also be 
certified. 

All vouchers supporting payment for official long-distance tele-
l>hone tolls should bear the following certificate: "Pursuant to Section 
4ofthe act approved May 10,1939 (31 U.S. C. 680a), I certify that the 
use of the telephone for the official long-distance calls listed herein was 
necessary in the interest of the Government." This certificate must be 
signed by an authorized certifying officer. 

Officers charged with the duty of approving telephone bills should 
maintain a record system of all toll messages, preferably on separate 
slips in the form similar to that used by the companies themselves, 
~bowing when each message was sent, to whom and by whom, and 
whether on personal or official business, in order that the bills, when 
received, may be, by reference to the slips, audited for approval and 
payment and charges payable by the Government distinguished from 
those payable by individual officers or employees. However, in those 
offices located in Federal buildings equipped with a central switch-
board, the memorandum slips or "tickets" submitted to the United 
States Attorney by the General Services Administration may be used 
in lieu of the above record for verifying toll calls. 

Whenever personal telephone calls appear on official bills, it is 
directed that charges for all such personal calls be indicated on the 
telephone bills and only the amount properly chargeable to the De-
partment appropriation be paid therefrom. The amount of the per-
sonal calls, plus the required Federal tax thereon, should be collected 
from the employee and p~id over to the Marshal at the time the 
voucher is submitted to him for payment. The total amounts for 
(a) official calls, (b) personal calls, a.nd (c) tax should be separately 
stated on the voucher covering payment of official calls. 

Telegraph 
StandardFormNo.1034Revised (Appendix, form24) shall be used 

for vouchering expenses of telegrams. 
Vouchers must be supported and accompanied by the origflnala of 

O'Utgoing tel6grOJnWJ, filed with the agents of the telegraph company 
and bearing the distinctive marks of transmission, and by carbon Olf' 

tis8'U6 copie8 of received or collect telegrams. If charge is made for 
telephone service in connection with a telegram, this fact must be 
stated on the voucher and the additional cost specified. 

Telegrams should be sent only when necessary, and Public Build-
ings Administration facilities should be used whenever possible. (See 

Sept. 1, 19M 
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Telegraph.) Charges for manifestly unnecessary t-elegrams or un-
necessary words therein are subject to disapproval and disallowance. 

TRAVEL 
Authority 

Travel is governed by the Standardized Government Travel Regula-
tions and regulations of the Attorney General. . 

United States Attorneys and their regular Assistants may travel 
within thei~ respective districts or outside the district when it is neces-
sary for them to appear before appellate courts without Departmental 
approval or authorization. All other travel by these persons, includ-
ing travel to Washington, D. C., must be authorized in advance of the 
travel. · 

Travel of~ clerk at a time from any United States Attorney's 
office for the purpose of attending court is also authorized. All other 
tranl by clerks and all travel by Special Assistants.must be authorized 
by the Department in advance of the travel. 

Selective Service hearing officers will be subject to the same tra.vel 
and per diem allowances and restrictions as United States Attorneys. 
Bequests for authority to travel should be submitted through and in 
the name of the United States Attorney. 

Requests for authorization to travel will be submitted to the Admin-
istrative Assistant Attorney General on Form 25-B, with the follow-
ing information: 

(1) The necessity for incurrence of expenses must be fully 
explaine<L 

(2) The value of transportation requests should be included in 
· the total estimated expenses. · 

(3) .If tranSportation is by other than common carrier, the 
approximate cost should be included. 
In cases of emergency, telegraphic authority from the Department 

may be requested but Form 25-B must be submitted immediately 
thereafter in the usual manner. Trips made in anticipation of 
authorization to be issued will be at the expense of the individuals 
making such trips. 

Allowances 
The following per diem in lieu· of subsistence allowances are pre-

seribed for travel within the continental United States: 
(1) For· official travel away from the ofticial station, not involving 

absenee oftrnight, $6 per diem. · 
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(2) For official travel involving absence overnight, $9 per diem 
for the first 14 calendar days duty at any one place (including 
travel) and $8 thereafter. 
The following maximum rates established by the Budget Bureau 

under authority of the Standardized Government Travel Regulations 
will apply outside the continental United States: 

(1) Alaska (4 Divisions), $11; Hawaii, $11; Canal Zone, $13; 
Puerto Rico, $11; Guam, $11; Virgin Islands, $11. 

(2) For boat travel to and from the above districts, $'7 per diem. 
(3) For air travel to and from the above districts, $6 per diem. 

A per diem of $7 in lieu of subsistence is specially authorized in con-
nection with travel on steamships, where the price of passage includes 
meals, for the period on board ship, provided the number of days does 
not exceed ten on any one trip (each way). When the period on 
board ship on any trip exceeds 10 days, authority for a per diem 
allowance in lieu of subsistence while on shipboard must he obtained 
from the Department. 

Allowance will be made for fractional days of travel on a basis of 
quarter days. (See Paragraph 5, S. G. T. R.) 

No allowance in lieu of subsistence will he made for time spent at 
a designated official station; while absent on official business hut be-
cause of illness no official duties are performed; or incident to delay 
upon private business. 

Whenever a traveler takes leave of absence of any kind because of 
incapacitation due to illness or injury not caused by his own miscon-
duct, the prescribed per diem in lieu of subsistence, if any, shall he 
continued for periods not to exceed 14 calendar days (including frac-
tional days) in any 1 period of absence unless, under the circumstances 
in a particular case, a longer period is approved by the proper admin-
istrative official. No additional evidence of the illness or injury need 
be submitted with the travel voucher but the type of leave and dura-
tion thereof must he shown on the voucher. 

Appointment for Duty Outside the United States 

When appointment is made in the continental United States for 
duty outside the continental United States, travel and expenses of 
transporting members of the appointee's family and household goods 
will he allowed, under certain conditions. As a condition to payment, 
the employee must sign an agreement to remain in the government 
service for 12 months. Such expenses for return to the United States 
are also allowable, provided the employee has served a minimum pe-

March 1, 19M 
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riod of two years following appointment, unless separation is for 
reasons beyond his control and acceptable to the Department. 

The regulations and rates applicable to changes in official duty 
station shall govern in such cases. (See Shipment of Household 
Goods and Change of Duty Statio:rL) 

Mileage 

United States Attorneys, Assistant United States Attorneys and 
clerical employees will be allowed reimbursement at the rate of 7 cents 
per mile for the use of privately owned automobiles within their 
judicial districts, it having been determined that such mode of trans-
portation is more advantageous to the Government. They will be 

March 1, 19M 
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allowed reimbursement :tor-·the nee- of pri~ly owned automobiles 
for ~.avel to points outside of~ district at the rate of 7 cents per 
~e, computed. ~.m ofticial. statio~ not to. exceed ih~ cost of trav~l 
by common c(Lrri~r plus incidental expenses. In computing the total 
allowance to the employee,. the common carrier time and per diems 
will be considered along With the common carrier expense. Excess 
per diems in travel by automobile will not be allowed unless such 
travel is more advantageous to the Government. Otherwise, the excess 
ti!M~l181lmld in:traw've}:by automobile· over ctmmon carrier ( exclusiTe 
of Saturdays, Sundays, ·md holidays), 1rill be charged to annual leave 
or leave without pay: 

The vehicle used for ofticial travel need not be registered in the 
name o-f th~ trawler·nor·be owned by·him. 

Mileage lh&ll b$ payable to o!lly one of two or more employees traY· 
elin~ rogethtr on the- same trip and in the same vehicle, but no deduc-
tinall be made from the mileage othe~ payable to the employee 
entitled thereto by reason ef the fact that other· passengel'S ( 1V heiller 
or not government employees) m&Y' ·tri.•el with him and contribl:rte 
to defrayingtlle openting expenses .. (See Paragraph 89, S. G. T. R.) 
If transportation is procured free of any expense~~ the traveler may 

not be pai~ mileage for the J!e~~:rman.ce of suer travel in a privately 
owned vehicle. {20 Comp. Gen. 91'3;) · 

Speedometer readings m~st be shown in connection with all claims 
formileaae. 

Toll Fares 
· Beimborsemen:t 'Will be- allowed for the aetual eoet of ferry, bridge, 

road, or tunnel tolls~ N & receipts will be riquirtd. 

Telephone· ami TelegraJh 

~ng distance telephone calls made by ~ployees to their'own offices 
while away from }w.adquarters Should be ma4e "Collect." Reimllilrse-
m.ent will be allowed for all cash payments for f:elephorii or·~epph 
messages. No receipts will be rec;Prlred for looal telephOne calls ,or 
for long distance~ of$.~ or under. Copies of telegrams are re-
qu~ in lieu of rece'i}lt& . · · · · 

Attendan~. a~ •eetiDgs 
The appropriation for salaries and expenses of United States At. 

torneys contains no language autboiizing paymeat of expenses of 
attendance at meetings as reqUired l»y 5 u.·s. c. 88. Any attendance 
must be at personal expense and under the conditions outlined under 
Leave for Attendance at Meetings, this Title. 

April 1, 19CW 
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Travel by Common Carrier 

All travel by common carrier (except locally or not exceeding $1) 
must be secured by Government transportation requests furnished 
by the Department. (See Transportation Bequests concerning the 
requisitioning and use of transportation requesU!.) 

Auto Hire 

Special conveyances may be hired when public or regular means 
of transportation are not available or when regular means of 
transportation cannot be used advantageously in the interest of the 
Government. 

Whenever a charge of more than $8 for the hire of an automobile or 
other vehicle is included in an expense account, the charge must be 
supported by a receipt indicating the places and points between which 
the vehicle was used. If the vehicle is used for travel between several 
points, all of such points should be indicated in the receipt. Such 
itemization may be shown on the reverse of the receipt. If .it is 
impracticable to obtain a receipt, the failure to do so must be fully 
explained in the expense account. 

Loeal Tranaportatlon: 

Employees are entitled to reimbursement for local streetcar, bus, 
and taxicab fares paid in connection with official business. However, 
transportation between places of lodgings or where meals are taken 
and places of duty are not reimbursable and should be paid out of the 
per diem in lieu of subsistence (paragraph 44, ·s. G. T. B.). 

In the ease of taxicabs, reimbursement will be allowed for the 
actual fare plus tips of 10 cents where the fare is $1 or less, or 10 
percent of the fare increased to the next multiple of five where the 
fare exceeds $1. Care should be taken in all eases to see that the 
rates charged for taxicab fares are not in excess of the locally author-
ized or prevailing rates. 

No receipts will be required for local transportation. Use of taxi-
cabs locally or to areas surrounding a municipality, even though the 
amount exceeds $3, is not considered auto hire which requires a receipt. 

Reeeipts 

Receipts are reqwred for expenses in excess of $3 except where 
special regulations elsewhere in this section provide ~ the contrary. 

April 1, 1954 
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J. C. P; (Joint Committee on ;Printing) Fol'Jil No.9 of all a.U:thor~ 
field printing accomplished.' Forms may·be·obtained from the Depart­
ment. upon request . 

.A sample of Mch job, unless it be of a strictly confidential nature, 
must accompany $,e quarterly report. A ·memorandum in lieu Of 
confidential matter shall be attached. Each sample shall carry thereon 
the total cost, including paper, composition, and illustrations. 

A report must be made at the close of each quarter whether or not 
there has been any printing or binding prooured. All reports must 
be submitted to.. the Departmen~ and not. to the Joint Committee on 
Printing. · · · · 

AuthoritY to Incur Expense 
In those cases where an appeal has been approved it will not be 

necessary for United S~tes Attorneys to request authority to pay for 
printing briefs, records, etc. urdess the cost of any one job will equal or 
exceed $~,000. When the rost is $1,000 or more, a Form 25-B should 
be submitted to the Administrative AssistQ.nt Attorney General for 
authority in advance of the printing. J.;ny such request should be 
complete in all~ including the title of the case and as ca.reful an 
estimate as it is possible to obtain. 

Economy 
. While it is realized'that at times some corrections will be n~ry, 
an earnest effort should be made to see that bri.efs, are complete before 
l>eing sent to the printer, so ~to make alterations after proofs un-
Jlecesaary. Every effort must also be made .t9 have brie~ prepared 
it). suftieient time so that the printing may be done with~ut i~urring 
charges for overtitne. · 

Vouchers 
' 

Upon eon:ipletion of the work by the printer, he should execute a 
voucher on Standard Form 1()34-Bevised (Appendix, form 24) . The 
printing charges must be itemized therein, in accordance with the con-
tract lil.tes, if any, and refetence should be made tO the 25-B author~ 
ization, if required. The certificate on the face of the voucher should 
be exeeuted by the printer. In addition, the f()]lowing certificate mUst 
aceompi.ny all youchers covering printing not performed by the Gov-
ernment Printing Office: 

lhereby certify~ responsible officer in the field that the printing 
and/or binding covered by this voucher was, in my opinion, url{eut 
or necessar;r to have done elsewhere than at the Government Prmt-
ing Office· that it is for use primarily by a field offiee of this Depart~ 
ment; and that same is of the class and within the limitation speei· 

278871--118-T 
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fied iri paragraph 48 of Gove:tnment Printing and Binding Regula-
 tions No.5 of the Joint Committee on: Printing. · 

Signed---------~------------
Unlted States. Attorney 

Vouchers, Standard Form 1034-Revised, imprinted with this certif~ 
icate; inay be obta~ne4 upon :requisition from t~e Pr.ocurement Section 
of the ])epal'tment in the usual manner. 
: . The voucher should .be certified by an authorized certifying ~fficer 
and transmitted to the Mar-shal for payment in the usual manner. 

MisCELLANEOUS OFFICE EXPENSES 
Under 28 U. S. C. 509, necessary office _expenses of United States 

A,ttorneys sh~;tll be allowed when authorized by the Attorney Gene1·al. 
Stationery, blank forms, and other miscellaneous supplies or equip-

ment for office use are furnished, upon requisition, by the Procurement 
Section, Department of Justice. 

General authority is granted to United States Attorneys to incur all 
other office expenses, except that additional telephone service or equip-
ment, or printing for $1,000 ~r more must have prior approval. (See 
also special sections on Telephone Service and Printing). 

Payment of post.office box rentals may be made annually in advance; 
If a post office box on which advance annual rental has been paid is 
surrendered during the year, a refund should b~secured for any qu~r­
terly period beyond that in which the box is surrendered, ·no refund 
being required for that quarter. 

All payments for ·office expenses shall be vouchered on Standard 
Form l034-Revised (.Appendix, form 24), citing this section of the 
Manual as authority for the payment (exeept telephone service and 
printing) . 

REGULAR WITNESSES AND SUBPOENAS 

General Regulations 
When necessary, the court or other proper official may be requested 

to issue subpoenas for witnesses to appear before the court, grand 
jury, or in proper cases before a master, referee or commissioner. 
"Request subpoenas" directing a witness to appear before the United 
States Attorney or his Assistants are not permissible. Witnesses 
should be limited to the number actually necessary to the successful 
prosecution of the case. 

Praecipes for subpoenas for witnesses are not required by Rule 17 
(a), Fed. Rules Crim. Proc., and Rule 45 (a), Fed. Rules Civ. Proc. 
Praecipes for subpoenas should not be prepared unless local rules or 
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practice makes their use mandatory. Any praecipes necessary should 
be prepared by the United States Attorney or the Assistant in charge 
of the case. 

To facilitate services of the subpoena, proper addresses of witnesses 
desired should be furnished in each instance. If the witness' office 
and residence addresses are known they should both be given. The 
Marshal should be advised as to the race, height, weight, age, and 
any unusual mark or identification of the witness wanted so that the 
proper service may be made from the description given. 

In any procedure relating to security matters, United States At-
torneys and their Assistants are cautioned that they are not to inter-
view or subpoena confidential informants of the FBI without prior 
consultation and consent of the Department of Justice. 

Depositions 
Depositions should be taken whenever possible in order to reduce 

expenditures. Particularly should this rule be applied when it is 
necessary to secure testimony of a witness living more than 100 miles 
from the place of trial. 

Depositions should be taken before notarial officers or other officers 
autl1orized to administer oaths. Depositions before commissioners 
should be taken only when such other officers are not available. 

United States Attorneys are authorized to incur the necessary 
expenses of taking depositions. Payment for stenographic service 
should be at the rates allowed in the State for such work. Whene\'er 
a salaried reporter takes a deposition, he is entitled to compensation 
for the original transcript and for such number of copies as are or-
dered at rates to be agreed upon with the United States Attorney. 
The salaried reporter is not controlled by the court reporting law as 
to charges he may make for work not regulated by that statute. 

No payments from Department appropriations will be made to 
commissioners or stenographers before a commissioner, for taking 
depositions. The commissioners' fee (established by 28 U.S. C. 633) 
is held to include the writing of the deposition either by himself or 
his stenographer and is allowed in his account, payable from court 
funds. 

Payment for depositions will be made from the appropriation 
"Salaries and Expenses, United States Attorneys and Marshals, De-
partment of Justice." Voucher, Stan~ard Form 1034 Revised (Ap· 
pendix, form 24), should be used. Vouchers covering payment :for 
notarial fees must be submitted in the name of the individual render-
ing the service since firms canno~ be n,otaries. 
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The district which requires or uses the deposition is chargeable with 
the expense even though the deposition may have been taken in another 
district. 

Re$'ular Wftne~mes 
Regular witnesses (other than a Government employee or a person 

convicted under any law) attending in any court of the United States, 
or before a United States Commissioner, or person taking their 
depositions shall be .allowed the following (28 U. S. C. 1821): 

(1) A per diem of $4 for each day's attendance. 
(2) 7 cents per mile for time necessarily occupied in going to and 

returning from their places of residence. 
(3) Per diem of $l> per day for expenses of subsistence including 

the time necessarily occupied in going to and returning from the 
place of attendance, where attendance is at points so far removed 
from th~ir respective residences as to prohibit return thereto from 
day to day. In no case does the statute authorize the $5 subsistence 
allowance when the absence from the residence of the witness is 
confined to one calendar day (6 Comp. Gen. 835). 
The term ''residence" is not limited in its application to the legal 

residence, but includes as well any place at which the witness is actually 
residing either permanently or temporarily and to which the subpoena 
nr summons is sent. (27 Comp. Dec. 149.) 

Fees in Alaska are di:fferent from those allowed in the continental 
United States. Attorneys should consult the Alaska regulations for 
fees in that District. 

In lieu of mileage allowances specified above, witnesses required to 
travel between the Territories (except Alaska), possessions, or to 
·and from the continental United States, are entitled to the actual 
expenses of travel at the lowest first class rate available at the time of 
reservation for passage by means of transportation employed. 

'l'be following miscellaneous rules are in existence regarding allow-
ance of witness fees: 

· (1) Allowances 1or.per.:diems for travel .and attendance alld 
subsistence of witnesses are to be computed upon the calendar day. 

· . ( 6 Comp. Geri~ 480.) · · ·. · : · · · · 
(2) No constructive: or double mileage fees shall be allowed 

by .reason· of any person being summoned both as a witnes8 ·and· a 
juror. · (28 U. S. C. 1824.) 

(8) When a witness is subpoenaed· in more than one case between 
the same parties, at the same court, only one travel fee and.one per 
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diem compensation shall be allowed for attendance. Both shall be 
tu:ed in the case first disposed of, after which the per diem attend-
ance fee alone shall be taxed in the other cases in the order in which 
they are disposed of. 

4) The appropriation acts provide that no witness is to be paid 
more than one attendance fee for any 1 day. This also applies to 
witnesses before United States commissioners. 
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Govemment Employees 

Marshals have ~n instructed that expenses of travel and subsist-
ence solely for the purpose of serving subpoenas upon Government 
offiaen, agents or employees should not be incurred. The United States 
Attorney may be called. upon by the Marshal to have said sub~
delivered by mail directly to the ofticer whose attendance is desired, or 
in the case of agents or other employees, to the head of the oftice in 
which they are employed, in suffi.cient time to enable them to ac­
knowledge the receipt of the subpoenas and to reach the place at 
which their attendance is desired at the time specified. 
S~ial Agents of the FBI and Government agents generally should 

not be subpoenaed from distant points unless their testimony is ma-
terial and there is every reason to believe that there will be no post-
ponement of the trial. 

by officer or. eJnployee of the United States or any agency thereof, 
summoned as a witness on behalf of the United States, shall be paid 
his nece8S&ry expenses incident to travel by common carrier, and i~ 
travel iS made by privately owned automobile, mileage at a. rate of 7 
cents per mile, together with a per diem allowance of $9 in lieu of 
l$1lbaistenoe under regulations prescribed by the Attorney General 
Such expenses for appearing as a witness in any case involving the ac-
tivity in connection with which such person is employ~ shaJl be pay-
able from the appropriation otherwise available for travel expe~ of 
such ofticer or employee upon proper cet.1ification by a. certifying o1Rcet 
of the Ciep~ent or agency cqncerned. Such employees ehall not be 
paid wi~ fees, but the period of such. service shall be. ~Qu>ut loss 
of salary or compensation and shall not be deducted from any author-
ized le"ve 0~ absenee with pay. (28 u. s. c.:~:.s23 (a) and (b).) 
Th~ foUoWi.Dg Fed~ral officers or employees -,vho testify OIJ )>ehalf of 

the Unitecl States in cases hancUed by United States Attorneys on da.ys 
on which tl>.~y 011'8 not in a duty statu~~ and rec6i'f1s no CDmpfWUI~ in 
thsir ~ ed~a~ position are entitled to the sa.me fees, mileage, and allow-
ances as regular witnesses under 28 U. S. C. 1821: 

(1) Persons employed withqut compensation, except Selective 
Service personnel~ SelectiV'e Service Cases . 

. (2) .. T~porary or s,ubstitute employees (4 Comp. Gen. 748) .. 
(3) ~ployees compensated wholly by feta-
( 4) W}len-actually-employed persons. 

Payment shall be made from' the·Departinent of Justice witneee appro-
priation without regard to the nature of their testimony.· 
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In those cases where expenses are properly payable from the Depart· 
ment of Justice appropriation, Government transportation requests 
should be issued to the witness by the :Marshal or United States 
Attorney to cover any transportation by common carrier. The appro4 

priation on the transportation request should be changed to read "Fees 
and Expenses of Witnesses, Department of Justice." Where expenses 
are payable by another department, the witness should be advised to 
secure Government transportation requests :from his own department. 
If, however, his office is unable to :furnish him the transportation re4 

quests, they may be furnished from books of the United States Attor-
ney or Marshal. Reimbursement :for the cost thereof will then be 
handled by the Marshal in accordance with the instructions for billing 
other Government agencies. 

Officers and employees must not be "reimbursed" for return fare 
and per diem until after the expense has been incurred and proper 
slip furnished, and an effort should be made to secure the employee's 
consent to have settlement in full for all expenses deferred until after 
his return to his official headquarters. This will eliminate the neces4 

sity of preparing two accounts. 
An employee directed, while on leave, to perform temporary duty 

at a place other than his regular duty station and permitted to return 
to the place where he was on leave to resume his vacation, is entitled 
to reimbursement of the authorized expenses of the travel involved, 
but if his leave status is terminated at the completion of the temporary 
duty and he is required to return to his regular duty station, he may 
be allowed only such travel expenses as represent the difference between 
cost of return to official headquarters via temporary place of duty and 
cost of direct return from place where on leave. (16 Comp. Gen. 481.) 

An employee on leave of absence, who, while on leave, performs 
temporary duty en route to his regular station, is entitled to per diem 
in lieu of subsistence for the period of temporary duty but not to 
transportation from place of temporary duty to official station. (16 
Comp. Gen. 481.) The above two rulings are applicable in the case 
of a Government employee serving as a witness. 

Members of Armed Forces 
If the witness is a member of the armed forces and is known to be 

stationed within the United States Attorney's district, the subpoena 
should be mailed directly to the commanding officer of the camp or 
naval command for service on the individual. 

In order to obtain a member of the armed forces who is not sta-
tioned within the district, a memorandum should be sent p'l'omptly 
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to the office of the Administrative Assistant Attorney General, giving 
the following information: 

(1) The individual's name, rank, serial number and present 
station. 

(2) Style of case. 
(3) Place, time and date of trial 
( 4) A brief uplanation of the violation involved. 
( lS) The witness' previous connection with the case. 
( 6) Nature of the evidence or testimony he will contribute at the 

trial. 
(7) Amount of money, if any, involved. 

No other procedure may be followed where the witness is stationed 
outside the district of trial. 

Bequests for attendance of Army or Navy personnel as witnesses 
must be received in the Department two weeks before the dau; of the 
desired appearance. 

The regular Certificate of attendance must be furnished the service-
man who will be instructed to contact the Marshal regarding payment. 

Federal Prisoners 
A Federal prisoner serving a sentence may be produced to testify 

or to be prosecu~ in another district only upon a writ of .habeas 
corpus in proper form. . 

. Writs ad U!stiflcandum must not be used to produce Federal prison-
era for examination by United States Attorneys. or investigative 
agencies. . . 

The Marshal serving the writ and tb& warden or superintendent 
having custody of the prisoner must be nained in the writ. Depart. 
mental regulations specify that the :Ma.l'Shai of the district in which 
the prisoner is in custody should serve the writ or if this is imposaible 
the Marshal in the issuing district may serve the writ requiring pro-
duction of the prisoner. The United States Attorney should consult 
with the Marshal for his district to insure that the writ will be directed 
to the proper individuals. 

Prisoners in .A.lcatraz Penitentiary may not be produced in response 
to such writs unless the matter has been first submitted to the Depart-
ment, and only in cases in which the necessity for such production is 
clearly established. , 

Exr.ept in the most meritorious cases, United States Attorneys will 
oppose the granting of writs of habeas corpus ad testificandum in 
civil cases. 
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United States Attorneys are directed to arrange for the prisoner's 
trial or testimony aR soon as possible after arrival so that the prisoner 
may be returned to the institution without undue delay. 

Witnesses From Foreign Countries 
Requests for the attendance of persons from foreign countries 

should be forwarded to the .Administrative Assistant Attorney Gen-
eral by letter or memorandum giving the following information: 

( 1) Name and address of witness. 
(2) Countryofwhich witnessisacitizen. 
(3) Style of case, ineluding its importance. 
( 4) Place, date, and time of trial 
( 5) Date and time of witness' appeara.nce. 
( 6} Nature of evidence to be contributed by the witness. 
(7) Approximate duration of witness' stay in this country. 
(8) Fee proposed to be paid to witness. Round trip air trana-

portation js allowable and customarily a fee of $10 per day, which 
includes per diem in lieu of subsistence. 
Although American citizens outside the United States may be sub-

poenaed, it is requested that the .Administrative .Assistant .Attorney 
General be notified when it is contemplated that a subpoena will be 
i88Ued. The State Department will be requested to instruct the ap-
propriate embassy or legation to furnish transportation funds. 

.Arrangements for witnesses from Canada or Mexico may be made 
direct with the witness. It is unnecessary to obtain clearance from 
the Department if the witness is willing to accept the statutory fees 
and allowa.nees allowed regular witnesses. 

Detained Witnesses 
When a witness is detained in prison for want of security for his 

appearance, he shall be entitled, in addition to his subsistence, to a 
compensation of $1 per day (28 U. S. 0.1821). 

Selective Service Cases 
Since Hearing Officers in conscientious objector cases have no power 

to subpoena witnesses, any testimony given by individuals appearing 
at a hearing on behalf of the registrant is voluntary and does not en-
title the witness to any attendance fees, subsistence, or expenses of 
travel. 

In Selective Service cases handled by United States .Attorneys in 
court, uncompensated Selective Service personnel and local board 
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members are entitled to the regular witness fee of $4 for each day's 
attendance and travel time, payable from the Justice appropriation. 
Travel expenses and subsistence for such employees will be paid by the 
Selective Service system (21 Comp. Gen. 886). 

Physical Examination of Witnesses 
See Medical Examinations relating to physical enminations 

generally. 
Discharge of Witnesses 

In ordinary cases witnesses should be discharged as soon as possible 
after their testimony has been completed. In any case involving 
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security matters, witnesses shall not be released without the prior 
approval of the Departllient of Justice until ihe proceeding in whlch 
the witnesses have been subpoenaed has been concluded. 

Certffi~te of Attendance and Payment 
Form ~~ is issued to a witness at the time a subpoena is served. It 

Should be presented to the Unite(i'States Attorney for his certifi~tion 
thafih.e witness attended and the dat.ea of attenda.nce should be prop-
ei-ly."punc}J.ed" on the form by 'a representative of the ofticeof the 
U¢ted States Attorney. Upon discharge of the witness this form 
~ould be~ in the office ~t .the United States Attorney. 

A Ceitifieate of AttendanCe of Witness (Form No. 798) should be 
prepared in duplicate from Form lS63 which form should be attached 
to the duplicate copy of Form 798. The original of Form 798 should 
be. forwarded to the ~rshal or given to the witness for presentation 
to the Mal'Shalas his cl.,Un for allowances. The following regulations 
gf)vern the certification of.attendance on Form 798: · 

· (1) When cases are handled or controlled by attorneys u.nder the 
· supervisioo.,of the· DEq)&rl.ment of Justioe, eerti:ft.cation must be made 
.by the United States Attorney or an Assistant United States At-
tomey.· , 

(2) When cases are handled by attorneys· of other Government 
agencies: under their own authority, the United States Attorney is 
not required to certify attendance.since he would not normally have 
personal knowledge of attendance of the witness. However, if the 
Department of Justice appropriation is chargeab~e with the pay-

 ment of witnesses, the United States Attorney or an Assistant United 
States Attorney must certify and in this connection shall secure 
information from .the appropriate attomey en which to base. his 
certification. · 

 . · (8) The United States Attorney or an Assistant UDited ~States 
A~y must certify to attendance of indigent defendants' wit~ 
nesses subpoenaed under Rule 17 (b), Fed. Rules Crim. Proc. in' the 
same manner as for regu~r witnesses subpoenaed on behalf of the 
United States. . 

, (4) The. certificate must be signed personally by either a United 
·StaOO& Attorney or an .Assistant United States Attorney. There is 
 no authority .to delegate the making of such certification to any 
person and no clerk or other unauthorized person should sign it. 
Certificates· should not be signed in blank but only after the certifi­

 ca.te:of;the witness has been fully executed. 
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United States Marshals will refuse payment of witness fees and 
mileage where the certification of attendance has not been executed 
legally. 

Witnesses Before Commissioners 
Commissioners are required to certify as to the attendance of wit-

nesses appearing before them. However, in any criminal case before 
a commissioner where more than four witnesses are necessary, the 
approval of the United States Attorney must be obtained before the 
commissioner can certify the attendance. The United States Attor-
ney should furnish a certificate of approval to commissioners, upon 
request, after determining to his satisfaction that the necessity for 
an appearance of such witnesses is justified (28 U. S. C. 1922). 

Advances 
If it should become apparent that any important witness regularly 

subpoenaed, or otherwise retained, on behalf of the United States a-nd 
a:haoltetely uaential to the proper p1'88entation of the case, is unable 
to attend court for want of sufficient funds with which to defray ex-
penses of travel and subsistence, the United States Attorney may 
himself communicate (by wire if necessary) with the Marshal for the 
district in which the witness resides requesting the Marshal to locate 
the witness and supply sufficient funds to enable him to attend. (See 
sample telegram in section on preparation by telegrams.) The United 
States Attorney will also notify the Marshal of his own district that 
such action has been taken stating where the witness is to testify. 

Witnesses subpoenaed to attend before a commissioner will not be 
given advances without specific authority from the United States 
Attorney in the district where the witness is to appear. 

Advances to witnesses are optional and are made at the discretion 
of the Marshal. 

United States Attorneys will be held strictly responsible for limiting 
their recommendations for advances to those cases in which the witness 
is absolutely essential. 

Subpoena Duces Teeum 
Expenses for producing records in court under a subpoena duces 

tecum are payable from the appropriation "Salaries and Expenses, 
United States Attorneys and Marshals." Authorization to pay such 
expenses need not be requested from the Department. 

Whenever a subpoena duces tecum is served upon a United States 
Attorney or other officer or employee of the Department to produce 
any offi.cial file, document, record, etc., he should proceed as outlined 
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in Department Order No. 3229, set forth in Government Propertyt 
Records, and Safeguarding. 

Whenever a subpoena duces tecum is served upon a representative of 
the Armed Forces to produce official documents or records, the United 
States Attorney should indicate that such documents or records will 
be acceptable if properly certified and forwarded under the se~l ()f 
the department involved without the personal appearance of a rep-
resentative. In exceptional cases where it is absolutely necessary for 
a member of the armed forces to produce the documents personally, 
the procedure for attendance of military witnesses in this section 
should be followed. 

Personnel of the State Director's Office of Selective Service Records 
who produce records of the Selective Service System in Federal courts 
in obedience to subpoenas duces tecum.are entitled in all cases to the 
witness fee for each day's attendance and travel and subsistence ex-
pense in the manner as salaried employees and officers of the United 
States. The production of such records is not a part of the official 
duties of the personnel of the Office of Selective Service Records so 
as to charge such expense to that Office and accordingly, such expense 
will be paid from the Department of Justice appropriation for witness 
fees. 

EXPERT WITNESSES 

General 

Whenever, in the trial' of a case in which the United States is a pa~ty 
or interested, the United States Attorney expects to· find it necessary 
to use expert testimony of any kind, he should make every effort to 
secure employees of the FBI to serve as witnesses. (See FBI Services, 
below.) If it is impossible to secure services of the FBI, Government 
or private specialists may be obtained as expert. witnes8es to. conduct 
examination, to testify or to assist in the preparation of the case for 
trial. Advance approval from the Department must be secured in 
each instance where FBI services are not used. United State·s Public 
Health Service, Veterans Administration or other Government physi:. 
cians must be used if at all possible. Unit;ed States Attorneys should 
familiarize themselves with Government facilities available in their 
localities in order to be prepared as cases arise. . 

When expert witnesses are needed in cases involVing violations of 
the Federal Drug, Food and Cosmetics Act, United States Attor:neys 

. should communicate with the Departmen.t of Health, Education and · 
Welfare. If inspectors are needed they ~:hould communicate with the. 
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General Counsel, Department of Health,, Education and Welfare, 
instead of issuing subpoenas for them 
. Actual. arrangetnents :for expert witnesses must be made by the 

United States Attorney since ·he alone has the opportunity to explore 
the local situation. In so doing he has a chance to exert a decided 
influence on the terms of the final arrangements through judicious 
negotiation and bargaining with prospective expert witnesses. 

Form 25-B should be submitted in advance setting forth complete 
information required in the form. (See Requests To Incur Expenses.) 
The prospecti'Ve expert witness should be requested to specify his fee 
prior to submission of the 25-B, which amount should be incorporated 
in the form. If reimbursement is required in the ca.Se of Government 
physicians, the terms must be stated. 

Register 
. In ~he interest of internal security and the proper handling of the 

Government's litigation, extreme caution should be exercised in the 
employment of expert witnesses, consultants, etc. In particular, care7 
ful consideration should be given to their professional ability, personal 
character and integrity, and loyalty to this country. If there is any 
doubt as to the latter, a name check should be secured from the FBI; 
In this connection, it is suggested that each United States Attorney's 
office establish a panel or lists of expert witnesses in the most frequently 
used categories, showing the fees and other allowances each will accept. 
Sl.lch 1!- list will facilita~ the procurement of such services quickly 
without negotiation each time. 

FBI Serviees 
·The F'BI laboratory facilities are available for handwriting and 

typewriting comparisonS and other doc1nnent studies, as well as for 
studies in chemistry, toxicology; ballistics, hair, fibers, metallurgy, 
and other related subjects. It iS prepared to supply technical assist-
ance arid information in the fields o.f dynamics, electrical engineering, 
t\l.ectrirJ,ty~ ·fluorescence, histology, .light,. mathematics, mechanical 
engineering, metallography, m,iile~alogy, and physical chemistry. · 
. To fa~ilitaw . the . ~ssigmilent of expert witnesses froin the . FBI 
iaboratory, it is 'desirable th~t as mu~ll. noti.ce as possible be given 
to, the Bureau concerning th~ date. upon which the testimony of the 
e.xpert witness who has inade . a .laboratory examination will be 
required.· · . · 

·Whenever it is desired to transmit to the FBI laboratory any docu· 
menta or other evidence for comparison, analysis, etc., prior to the 
employee's testimony, communication should be had with the special 
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agent in charge of the nearest field office of the FBI, who will arrange 
to procure, pack, and transmit the document or evidence directly to 
the laboratory. All inquiries as to the handling of laboratory work 
should be made to such special agent. In order that adequate assist-
ance may be furnished in ample time, requests for assistance should 
be made at least a month before the time when the evidence is to be used. 

Allowances 
Expert witnesses are not entitled to receive and must not be paid 

regular witness fees and mileage allowed to regular witnesses under 
28 u. s. c. 1821. 

Expert witnesses on behalf of the United States in prosecutions 
for violations of the Federal Drug, Food and Cosmetics Act are paid 
by the Department of Health, Education and Welfare. 

No charges will be made for services supplied by the FBI. 
Government doctors and physicians may accept the expert witness 

fees for services rendered as an expert witness in separate cases on 
behalf of the United States without violation of the dual compensa-
tion statute (31 Comp. Gen. 566), providing such fees are on a job 
basis as dist~011ished from a rate of compensation I>er day. 

Compensation 
Tqe table below indicates the average rates of compensation which 

may be paid to eXJ)ert witnesses : 
Physicians : 

Examinatlons.------------------------------------------ f20 to $25 
Testimony--------------------------------------------- $26 to $715 

Specialists, such as cardiac, neurologists, etc. : 
Examinations------------------------------------------- $26 to $150 
Testimony----------------------------------------------- $26 to $75 

Psychiatrists and Psychologists: 
Examb:iatlons____________________________________________ $26 to $50 

Testimony----------------------------------------------- $25 to $75 
Ohemists: 

AnalYsis--------------------_: ____________ ---------------- $10 to $25 
TestimonY----------------------------------------------- $21'S 

Geologists and Mining Experts : Preparation _____________________________________________ $25 to $50 

TestimonY--------..:-------------------------------------- $2I'S to $71'S 
Appraisers : · · 

Preparation •• ------------------------------------------- $10 
to~ 

to $50 Testimony _________________ .:_ __________________________ _: __ $25 
Handwriting Experts : 

Examinations • .,.----------------~---_:--------------------- $25 to $50 
Testimony---------------------------.:-------------.,------ $25 to $71'S 
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(1) If the period of employment is confined to services within the 
hours of any one calendar day, the expert witness will be allowed 
one day's fee at the agreed rate regardless of whether he is occupied 
for the entire usual working day or only a portion thereof, that is, 
for one or two hours. 

(2) If the expert witness' services are required in preparation or 
in court for longer than one day, no travel being involved, com-
pensation will be at the rate allowed on the basis of one full day's 
fee for each such day or fraction. 
It is the responsibility of United States Attorneys to contract for 

such services at the best rate obtainable and, if it is known in advance 
that the expert witness' services will be required for only a few hours, 
consideration should be given that fact when fixing the agreed 
compensation. 

When travel is involved, the following rules will govern allowance 
of compensation: 

(1) If, in order to serve the interests of the Government, it is 
necessary for the expert to assume a travel status between the hours 
of midnight and 12 noon the expert witness will be allowed the full 
fee for that day. 

(2) If the travel status begins between the hours of 12 noon and 
6 p. m., one-half of the agreed fee will be paid the expert witness. 

(3) If the travel status begins between the hours of 6 p.m. and 
midnight, one-quarter of the agreed fee will be paid. 

(4) On the return trip, if the expert witness arrives at his desti-
nation before 8 a.m., no fee will be allowed for that day. 

(5) If he arrives at his destinatio~ on the return trip between 
the hours of 8 a. m. and 12 noon, one-half of the agreed fee will be 
allowed. 

(6) If he arrives at his destination on the return trip after 12 
noon, the full fee will be allowed. 

E(J}ample: A medical expert witness whose agreed compensation 
is to be $25 per day, plus the usual subsistence and travel allowances 
under the travel regulations, is required to assume a travel 
status at 9:35 p. m. which is the latest train which would arrive 
at the destination in time for testifying in court. He arrives 
at his destination at 7: 50 a. m. the next day, testifies in court from 
11 a. m. to 12 noon and from 2 p. m. to 3 : 15 p. m: Leaves the court 
town :for return a.t 5 p. m., arriving at his destination a.t 5 a.. m. 
Under these regulations the expert witness· would be allowed the 

U. S
. A

TTORNEYS M
ANUAL 1

95
3



129 
TI'I'LE 8: ADMlNISTRATIVB DMSION 

' sum of $6.25 and $25, or a total of $81.25, plus travel and subsistence 
allowances. · · 
Expert witnesses will be allowed, in addition to compensation, either 

traveling expenses by common carrier or mileage at an agreed rate 
if travel is by privately owned 11utomobile and such rate ~specifically 
mentioned in the request for authority, anil. a per diem in lieu of 
subsistence to be apportioned in accordance with the Standardized 
Government Travel Regulations, while away from their usual places 
of residence. It is suggested that every eftort be made not to exceed 

· 7 cents for the mileage rate, or 8 dollars for the per diem in lieu of 
subsistence rate. 

Payment 

All allowances to expert witnesses are a matter of agreement (24 
Comp. Gen. 159). The United States Attorney should write a letter 
to the expert witness, stating the terms of his employment, compen-
sation, and travel on per diem allowances. 

Accounts of eXpert witnesses will be paid by the Marshal on the 
following voucher forms: 

(1) For compensation-Form 5% D. C. Revised (Appendix;' 
form 86). 

(2) For travel or subsistence allowances-Standard Form.l012-
Bevised (Appendix, form 26), . 
A oopy of Form 20B must be attached to the voucher; If vouchers 

contain charges for Sunday compensation, it must be shown a.ftinna-
tively 
days. 

. 
that services were actually and necessarily rendered 

I 
on 8uch 

On travel vouchers the purpose for each trip must be sho-wn. 
Claims for reimbursable items must be supported by proper receipts, 

if necessary. 
INTERPRETERS 

Expenses covering the employment of interpreters, payable from· 
the appropriation "Salaries and Expenses, United States AttorneY& 
and Marshals, Dep$11ment of Justice" are hereby ~nerally author-· 
ized, within the total approved quarterly allotment for expenses. .· 

It is. the duty of the United States Attorney to so arrange for tbQ 
trial of cases in which the services of interpreters may be necessary' 
that they may be disposed of consecutively at the commencement of 
the term of court, thus obviating unnecessary expense. 

Mayl, 19M
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The following average rates should be used as a guide for em-
ployment of interpreters: 

Interpreters : 
lJ~ fee-------------------------------------- $10 to $1~ per day 
lJnusual dialects-------------------------------- $25 per day 
Indian, Menean, ete. (Border States)------------ $5 to $10 per day 
Hawall, Panawa. and Puerto Rico--------------- $5 to $7li0 per day 
ChinMe--------------------------------------- $10 to $115 per daY 

Ef'ort should be made to contract for services at the lowest possible 
rate and at less than the full fee if the interpreter will not be required 
ror a full day. 

Accounts of interpreters should be vouchered on Form 5% D. C. 
Revised, for compensation, and Standard Form 1012 Revised for 
travel expenses and subsistence. 

REPORTING AND TRANSCRIPTS 
Salaried Court Reporters 

Oeneral.-28 U. S. C. 753 provides that each district court shall 
appoint one or more court reporters who shall attend each session and 
shall report: 

(1) All proceedings in criminal cases in open court. 
( 9) All proceedings in other cases in open court. 
(3) Such other proceedings as the judge may direct, or as may 

be required by rule or order of the court, or as may be requested by 
any party to the proceedings. 
Tramcript.-Upon the request of any party to the proceeding or 

of a judge of the court, the reporter is to transcribe the requested parts 
of the proceedings, promptly furnishing to the clerk for the l'ecords 
of the court a certified copy of the transcribed part. No transcripts 
of proceedings are to be considered as official except those made from 
the records taken by the salaried reporter. 

Fees awl ~pemeB.-The salaried reporter is entitled to receive in 
addition to sala.ry, such fees for transcripts as may be prescribed from 
time to time by the court with the approval of the Judicial Conference. 
These fees are collectible from the parties, including the United States. 
The Department of Justice is not chargeable for any part of tran-

May1,1954 
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script furnished. to im opponent nor to persons proceeding in ·forma 
pauperis, nor for th.e reporter's travel expenses, except that on approftl 
of. the· court In any district, the cost of the original and· copies may be 
apportioned among the pet'80il8 to whom they are :funiished~ , If the 
Government requires dally transcript, •ny add~tion~ expense involved 
in turning out fast eopy must 'be borne by the reporter~· 
s~ f'6'Porl6r (JI gf'fJIIUJ jury 8t61t0grapher ti'TI& depomim f'e­

porter.-The court reporter law is not applicable to grand illf1re. 
porting or to deposition work. However, when services for grand 
jury reporting are contracted for, the salaried -.court reporter may 
submit a bid. · The salaried reporter may be employed in any instanee 
where a deposition is neeessary. (See -Depositions in the section on 
witnesses.) 

Grand Jury Reporting 
Grand jury reporting can be done by an employee of the tfDited 

States Attorney's oftiee (Rule 6 (d), Fed. Rules Prim. Proe.), l)y a 
~ntract reporter employed for· the p~ after competition or 
()therwise, or by the salaried court reporter if available. . Al),nuaJ 
·contracts are obtainable where the volume of the reporting justifl.es this 
method; in other cases, reporters ~ engaged in connection with each 
-separate grand jury after authorization from' the Department.· lf 
th' )alaried reporter ~ · employed, daily at~danee charges are no* 
allowable; only transeript fees may be paid. If tr&vel ia ~ecessarr 
in connection with the grand jury reporting, travel expenses and 
w~ at tib.e~teof$9 are allowable. ·. · .. 

If the cost for grand jury: t:eporting is to ~ee,d $500 for the year, 
it is required that' bids be SeCUred as provided in Contract S~ce and 
Forins. · · · · · . · 

·The salaried court reporter may submit a bid for a grand jury re-
porting under the following conditions: · , : 

(1) If the bid eont,u.ns a quotation for his own services on a. 
time basis, that is, by the d&y or hour, the quotation will have to be 
disregarded as such income would .be considefed as salary and in 
violation of G U.S. C. GS, 6~ which prohibits receipt of two salaries. 

(2) If the salaried court reporter's bid is for the services of 
someone in addition to himself, the per diem or per hour quotation. 
-can be aeeepied for the assistant's services but not for the aala\i.eti 
rep<>rter himself. 

(3) If the quotation is wholly for transcript charges with no per 
-diem or. hourly rates, the salaried court reporter's bid, if low, may 
be a.ccep~ whether it is exclusively for his own services or for his 
.services and those of others. 

(4:) If the quotation is for transcript rates only 'no tee to~ 
reporting), his quotation may be accepted even though the quoted 
rates are higher than those fixed by the Judicial Conference. 

806389-116----3 1ul7 1, 19.'U 

U. S
. A

TTORNEYS M
ANUAL 1

95
3



132 
TITLB 8: ADIUNIS"l'RATIVE DIVISION 

If the cost is less than $600, making solicitation of bids lUUlece&--
sary, the salaried court reporter may be used but the Department will 
insist on no higher raU!s being charged than are prescribed by the 
Conference. No attendance charge is authorized. 

Employment of Independent Reporters 
If the salaried court reporter has been appointed, Departmental 

appropriations are not available for payment of compensation to 
another reporter who may be required in a separate hearing at a time 
when the salaried reporter is busy. The matter of obtaining such 
additional reporte1'8 is for the consideration of the court. 

Where no salaried reporter has been appointed or a vacancy exists, 
reporting services may be engaged after solicitation of bids or by 
employment of an independent reporter upon appropriate authoriza-
tion from the Department. 

If it is necessary to take testimony in another district, as by supple-
mentary proceedings, and a reporter has been appointed in that dis-
trict, arrangement may not be made with any other reporter to do 
this work; otherwise employment of a reporter may be allowed as 
provided above. 

Hearings before commissioners, etc. (not a part of a case in court), 
may be taken by an independent reporter, unless in the particular 
district such proceedings come within the scope of the Act. (See 
Item 8 under "General" above.) 

Employment of Additional Reporters in Lands Cases 
In view of the difticulty in obtaining the services of the salaried 

court reporters in lands commissioners' hearings, and because Depart­
mental appropriations may not be used for additional reporters, the 
Director of the Administrative Office of the United States Courts has 
advised that, in special cases, when the regular salaried court reporter 
will not be available to report the commissioners' hearings, he will 
communicate with thQ judge and authorize the temporary appointment 
of a court reporter for that purpose. In such cases, the Department 
must be notified at least a week in advance of the date on which the 
reporter will be needed, in order that arrangements may be made with 
the Administrative Office of the United States Courts for the tempo-
rary' appointment. 

Selective Service Hearings 
If possible, stenographers of the United States Attorney's office 

should be used to take the testimony in Selective Service bearings. 

Deeember 1, liXIS 
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BxpeDSeB 
United States Attorneys are hereby authorized to incur expenaee 

for reporting service and transcripts within the approved quarterly 
authOrization ·on Form 26-B (General Expenses}. Such 'expens8s, 
however, must be limited to those cases of special importance in which 
such ·action is neceE~~&ry to protect the interests of. the Government. 
Daily or t"Ush delivery, as distinguished from ordinary delivery, should 
not be ordered unless absolutely necessary. 

Tra.Dserlpts 

Ordinarily only one transcript should be purchased in any case, ex-
cept Court of Claims cases or depositions. · 'Any decision by the United 
States Attorney .to order more than one transcript mUst be based on 
absolute necessity for, and availability of funds. Transcript should 
be purchased for the following officials only, as required: 

(1} Heads of the legal divisions of the Deparlment and their 
· assistants. . 

(2) United States Attorneys and their Assistants. 
(3} Any other attorney assisting in the trial of the case. 

Other Government departments or agencies interested in the purchase 
of transcript should make · arrangements for payment direct frOm 
their appropriations. No part of Department of Justice :funds ate 
available for.payment of transcript, original or copy, furnished to·the 
court either at his request or that of the GOrtn'nment attorney. Th,e 
statute requires the official reporter to :f.urnish ·one copy of any record 
transcribed to the clerk of the court for the official' records. That 
copy is atailable tO the · judge along with all other oftlcial court 
records. Tmn-efore, since the judge is entitled to be' sUpplied with 
transcript at his expiess direction without com}>enS&tion to the re-
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porter, his order that the parties share the cost of his transcript 
would not have the eifect of charging the Government with a propor-
tionate part of the Conference approved rates. 

The J, udicial Conference has ruled that provision may be made by 
the district courts if they see fit that when the certified copy .filed in 
the office of the clerk pursuant to the act is used by the parties or their 
attorneys in the preparation or perfection of appeals, they shall pay 
the reporter for that use a fee of 25 cents a page. United States At-
torneys should familiarize themselves with any rule adopted by the 
district court in accordance with this paragraph. 

The maximum limits for transcript, as approved by the Judicial 
Conference are: Transcript-

!. Ordinary transcript, 55 cents per page for the original and 25 
cents per page for copies; 

2. Daily transcript, 90 cents per page for original and 80 cents 
per page for copies, 

provided further, that the charge for daily or other expedited tran-
script shall be fixed by agreement of the parties which in each indi-
vidual case shall be submitted to the trial judge and shall require his 
express approval, and in lengthy cases the reporter's charges shall be 
fixed after the conclusion of the case, with progress payments to the 
reporter or deposits as ordered by the court. (28 U. S. C. 758 excepts 
the United States from paying ~imated fees in advance.) 

This is interpreted to mean that progress payments for daily tran-
script in lengthy cases must be kept within the conference maximums, 
which rates still are in e:flect. 

The specifications relating to a page of transcript are as follows: 
A page shall consist of 25 lines written on paper 8lh by 11 inches 

in size, prepared for binding on the left side, with 1%, inch margin 
on the left side and % inch margin on the right side. Typing shall 
be 10 letters to the inch. 
The table below indicates the current rates allowed in the various 

districts: 

Aprll 1, 1954 

U. S
. A

TTORNEYS M
ANUAL 1

95
3



135 
TITLE 8: ADMINISTRATIVE DIVISION 

Daily Transcript 
Compiled Mar. 27, 1953 

D.,tdct Original lit AddU.Iooal Efreetlve 

Alabama: emu Ofltl emt• 
Northern_____________________ I 90 30 80 12- 7-48 
Middle _______________________ -----------------------------------
Southern--------------------------- ------- ---------------------

Alaska: !____________________________ 90 30 30 1-2~9 

2_ --------------------------- -------- -------- ---------- ----------
3---------------------------- 90 30 30 1-11-49 
4.--------------------------- 90 30 30 11-29-48 

Arizona ___________________________ ------- ------- --------- ---------
Arkansti.S: Eastern ______________________ 1 90 30 30 12- 7-48 VVestern _____________________ _ 1 90 30 30 1-28-49 
California.: 

Northern_____________________ 90 30 30 11-23-48 
Southern. _________________ --- 90 30 30 11-22-48 

Canal Zone _______________________ ---- ______ ------ -------- __ ----------
Colorado_________________________ 1 90 30 30 11-29-48 
Connecticut_______________________ 90 30 30 12-15-48 
Delaware_________________________ 90 30 30 1- 1-49 
District of Columbia_______________ t 90 30 30 10-29-48 
Florida: 

Northern.-----_-----------_-- 19Q 30 30 2-25-49 Southern ____________________ 
I 90 30 30 12-29-48 

Georgia: 
Northern._-----------------__ 90 30 30 12-18-51 
Middle_______________________ 90 30 SO 1-19-49 
Southern. __ ----- __ -----______ 90 30 30 1-22-49 

HawaiL-------------------------- 90 30 30 12- 2-48 
Idaho. ________________ -- _______ -- -------- -------- ---------- ----------
Illinois: 

Northern--------------------- See below Eastern ______________________ _
75 20 20 12-2H8 

Southern---------------------- I 90 30 ·ao 12- 9-48 
Indbma: 

Northern--------------------- 90 30 so 11-19-48 Southern ____________________ _ 190 30 30 5-18-49 
Iowa: 

Northern. ___________________ _ I 90 30 30 12- 5--51 Southern ____________________ 
I 90 30 30 4-21-49 

Ks.rtsns. _____ --- ----------- --·----- 190 30 30 12- 1-48 
Kentucky: Eastern ______________________ 

1 90 30 30 1- 1-49 
VVestern---------------------- I 90 30 30 10- 2-50 

• Maximum rt.Ltea. 
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Daily Tr3.nseript-Continued 

Dlatrlct Orli!nal ··xst .Additional EJiect!ve 

~uisl!in·a: Crntl . emu ~
Eastern.---------------------- 90 30 30 11-30-49 

~estern ..•.... --------------~ 90 30 30 '1Q-:i5-48 

'Maine .... ---- __ .. _---- ..•• __ ---•.. (') (1) (') 11-~&-48 

~aryland ... ---------------------~ 90 30 so 12- 1-48 

~assachusetts ... " ........ ___ ----·- 90 30 ·3() 1f-19-48 

~ichjg!ln: 
Eastern ............ ~-_ .. ___ . ___ 90 30 30 3-:15-49 

~estern .. -------------------- 90 30 30 4- 1-49 

~i~nesota •.. ~------------------~- -------- ,.. ............ ----------- ----------
~ississlpph 

Northern.-------------------- 90 30 so 10- 7-53 

Southern--------------------- 1.90 30 30 12- 1-48 

~ issouri: 
Eastern---------------------- 90 30 30 12- &-48 

VVestern---------------------- J 90 30 30 u-20-48 

~ontana ..• ---------------------
1 90 30 so 11-30-48 

N ebraska ..... -------------------- 90 30 30 1-19-49 

N evada .. -----·--------------·---- ---·---- ------·- ---------- ----------
N ew Hampshire .... --------------- -------- ----·-- ---------- ·---------
N ew Jersey----------------------- I 90 30 30 11-29-48 

N ew ~erlco •••• ----------------- 90 30 30 2-18-49 

N ew York: 
Northern.----_---------.---- 90 30 80 12- 1-48 

Eastern .. : .. ------------------ 90 30 30 11-16-48 

Southern----------------·---- 90 30 30 1- 1-49 

VVestern.--------------------- 90 30 30 2...;, 1-ao 

N orth Carol.l..nA: 
Eastern.---------------------- (') (') (') 2-17-49 
Middle ... __ ••. __ ._---- _____ ._ -------- -------- ---------- ---------
VVestern.-----------------: •.. 85 30 30 11-26-48 

N orth Dakota .....• --------------- 1 90 30 30 1- 1-49 

0 hio: 
Northern.----------·······--- 90 30 30 1-28-49 

Southern ..••.. -----------··-· 1 90 30 30 1-14-49 

0 klahoma: 
Northern.-------------------- 90 30 30 7-1 -49 
Eastern ............. .:: ...... ___ 90 30 30 HI -49 
VVestern ...•......•........••. 90 30 30 11-26-48 

0 regon .. -------------------~----- 90 30 30 12-22-48 
p ennsylvanla: 

Eastern ..• ~------------------- 90 30 30 11- 4-48 

~lddle ........ --------------- 90 30 30 1-20-49 

Western --------·------- 90 30 30 12- 8-49 
p uerto Rfco .••.. ------------------ 190 30 30 12- 3-48 

l Maximum rates. 
• To be 1i:ted at trial 
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Daily Transcript-Continued 

District Original 1st Additional E4'ectlve 

Cmtr Cmll Cmtl 
Rhode Island______________________ 90 30 30 3- 8-50 
South Carolina: 

Eastern_______________________ 90 30 30 11- 6-51 
Western---------~------------ (') (') (1) 12- 1-48

South Dakota •• ______ ---- _____ ---- ---- _--- _ -- _--- ---------- _. -- _ -----
Tennessee: Eastern ______________________ _ 

90 so 30 1-1Q-50 ______________________ _ 
1 90 30 30 1- 3--49 

Western.--------------------- 90 30 30 11-22--48 
Texns: 

Northern.-------------------- 90 30 30 4-- 7-49 
Eastern _______________________ ------------------------------------
Southern_____________________ 90 SO 30 3- 1-49 
Western ______________________ ----------------------------------

Utah -------------------------- 1 90 SO 30 9-29-48 
Vermont-------------------------------- ------- --------------------
Virginia: 

Eastern_______________________ 1 90 30 30 11-22--48 
Western______________________ (') (') (') 11-SQ-i8 

W 88hington: 
Eastern----------------------- 90 25 25 1-22-51 Western _____________________ 

1 90 30 30 12- 3-48 
West Virginia: 

Northern--------------------- 1 90 30 30 11- 5-48 Southern ____________________ _ 
1 90 30 30 11- 5-48 

Wisconsin: 
Eastern_______________________ 90 30 30 9- 1-49 
Western---------------------- 90 SO 30 1-19-49 

Wyoming·------------------------ 90 30 30 11-22-48 
Guam____________________________ 90 30 30 11-SQ-50 
Virgin Islands._----- _______ ----- _____________ - _____ •• _. 
Dlinois, Northern __________________ ------- ------- --------- ---------
Next morning_____________________ 70 30 SO 2- 3-49 
Same night---------------------- 80 30 30 2- 3-49 
But for any patent, copyright and trade-n1ark cases ________________ _ 90 30 so 2- 3-49 

s Maximum rates. 
s To be llxed at triaL U. S
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Ordinary T:nmsctipt 
CompUed Mar. 27, 1953 

.DIItrlct Orf&lnal lit Additional Etrectlve 

Alabama: c.nll Cltltl Cltltl 

·Northern ...• ----------------- 52~ 25 25 12- 7-48 
Middle. __ ------------------- 37~ 15 15 ll-2H8 
Southern.-------------------- 40 20 20 12- 1..;.48 

Alaska: 
1---------------------------- 55 25 25 1-2G-49 
2---------------------------- 50 15 15 9- 44 

3------~-----------~--------- 55 25 25 1-11-49 
4---------------------------- 55 25 25 11-2948 

~on•-----·--------------------· 37~ 12~ 12~ 9- 44 
Arkansas: 

~-----------~----------- 55 25 25 12- 7-48 

~es~---------------------- 55 25 25 1o- 1-51 
California: 

Northern.-------------------- 55 25 25 11~23-48 

Southern.-------------------- 55 25 25 11-22-48 
Canal Zone .. ..: •..• ----·------------ 55 25 25 1- 6-49 
CJolorado .... --------------------- 55 25 25 11~~9-48 
Connecticut ______ __ ____ 55 25 25 12-15-48 
Delaware.---- -------- _________ 55 25 25 ·1- 1-49 
District of Columbia _____________ ~-- 55 25 25 1G-29-48 
Florida: 

Northern--------------------- 50 25 25 2-25-49 
Southern.----------~--------- 50 25 25 12-29-48 

Georgia: 
Northern .. ------------------- 50 25 25 ·12-18-51 
Middle. ______ . ______________ . 50 25 25 1-19-49 
Southern.------------------- 50 25 25 1-22-4{1 

HawaiL __ . __ - _-- --.------.------ 55 25 25 12- 2-48 Idaho ____________________________ 50 20 20 12-27-48 
Illinois: 

Northern ... 55 25 25 2- 3-4{1 
Eastern •• ~-------------------- 50 15 15 12-28-48 
Southern.-------------------- 55 25 25 12- 9--48 

Indiana: 
Northern.-------------------- 55 25 25 11-19-48 
Southern--------------------- 55 25 25 12-22-48 

Iowa: 
Northern .. ------------------- 55 25 25 12- 5-51 
Southern.-------------------- 55 25 25 4-21-4{1 

Jransas •• ------------------------- 50 25 25 12- 1-48 
Kentucky: 

Eastern.---------------------- 55 25 25 1- 1-49 lVester.n ______________________ 55 25 25 1G- 2-50 
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Ordinary Transerip~ontlnued 

Dt.t.w OrtciDal lit Addlt.taaal Bftec&lve 

Lou.lli&na: c.mtr C#IJU Cent• 

lVeeter.m. _____________________ 50 25 26 11~~~9 ~----------------------- 56 26 25 J,()..lt;-4$ 
Maf.ne. •• -----------------.-------- 55 25 117~ 7-1'7-50 
~ary~dl------------------------ 55 25 26 1G-24-61 
~SieaOhuaetta 55 25 25 11-1~48 
MJobipn: 

~----------------------- 65 25 25 6- 8-.61 
lV81terD---------------------- 60 20 20 4- 1-49 

~Uineeota------------------------ 50 25 25 4- 1-li2 
MJailafppl: 

Northern.---·-----.----------- 60 26 25 1G- 7--9 
Sou~ern--------------------- 50 20 20 12- l-.48 

~ilaourl: 

.~------~---------------- 55 25 25 7-16-~ 

lVeatern. ----·----------------- 55 25 25 11-2~$ 

!don~------------------------- 55 25 26 11-SHS 
Nehraaka------------------------- 55 25 25 1-1H9 
Nevada·-·------------------------ 55 25 25 -- .. ..,------
New Hampsblre •• -- •• ----.----.--- 50 25 25 ~ 1-6.2 
New Jersey ___ --.------------------ 55 25 25 1i-D-48 New ~esico _______________________ 55 25 25 1-2G-61 
New York: Northern _____________________ 

55 25 25 12- 1-48 
~----------------------- 55 25 25 1i-1~8 
Sou~ern ___ ------ -----·------- 55 25 25 1- 1-4~ 

lV~---------------------- 55 2& 25 2- 1-50 
North Carolina: 

~----------------------- so 20 20 2-17-49 
~~~e----------------·------ 45 20 20 2-21~lVeatern

45 20 20 3- 4-4.9 
North Dakota ----------------- 55 25 25 4- 1-61 
Ohio: 

Northern--------------------- 55 25 2& 1-2&--i9 8outbern
55 25 25 1-1~29 

Oklahoma: . Northem. __________ ~ _._ ----- __ 55 25 25 7- 1-49 
~---------··------j li6 26 25 1~81-61 '. 
lVee~-- --.------------------ 66 26.· 2Q 1~14-60 ,:

~0--------------------~------ 55 25 25 12-~ 
Pennaylvanla: 

~tern----------------------- 55 26 25 11- 4-48 !diddle _______________________ 
55 25 25 7-12-50 

lVeatern .•. ------------------- 55 25 2& 12- 8-'8 
Puerto RlOO----------------------- 55 25 25 12- 3-48 

• OOIIIIllt oollri order IJr llddWanal ooplal. 
I Patallt .-1110111t.; tiOIDt.;IIIOIDta. 
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Ordinary Transcript-Continued 

DistriCt Original 1st Addltkme.l E1fect1ve 

c,nU Cffflt8 C1nt1 

Rhode Island.. -------------------- 55 25 25 1-22-5 2 
South Carolina: 

Eastern ______ --- __________ ---- 50 25 25 11- 6-5 1 
Western.--------------------. 50 20 20 12- 1-4 8 

South Dakota·-------------------- 45 15 15 12- 6-4 8 
Tennessee: 

Eastern----------------------- 55 25 25 12- 1-5 2 
Middle ... ----------- ___ ------ 55 25 25 1- 3-4 9 

Western---------------------- 55 25 25 11-22-4 8 
Texas: 

Northern--------------------- 55 25 25 12-8-5 0 
Eastern.---------------------- 55 25 25 12- 6-4 8 
Southern.-------------------- 55 25 25 s- 1-4 9 
Western---------------------- 55 25 25 12- 1-4 8 

Utah--·------------------------·- 55 25 25 9-29-4 8 

VerD1ont ... ----------------------- 50 20 20 12- 1-4 8 
Virginia: 

Eastern----------------------- 55 25 25 12-2-5 2 
·western.------- ____ • ____ ----. 55 20 20 9-28-5 3 

Washington: 
Eastern----------------------- 55 25 25 5-8-5 1" 
Western---------------------- 55 25 25 12-3-4 8 

West Virginia: 
N o.rthern. ---------------- ___ . 55 25 25 11- 1)-;4 8 
Southern--------------------- 55 25 25 11- 5-4 8 

Wlsconsln: 
Eastern .•. -------------------- 55 20 20 9- 1-4 9 

Western •• -------------------- 55 20 20 1-19-49 
Wyonrlng .... --------------------- 50 25 25 5-21-51 
Virgin Islands.-------------------- 30 20 15 9- 44 
Guatn--------------------------·- 55 25 25 11-30.50 U.S. Supreme Court. ______________ -------· -------- ---------- ----------

Rates for hourly copy may be .fixed by agreement between the 
reporter and the persons ordering such copy or may be prescribed by 
the court. A party shall be entitled to procure a transcript at the rates 
above prescribed without being required to purchase any additional 
copy. 
November 1,1953 

U. S
. A

TTORNEYS M
ANUAL 1

95
3



141 

'J:ITLB 8;: AD~'l'R4-TIVE DMSION 

Transcripts for Persons Al~t!Cl to Sue, Defend, or Appeal In 
Forma .Pauperis 

All au.m ~enses are payable by the Administrative Office. Qf the 
United States Courts, Washington 13, D. C., from its appr;opriation. 
No funds of the Departrnent of Justice are a'IJailable for thi8 purpose~ 
The ·following is quoted frotn Bulletin No. 820, January 28, 1947, 
issued by the Administrative Office to all court reporters of United 
Stitea DiStriet Courts: . 

i'ees tor tnws~t»'t8 ~u~i!Jhec1 in criminal or bbens corpu~ pr0Ceedli1&'8 to 
persotit 'cor t'beir titorne)rs) itno~ to sue, dtfeml, or appealtn torn\a pauperiS 
are pnyable by this oftlce from· tbe appropriation·· ·~Ml!IC!ellRDeaos ~
lJJ!ited Sta~ Courts." Fees for traDSC;lrlpta furnlahed ln any other proceed111111 
to per1:19ri• (or ~lr a.ttorneys) permitted to appealln fOTma pauperl.a lire Pa,yable 
Ill a like manner. A fotlnal request to incur the e%Pense should be sobutlttal 
!D qnf.ntupltcate on AO Jl'orm 19 • • •. 

The B~etin specifies the information required. · · Supplement 1 to 
Bulletin 320 gives .additional instructions to reporters whose respon• 
sibility ·it ls. to ~ure· the authorization for payment. The B\il.letin 
is baaed on ~ U. S. C. 753 (f). · 

Vouehers 
Vouchers of stenographers employed to take testimony or for the 

purchase of transcript should be made on Form 5lh D. C. Revised 
(Appendix, :folin 36). When .. travel expenses and subsistence are 
involved, Standard gorm 10121\eV:ised (Appendix, form 26) should 
beused. . 

.Vouchers eoteri.ng reporting services should clearly state: 
( 1) WhetlUar for grand jury work or court work. 
(2) If th& reporting is for court w()lk, the court should appear, 

i. e., Federal District Court, Western District of Oklahoma; or 
County-Court; Montgomery-County, Md., etc. 

(8) Whether for attendance or transcript. . 
(4) If for attendance, the number of days or units of charp. 

the dates on which the services were rendered, and the rate&. 
(5) If for tra.nscript, whether for original and/or copy(s), ani 

the n\Uilber of pages (folios). 
(6) Wh~er the tr~script is for ordinary delivery, dally de-

livery, or :futer service. 
(7) If. the reporting is of testimony given by deposition, Ule fa4t 

of its being a deposition should appear on the voucher. 
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PAYROLLS 
Vouchers 

Salary payments shall be made on a biweekly basis, the following 
vouchers being used : 

{1) Standard Form 1128-Revised (Appendix, form 25), regu-
lar employees. 

{2) Form IS% DO-Revised (Appendix, form 36), expert wit-
nesses, stenographic reporters, part-time or intermittent employees. 

{3) Form 51;2 DC (Appendix, form 1), Special Assistants or 
Special Attorneys (See Special Assistants). 
All pay vouchers regardless of the form on which they are rendered 

shall be prepared and submitted for payment at least in triplicate. 
In those districts where payments by the Marshal are not yet subject 
to site audit, a quadruplicate copy will also be submitted to the 
Marshal. Forms 5% DC covering compensation of nll Special Assist-
ants or Special Attorneys must be submitted to the Department for 
payment; other salary vouchers will be paid by the MarshaL United 
States Attorneys should comply with requests from the Marshal as to 
the number of copies required. 

Preparation 
Salary payments to regular employees will be made in accordance 

with General Accounting Office Salary Table No. 35. 
Payroll vouchers must not be prepared, certified, or paid prior to 

the last day of the pay period and each item shown thereon should 
be complete for the period covered thereby. In those districts where 
the payroll is too large to permit compliance with the above regula-
tions, a:"lag'' will be required following each pay period within which 
the necessary procedures will be followed. 

Payrolls should show the full given name, the additional initials, if 
uny, nud the surname of the payee. If, however, a person's official 
signature consists only of initials plus the surname, the name should 
be listed on the payroll according to his official signature. Imme-
diately following the employee's name on the payroll there should be 
indicated in parentheses the number of withholding to.x exemptions 
as reflected on the Treasury Form No. W-4 filed by the employee. The 
signatures of the payees need not be affixed to payroll voucher Stand-
ard Form 1128-Revised, but the certificate of payee on other fonns 
must be executed. 
Marl, 1954 
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Proper deductions to be made for retirement, social security, with-
holding tax and bonds should be indicated in each case opposite the 
employee's name and all totals must be entered on the face of Standard 
Form 1128-Bevised (See sample which also indicates proper entries 
to be made for lump-sum payments for annual leave (Appendix, 
form 25)). 

Under a ruling of the Bureau of Internal Revenue, Territorial cost­
of-living allowances are not subject to withholding taxes or social 
security deductions. Territorial post differentials, however, are con-
sidered wages and therefore subject to such deductions. 

Fanfold notices of personnel actions on regular employees will 
indicate whether an individual's appointment is subject to retirement 
deductions or F. I. C. A. deductions. 

Only the first $8,600 salary paid in any calendar year is subject to 
social security deductions (F. I. C. A.), such deductions to be made 
at the rate of 2 percent of the gross amount earned each pay period 
until $72 bas been deducted. Marshals, who maintain the employees' 
earnings record cards, should be consulted when it is known that the 
$8,600 limitation will be reached before the end of the year. 

In any pay period in which the maximum deduction for social secu-
rity is reached, but does not exactly equal2 percent of the gross com-

AprU 1.19M 
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pensation due during that pay period, it will be necessary to make two 
entries on the payroll under the employee's name. The first entry will 
show the amount of gross compensation subject to insurance and the 
second will show the balance of the gross compensation not Sllhject to 
insura.nce. 

It is considered advisable in connection with the first employment 
of any individual subject to F. I. C. A.. to indicate the social security 
number on the payroll or voucher, which infol'm.ation must be posted 
to the earnings record card. 
If the payroll reflects social security deductions, an entry should be 

made in the "Amount Ea.rn.ed" column on the reverse side showing 
the total amount of ear.n.ings subject to F. I. C. A. and the total not 
subject to F. I. C. A. 

The Government's contribution for social security eha.ll be entered 
and cha.rged on each payroll. An amount equal to the total deductions 
shown for employees will be entered (following the totals for all 
employees) in the "Gross Amount Earned" and "F. I. C. A." columns 
opposite the words "Agency FICA Contributions." ( S~ Fonn 25, 
Appendix.) 

Complete regulations concerning group life insurance a.nd informa-
tion regarding payroll deductions will be found in the secti~n entitled 
"Group Life Insurance." The amount deducted from an employee 
for group life insurance shall be shown on the payroll ( Standa.rd Form 
No. 1128, Revised) opposite his name in the now unheaded column 
immediately to the left of the column headed "Net Amount Paid." 
This column should be headed "Insurance." Those districts using 
this column for State withholding tax or other deductions will indi-
cate the State tax as a superior figure in the bond column followed by 
an "S" to indicate State tax until such time as new forms are devised. 

Following the totals for all employees on the payroll the words 
"Agency Insurance Contribution" should be entered in the name col-
umn and an amount equal to one-half the total employee contribution 
adjusted to the next highest penny entered in the "Gross Amount 
Earned'' and "Insurance'' columns opposite this caption. Final totals 
of the columns should then be taken and carried to the Certification 
and Summary side of the payroll voucher as shown in Form 25, 
Appendix. 

Erroneous deductions ma.y be adjusted on subsequent payrolls. The 
United States Marshal should be consulted concerning entries in this 
connection. 

Every pay voucher m:ust be certified by an authorized certifying 
ofticer of the United States Attorney's office. 

The United States Attorney is notified of 6Very personnel action 
aifecting the status of an employee by means of fanfold notices pre-
pa.red by the Department. No p~tl 'ITiifJ'!I be mads W&til reoeipt of 

January 1, 1~ 
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Authority for Payment 

the notice reflecting the effectitJe date of the action. Copies of fanfold 
actions covering personnel changes should be distributed as follows : 

(1) Standard Form 1126 (Pay Roll Change Slip-covering 
periodic step increases in salary) : 

1126-Attach to quadruplicate copy, if any, of the payroll first 
reflecting new salary. 

1126a-To employee after computation of payroll change data., 
1126b-Attach to duplicate copy of the payroll. 

(2) D. J. No. 50 (Notice of Personnel Action (Appendix, form 
28)~vering changes in status, appointment, resignation, etc.) 

50 (2) To employee. 
50 (6) Attach to duplicate copy of the payroll first reflecting 

action. 
50 (7) Attach to quadruplicate copy, if any, of the payroll first 

reflecting action. 
The fanfold number (for example, M-3980) should be entered in the 

last column of the payroll under "Change Slip Number"; no other 
descriptive matter need be shown. 

Final Salary Payments 
Marshals will prepare compensation vouchers of employees whose 

services are terminated by death (See Reports and Payments of De-
ceased Employees). 

Regulations covering payment of terminal leave upon separation 
from the service by resignation, transfer, etc., are set forth in Leave. 

Final salary payments, including payment for terminal leave, can 
not be made until receipt of the fanfold notice showing effective date 
of separation and until property charged to the employee is returned 
and all obligations are liquidated. 

STATE OR LOCAL LmGATION FEES 
United States Attorneys have been given general authority to incur 

expenses of recording judgments, statements of judgment and costs, 
securing copy of papers, fees for service and filing, appeal bonds, fees 
for witnesses, etc., required by State or local law, without approval 
of the Department. 

All expenses of this nature shall be vouchered on Standard Form 
1034 Revised. A reference to the State law authorizing the particular 
fee should be included in the voucher. If advance payment of such 

Sept. 1, 1954 
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fees is necessary, proper certificate and United States Attorneys' 
Manual reference as specified in Advance Payments must also be 
included. 

BANKRUPTCY CASES· 
Item 3 of the schedule of charges promulgated by the Judicial Con-

ferenee.pursuant to Section 40e (2) of the Bankruptcy Act reads as 
follows: 

For filing petitions for review and for .filing petitions for reclama­
tion of property, $10 for each petition filed, to be paid a.t the time of 
filing by the petitioner, provided tha.t no charge shall be made for 
petitions for review or for reclamation of property filed on behalf 
of the United States. 

STORAGE 
Storage of automobiles, foodstWJs, ete., seized for violation of la.w 

will be handled by the United States Marshal who assumes custody 
under proper court order. .A:D.y other property which must be stored 
for safekeeping may be turned over to the Marshal who is cognizant 
of existing storage contracts or reputable firms equipped to store 
material. 

Expenses of storage of seized property must be kept to the absolute 
minimum. United States Attorneys are directed to frequently review 
pending cases involving the storage of seized goods and to take every 
possible step to ezpedite conclusion of such cases. 

Whenever the court grants a petition by the General Services Ad-
ministration for delivery of a forfeited item to the government for 
official use, a copy of the forfeiture deeree must be transmitted i.m.lrM-
d,iately to the General Services Administration. Delays in this respect 
will not be excused. The General Services Administration will taks 
the proper steps to dispose of the property promptly. The Umted 
States Marshal should also be notified of the forfeiture in order that 
he will be prepared to release the property upon nlC}uest of the agency 
entitled to it. 

Title to all unreturned alien enemy contraband property in the 
custody of United States Marshals and other police authorities in 
consequence of the contraband property control program during 
World War n shall be deemed to ha.ve vested in the United States on, 
March 16, 1950. All questions relating to such property should be 
addressed to the Administrative Assistant Attorney General. 

Exhibits, abandoned or unclaimed property iri connection with liti-
gation which the United States Attorney cannot return to its lawful 
owner, should be turned over to the Ma.rshal of the district who will 
be responsible for it in his report of abandoned and unclaimed personal 
property. 

1 anuar7 1, l.9G6 
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ADVERTISING 
All advertising and publication on behalf of the United States 

required by law, rule of court, or court order is a.uthorized generally 
and may be paid for a.t a. price not to exceed the commercial rates 
cha.rged to private individuals with the usual discounts without 
Departmental approval 

Advertising under the name of the United States Attorney or the 
clerk of court will be handled by the United States Attorney. The 
latter will also advise the Marshal on the manner of publication when 
court orders do not contain specific instructions on publication. Ad-
vertising Voucher forms (Standard Form No. 1144--Revised) sup-
ported by Advertising Order forms (Standard Form No. 1143-
Revised) should be prepared in triplicate, fully executed by the claim-
ant and certified by the proper officials in the spaces provided therefor. 

The a&oertiring urdt1r form should be so worded, or such informa-
tion added to the printed matter appearing thereon, as will show 
definitely the sty~ of type, setup, and rate applicable. Instructions 
on the advertising order form require the matter to be set solid. 
Therefore, all published matter must be set solid, as required unless 
otherwise specially authorized by the Department. When the matter 
is not to be set solid, typewritten instructions to this effect should be 
added to the form. The copy of material to be printed accompanying 
the order should also be prominently marked as to whether or not it 
is to be set solid (identical with instructions on advertising order). 
Where it is the local custom to publish legal notices with paragraphs 
and display headings and no deviation from the custom is permitted, 
the Department will have no objection to following the local practice, 
but payment will be made only for the space necessary for setting 
up solid. 

Copies of the advertisement must be attached to the original and 
duplicate copies of the advertising voucher. 

In those cases where multiple bills or invoices are received from 
a single newspaper publisher for advertisements over an extended 
period of time and no objection is raised by such publisher to making 
a single payment therefor, such may be processed for payment on a 
single Standard Form 1034 Revised, Public Voucher for Purchases 
and Service Other Than Personal, attaching Standard Form 1144 
Revised, properly executed, as supporting documents. 

MEDICAL EXAMINATIONS 
Authority and Appropriations 

All expenses of physical or psychiatric examinations which are pay-
able from the appropriations "Fees of Witnesses" and "Support of 
Prisoners" require the approval of the Administrative Assistant At-
torney General, Form 21>-B to be submitted in advance of the examina-
tion. The requests must indicate the purpose of the examination and 
January 1, 19M 
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. tally inoompeteJ}t as to b& unable to underatand the proceedillgs 
against them or properly to assist in their own defe.Dse, . 

(b) persons .believed to be. mentally incompetent at time of 
trial, 

(c) penobS insane aA. expiration of IJeDtence whOM releUe 
might end-.n&'r •fety of officers, property or other interestS of 
the United States. 

If :Marshals or probation oftioers have been directed by the court to 
have psychiatrio e.xaminations made under paragraph ( 4) abo..-e, the 
United States Attorney, upon request of such ofticials, will forward 
Form 95-B to cover the ezpensee-involved.·: 

Psyehlatrlc and Phyeieal E:ummations 
Rates applicable to a:zperi ~esses (See Expert WitneEEeS) ma7 

be used as a.. guide in ~p.&king ~enta for ~atric or physical 
examinations by ei~ private or Govenunent physicians. 

Use of Govvnment F.Ulties 
In order to •p upenaes as low as possible in these cases, Govern-

ment facilities and physicians should be utilized whenever available. 
Facilities for o-rvation will include hospitals .or detention institu-
tions having psychiatric wards, St. Elizabeth's Hospital, Washington, 
D. 0., and United States Pvbllc Heai.th Service or Veterans Admin-
istration Hospitals. The Medical Center for Federal Prisoners, 
SpJ:ingfield, Mo., has qualified psychiatrists a.nd can accept persons 
.undu court m:du. from ~Y distri~ Co~tments to Spring-
field from distant points are extremely exp~nsive, however, and thts 
court should be so advised, if necessary. If the court is of the opinion 
that an accused·should be eomnrltted 'for o~&tion and the court or 
United States Attorney does not know of a suitable hospital or facility, 
the Director, Bmeau of Prisons, will be· glad to assist in the location 
of a suitable facility. Where commitment for obsenation is ordered, 
and there is a ehoice of hospital ar facility for commitment, the one 
which does not require the employment of guards should be eeleeted. 

Refenoals to Federal institutions should be aecompanied by all 
available information concerning the individual together with a pie-
eentence report if available, or a copy of the report on physical or 
psychiatric examination if prisoner is committed. 

Use of Private Facilities 
In many jurisdictions the court will desire assistance in the selection 

of quaillled psychiatrists and hospitals or other appropriate facilities 
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where pel'Sons whose mental competency is in question may be detained 
for observation. and examination. 

The term "qualified psychiatrist" is not defined in the statute and 
determination of qualifications is for the court to decide. The :Policies 
'of the American Psychiatric Association may be of assistance to the 
court in making its determination. If a psychiatrist has pa8sed the 
examination in psychiatry given by the American Board of Psychiatry 
and Neurology, he may be presumed to be qualified. If no psychiatrist 
is available who has passed such an examination, a psychiatrist who is a 
member of the American Psychiatric Association may meet the stand-
ards. Names of psychiatrists in a given State who are members of 
the American Psychiatric Association and those who have passed the 
examination of the American Board of Psychiatry and Neurology 
may be obtained from the Di~ctor, Bureau of Prisons. 

The same rules for selection of Government hospital and detention 
facilities apply to the selection of private institutions. 

Prompt Handling of Cases 
Where commitment is made to the Attorney General, the inv-eStiga-

tion and making of arrangements should be expedited so that insane 
or incompetent persons will not remain in local jails or tempol'a.ry 
facilities any longer than necessary. Prompt action should be taken 
on defendants committed to institutions for observation. They should 
not be allowed to remain there indefinitely but action should be taken 
to dispose of the matter at the earliest possible time. The court's 
attention should be directed to any order which fails to specify a 
date of return of the prisoner. 

COMMISSIONERS OR APPRAISERS 

It is the policy of the Department to pay commissioners appointed 
for special purposes, or appraisers, the fees and expenses set by the 
court, but it reserves the right to refuse payment of unusual or unrea-
sonable fees or expenses. 

Vouchers for expenses and compensation of such commissioners or 
appraisere? must be supported by copies of the order making the 
appointment and fixing compensation and expenses. 

October 1, 1958 
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REQUESTS FOR COMPTROLLER GENERAL AND 
DEPARTMENT RULINGS 

Vouchers containing questionable items of expense may be submitted 
to the Administrative. Assistant Attorney General for administrative 
audit and advice prior to payment. 

Decisions are also rendered by the Comptroller General on any 
question of law involving certification and payment on vouchers by 
certifying and disbursing officers. Any such decision rendered shall 
govern the General Accounting Office in passing upon the account 
containing such voucher. 
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A decision of the Comptroller General should not be confused with 
any pre-audit of vouchers by the Department. 

A United States Attorney desiring to secure a ruling or decision of 
the Comptroller General shall set forth the facts pertaining tD the 
case in full in a lettm' and forward it to the Administrative Aadstant 
Attorney General in the Department for submission to the General 
AccountiDg Oftice. This requirement does not apply to appeals to 
the Comptroller General in connection with exceptions or disallow~ 
anees made by that otBce. 
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APPENDIX 
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APPENDIX 
FORM 1 (face) 
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~rift OFJ&:li UlliT&D fiA'TESic.~ not U•tiaac:tiwe nwrve ••rvlcaJ. [I' ~~:::. 1114•1 
Y£ NO MIUT Y IE E, WNT •NON£• 

T DISCHARGE 
8LUICH YR. DAY YR, Mo. A lloA. or 011 

II. DUIWfO PCaiODS Of' &MPL.. SHOWN IN ITEM 10, DID YOU HAVE A TOTAJ, 10. TOTALIII:ItVICC 
01' MORE THAI< 6MONTNAIISENCC WITHOUT PA'r,INCJ.,UD~G PCRIODS 
': ::!~E~-~~~CL~:=~.:v..:. CALENDAA TEAR' YES CJ NO i••· Ha oll.oEAYII: •a&T. 

TTPII: II' KNOWN 
(LWOP,rUIL,SUIP AWOL,MCLMAL n. wo. DAY u. wo.loAT YU. lwos.blll! 

I I , ... •avtcc uun 
n. DU&UNO Dli'1.GYMII:NT Ll&TED IN ITEM 10, UID YOU ACOUl&C PEJUo&AllENT 

COIU'CTITIVC CJVU. SERVICE ITA TUB' 
CJ YU (J NO (II' •YEI" INDICATEI ... AMD ... ••· ~TL' nNo 

ub• 14. IIETDITION &UQHTS 
14. All£ YOU: .. .. .. 

ovu QNO 

.. 
Aw ... •• (J Y .. ~Mo 
A ot .. Wad V•l•raa Yea No . .,. ,....,n., 
T'M WU• ol • Dilabltd v ... ._. 8 v.. Cl No 

.. 
~. T.,_ Wotkar ot a deceuad of Ol .. blad V•Nr•• CJ Yaa Cl No 

T .. UR"manl .. Wldaw ol a V alar& a 0 Y •• CJ No 

"· TO 1111: EXECUTED IIEJ'Oit£ A NOTARY PUIILIC OR OTHER PERSON AUTKCIIUZED TO ,._INIIITEA OATHS. 
I ...... (or aUll"'ftJ &hat lta. abow• ac.atern .... are tr~• &odie Mat almy ltftowlad&• aad. w•.t. 

(&&lj , ......... , 
hbecdl~tul ••• ... ,. lo lNton •• lh••--- day ot "'-"' (CI1yl ...... , 
I CAL 

NOTE1 It._... l8 taba ktorr a Notary PulJllc. lba data Ill D~tla'atloa ol hla COIN'Illaato. mu11t1M Mows. 

March 1, 19M 
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TITLE 8: ADMINISTRATIVE DIVISION 

FORM 1 (back) 

278371....-118--9 

Vooo:u No. ___ ....,.. 

DEPARTMENT OF JUSTICE 

.\PPliOPatt."nOll 

'-olrlft't '---·--·--

nr tAYOII or 

·---------------
fOR PER80KAL SERVICES 

...,..,.._or 
III8IUI8II(Q CtJIIE• 

DUARTWENT or JUSTICE 
11' &SIIIIIafOlf. D. e. 

U. S
. A
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TlTLB 8: ADMINISTRATIVE DIVISION 

FORM I (face) 

ILL 
... 

PZUOKAL HISTORY STA'l'DlERT 

.. _.-,~·-·= !:=i:i:.~~:'~=-~::!d':c~.dk:C:!= 
" _iiron.•-.. •· ·n;-a;;.;t.n; ,. ........ , ~;..-.......-;.-,;;;..··••• 4. 

\~U...., ,.._., 1 .. -·~""-~"I .. .._.... 

~· = ... ~- u .......... •• -•~•• -• ·~~·• v,._ . .. -· , ..... , ....... , 
. it'..til' un Ill'.,'' "~~ •· '" rlliu.-~~~· -· 

I 
~-

nliUIO!IIil:'-o.-ndl~ 

y, nun.-• .,. ........ ,..,..c...,...,, l-" .... • &Cl ..... , ._.,IIIOae, Ml~•JUPJ 
'[J., .. ·o1Cof'·"i11H! 

IO, UST ~l.OW A'-1. J'ED:nAI. AND DIITIUCT OF COL\BliHA II:MPl.Ona:JC'r YOU ••· _,_.. .. v.-<<iROUP 
HA.VE HAD PRIOR TO YOUR PU:UIIT .UOPCIII'ITW&II'I' (Do--MWtarrllenlco 

NAWJl AliD LOCA'I'lOIC OF AOICNC'l ram& TO SIC E T'IPI: OF APP'I', 
'Ill. wo. DAY 'Ill. MO DAY II' J<NOWN 'Ill. MONTH DAY 

U fuft .. l' ••ce -"ed coNI ... 011. 

, !::'.!'}"_l!.._lOJ!!!!'!!'..!!:"' ~ ~E _!!~ SEll 
.. 

VIC£ '•"•' 
Df ANY BIIAHCH TKE.Ailloii:D 

~aCES~ TH& UNlTJ:D STATES • .Js.Do 

-· 
aOt liM luc:tlYe n .. n, .. nice). U' =· ~~-;t .. U HAY HAD NOMI1ol'f'A&T SEll CE, WIUTE "KONE--

~~· 
DISCHAilC.C 

a&ANCH Yll. l)ji.T Yll. MO. A Hoa. Or DH 

li, g:~..:~~~ ~o:=-..::':Cz ~=~·.::: :::~=Y& ~TOTAl. 10, TOTAl. 61CP.VICE 

OF loiZ:Il, ~~· ~ 
. 

SEP.VlCJ; DURIHQ ANY I CA'-J:IC])AR TEAR? T~NO 
D' U.OWEI\ "TICS" T .1 .... ••• SUV.(ldi:AV'k"l:bT. 

TYP£ II' IUIOWN 
C LWOP, FUIU.,SUSP 1 AWOL, MEil. MAlL n. MO. DI,T YJl, MO.IDAT Yll& Mos. bill 

·I ra· ti&rVicS'titilt-

1). DUI\IJCO DIPl.O'IMENT WSTED IN lTD< 10, lliD TOU . ""QUlltJ: P.ElUUJIEICT 
I 

COMPETITIVE CIVll. SERVICE STATUS? 
0 YES CJ NO (IF uyJ:S• IN.OICATJ:I AND IU·~;riMO 

Da,. .. .. .. cR 
14. a.ETENTION IUOHT& 14. AilE TOU: 

.. ... A.vete..._• 0 Yaa Ito 
A Df,Aw..\ Vete:na Ya• 8 

QTEI QICO 

.. 
No IU·Of~MA'RSJ'ffikT 

TN Wile Dla Dt .. 'ble4 Veteraa Y.. CJ No 
Ta.. Mother of a dece&Md ol' Dt•l:ll" Vei•I'U CJ Yaa CJ Mo 
The UhH--.rriH WWow ol a Velel'aa 0 Y.. 0 No 

15. TO BE EXECUTED liQ'ORE A MOT ART ~UIILlC Oil OTHEI. PEilSON AUTHOIUZED TQ· Alll.tiNISTU.OATHS, 
I ... u (or &.W.rm) t21:at U.. above .tahllleaU an tru to tU l;t.ut olmJ bowlt.S,t ••• bellel. 

(DiLJ --- '"'~"*""· 
Saa1Mcr11M4 &11.4 awora to Wol'e ..,. tbl1~ di.T of 195_., 

(Cl&yl ,_, 
lEAl. 

NOTE, U oal11. ie taba llefor~r a Notary Publlc, t .. Ute rll npValloa of hla ConuabeiOD mull btl: ahowa. 

October 1. 191!8 
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TITLE 8: ADMINISTRATIVE DIVISION 

FORM 2 (back) 

~ .. u.uat~ .. -orn.,., 10 (P•Ioo F-•&lNi4D<: <19¥t. s .. nco) 

J"R.OY ...... 'l'rPI: OFAPP'l'. 
DAY IJ' IQIOWH tfAUJ: Am> LO<lAftON OF .AGI:JIC::Y Ta. ·MO. CAT Yl\. MO. 

oW"n<oS UOJil>l'l"'l ... A<;IIi ............. ...., LUISI "' 

CntllitaW• , sz•• leniae u.d S.rric• CoMpUt&dea 
tor L••" ._. a.&b ... •ot hEZS••• 

liPpi Ya1Sia1 
'l'al01 lo..nc. cs- ZOI ! .• I 
oN•u•dU:aW.e S.E'ftco (lcem 11) ·j 

c ........ ~. S.ntct ttAa ......... tU .... I P\ll'fHt" 

Z.DirUU • Daly DaM (.ruedce) 

Ltt• CzedltaW. a.ntu (L•••• 1.04 S..dn1fttDC P\arpol,tt) . 
S.ft'lco Cempulada Dale (L•••• &ad Rad.nawU Purpoltt) I I I I 

C.redl•bltl Sanice ud S.rvkt Cotllfii.IUtioa 
81!1 IKE I!Dii!Utlte [IISII:!:!£11111 

('fo "'*' &oliqmtH oaly ill tM•• cu .. wiMa t1M a..at of 
crMit&Wt eontN fol' n4uc:tkta S. Ioree pu.rp ... l 4Uleu 
fnm dt.e.&:I\OWII cn.UU.We IN ha.a &IMl rodl'e .. ac ,_,.,.., 

XI lEI M.U.• 
Total S.ll'rio 11- ZOI 
N_..o4llallloS.II'Yicoll-ZZI 

c;,.-. lonlco (iuJ' pupoootl I I I -I 
J: ... aaco oo 0...,. DU. {ZI&OII.col 

Lt .. Cl'..allalalt S.nlct (IJI' pupottl) 

Ionic• c ... p- Date Clll' P"''P"•ul 

II..DUoJIUI 

I I I I 

October 1, 1953 
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TlTLB · 8: ADIIINISTRA.TIVE DIVISION 

PORII I (I'U&" 11111) 

LEAVEACCRUAL CHART FOR 1953 

Al\11\TTTAT. T,F.AVI 
PAY PERIOD LESS 3 YRS.BUT 15 YRS. SICK 

THAN LESS THAN OR LEAVE 
NO FROM TO 3 YRS. 15 YRS. OVER 

1 lZ 121/SZ - 113/53 6 8 4 
z 114 - 1 17 12 16 8 
3 1 '18 - 1 31 1 18 !4 1Z 
4 Z. 1 • Z 14 }, 24 Z 16 
s z. 15 - 2. 28 zn 30 ~o 20 
6 3 1 • 3 '14 24 36 ~8 Z4 
7 3 . - 3. 28 28 4~ ;6 ZR 
A 3 2' - 4. 11 32 48 4 3Z 

110 4. '2 - ~0 ~0 
'Io - !3 6 w. 
'24 - rz •l8 
f7 - ~0 78 1 2 

!l - IU. ;& 
- 18 90 120 )0 

7. 19 - 1 Q6 1 !8 4 
8. - 102 1 6 ~8 
8. - 108 1 ~ 72. 
8 - 114 11 z 7 

z, Q 1 • 1 0 1 )0 AO 
9 2' -to '10 1 1 )& 84 

to -10. '24 1 176 88 
to. !5 -n ·7 1 IS. 92 
II - .1 '21 1 19:. 96 
.1 ~2 -t2'5 Tnn l;n zoo 100 

2 * 121 - 2 lQ 104 ** 1 .o Z-08 104 
27 lZ/20/53 ·l/Z/54 108 i66 Zl6 108 
ADDual 1eave accrues wnue ii1 a pay status by jray periods only - no 
leave earned for any partial pay pP.riod. 

• Leave year ends on 1/Z/54. (Annual leave accumulation to be de· 
termined at close of this pay period.) 

•• 10 hours earned last complete pay period for .employees in this 
catesory each year. 

December 1, lSNSS 
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1M 

'ITrLJI 8: ADIIIJIIS'l'RATIVJI DIVISION 

FOIUI I ('fear liN) 

l' . 
PU PERIOD . . ~LilD -. n.mc~ 

LB88 ~3-

13;~ u·: 
BlJl' ll5 

•··· 
.-!B"• Dial 

I~ . . 

10. FROM '1'0 . ' 
... -· 

... 
..: ( .. 

' ' 
LI f5h • IJ. V'S. . I 

v: - IJ: '' 
./ - !f. 
~ -

-
!/ 

!i !I -
--

J/. 
ll v r 

..l il_ 

~ 1/ Ill. r-
' .. bl 

p j 
' - ,.. )! 

, I ·, 
!10 ~2 ~ ' 

!l 

rn.a 
-• 
- i .: L. '' 

L9 ~ ' 

!0 r.l . 
-· 

~ a 
rr. I& 

J 1 
I ~/. ~ 

ti 

,, 
IL 

II 
.. -' 

_Q :JZ 

- 1/ 

-
.. -

'7 .... , 
1/. 

.. 
J ~ 
J ~ 

--
' "J [I_ 

!3 I )__ 
J ~ : 

J -- /!0 -:t: ~ 

,_ "' 
!l ~ 

) .a lJ J li 2IJO ;Lt 
) • V.~9 '! - ./55 .1:1 J ma ;LI 

. ' 

.&Daul-~~.,. MciwtiJ 1id.l.e D a Pill' lltatu by Pllir- period8 
ODll' - .,: lea'fe eaned te a1V" partial ~ P*.lod:- · 

•r.aw 1-ar -. OD 1/l/~~ ·(.l.mm&L lean MCU~d.&\ica to 
,.. ~'tel'ld.De4 at cloee ot thi• piiJ' period.) · , 

HlO houN -.cl.laat oQS)].ete pq pel":l.ocl tor ~ 
Sa~ O&te&G1'7 MOb: J'Nr• 

U. S
. A
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~ 
QD .. 

I 
~ i 
~ 
t:l ; 
z 

..,., 
0 
~ 
,c. 

LAST NAME FlRSI' NAME AND INITIAL IDEJmFICA'nON NO. I TYPE OF APPOIJmiEXI' AGENCY I CALENDAR YEAR 
Stliii.S.d Fonn No. 113'7 LEAVE RECORD F-.,._.... by Co!nJ!, Goa., U S. 
GeD.aiJto&~No. tt2 ---~ J-21,19tli 

ANMUAL SICK TORY 11M£ RECORD 
~ 

ANNUAL .SICK WITHOU1' PAY i PAY 

-
ABSENCE 

PER. T- HilS. TAKEII HilS, PER. T- HilS. TAKEII HilS. .........:..-1'1\Y 
PAY IIIUIS HouRS 

~ NO. NO. 11M. 
HilL lVI'AL Acat. HilL TOI'AL IICClt, HilS. TOI'AL ACal. HilL TOI'AL Acal. 111111'1 'IYftl 11115, TOI'AL 1'1111110 Wllllllm T-

I a 

I ! 
i I .. 

..1 
. 

I I. 
REIWIKS 

I 
Y£ARL Y SUMMARY (IIOIIIIS) 

ITEM AIIIL SICK 

i IALfORWARDm 

YR. ACCRUAl 

! TOTAL 

LAST !Wilt FIRSt IIAIIE AND IIUJIAL 
I TOI'AL TAKEN 

IJALAIICE 

IDfJIIVJCA110N NQ. 
TYNOf ~HTMEU I EOD DATE I AGDICY I CALamAR YEAR 

U. S
. A
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I --
g: ... 

I 

Cit 

i .... 
S•Uh, .. 

.......... J'ranlc &. IUICI .TftnA• Ct tv ..,. 
Lanb 11vh1on t.ean ~ 

........... 
brauaht fofward"""' ar1or Dllrlad ··············-···· 

.......... 
Justice 

- - ---1'11111--
t.ean .......,. duriu this reDOI"tiD~r ---········-·--·-··--··· 

~ AQftlla .. af leoa'Je aftllable dlltlnl! &Ills period. - -- ---------
nME AJID AnENDANCE TarA!. 

. 
-.!liS 

_._.. 
TIME WORilm - nM£ AISOIT 

IEPOIT ~T£ llll11olls" 
CDIII'O- COOOI'Effo IN 1 . . 

CIUI" 11/D 0/f UIClP SICII 
8tllndUd 

tt 
Jllorm No. 1110 SATORY ~TORY 

~~No.JD-!m.) 
CGIIIp. OeD., u. Bua • 8. 

M., ,lNI . Moa • 

- -
IEIWIKS . Tae. 

i Wed. ..,. 
.,/ 

8 IPSS 

I Tbu. .,.,. 
l Prl. v' 
: Sat. ..... 

FIIIST - TarAL .••••••••••• 32. 
! ."' X X X X X X 

Sun. 
i Koa. "' 'I 
i ., 
i . . 

Tae. 
Wed. ...... 
Tina. ., ~ ~s 

! Prl. . ., 
• I Bot. 

X X X X X X 

...,.....,.,. 
SEmiiD WIDClOfAL.. •• 3'1 IJ 
MY-TarAL •.• 

,_ 
. ... _ ... 

---- '-" «< ,. , ~ ~.:
~ ronrn ••...•.. ---······· X X X 'N. ~at..- af \bls nedod .••••.••.•••••••..• ·•·••···••••• 

:R.ud WI J1Q period ••••••••••• W. 0. P. total lor ISimdar voar lo eac1 af IWior ...tad •••••• Oertllle4 eo~reet 

ToCII1 ior IIIII PQ period. ....... W. 0. P. total fof ealeadar _, lo fllld ot thll .-IM. ----
JllliOd..----·-····· "Cer\IIIIMIOD llr SIC& L&UL ., ... &1111 .., ..,.. $..~ 

~::::.--.......... - .... a- I ..... F MP d FUd IIIII PQ period_ .......... .. ,., 1-1-1 (8apnllar ar -a.oo .. ltftM IIIRebepel) 

Baleael K- oftbllllaY -'od.. 
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FORM 6 
-FonDNo.nu 

,_., ... .._ ...... .._ 801 .......... ~'l'nmll...-. 

eoal',.~fi.L 
TIME AND ATTENDANCE REPORT W-.o W .... od 1'01 

=--~-...... A":Q....-==-~-r.a. «;T...__,,_ W•... OT-- W• 
Ooonl ltopll-No._, 

lf.,.._Aboft- 111 be ~ lnl ,._of •-
... 

~=~1=:,...1..,_ 
oa -~ u.. or- dollt-. u.. 11oan1 .. bl"'*' 

·--IJFemp!O,oo'l- .. 111114 ..... 

.A.poJey JUSTICI Report1a1 UDi~ Bloak Tour of Duty P&7 Period No. 

JUJB IINPI.Onll -· 
AIMIJi. JII V. IJCODS 2 16 

nUT 

OJ' 
lloiL ,.,._ ,_ 

WJtEI: 

....... ..... ...... 
IN PATITATUI 'l'DOAINIIINT c ..... 

.,. 
Jlu. .... . IIIOO!fD WJt:U: 

llaw, Tn. ....... .. 
BOU1UI 

... 
... Ill•. rom ....... Pu Tnrt 1ft :II> ...._ WllD. Aft. IIII:K' LWOP WAlt con. o.ua 

JoltAMS, JOD Q.. v c./ a/ v v v ...... 
To'rll 

I 11 ._ 8 Bue 

,. 
16 

$ 

~F- ~I 
2 • JllOlfll, ....... o/ ...... JDJJAMII o/ ....... .,... -rs T"l& 'T ........ 

a 101, JAil v ........ 

-
..... , 

Bue 

"' 
.... 

fM 

v v v .. 
-

...... Bue 8 I 
A w 

-ro l:r D 

' ,.... JOlil, JOD W. ....... ,/ v "" ..... ...... fl s- i? R 
t./ ¥ c.. 

<.T' CT ifUIP 
6 ~ v v ....... !OS, MAllY "' ....... .,. "" t ~ Bue 1.2 .y' 

5 
All" 1#'71 

8 g .. I .. g ,. 
~ $ 

a i' ....... v v r/ t/ Bue !0:1, !ICIAD 4/t; 
A- ~ 

~,: 

7 Bue 

• Bue 

I ]1-

10 Bue 

11 Due 

12 B.-

llBMARKB: Tor.u.a 

\:,r.t. 'C. .,~ __, 
.. a..........,. .. ,.,,.c •nee .....,_... "1-"'J lbltn--dao IAI-wblob- •rarda., . 

____ 
L~,S"' 
~ 

')S4C.IT21 U-----43 (lfat"f! 1•· 1081 .No. l 
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TIME AND ATTENDANCE REPORT 

"-' 

--
iloportloa UDII BIDek TouroiDaly PayP.tociNo. 

J1DT1nn:: .. ... ..... ... .... .... ..... 
U:OOHDWII.I: BOVUDt'P4YITA'fH 

...... ..... ..... ... .... - = ..... .... -· TBUAUUM' 

NAid O.&.II:I'LO~ -=..,:. ~· ..... ""'" .. LWO 

1 """" ·-
I 

-, -
' 

-
I 

-
• 

-
7 

-
I 

-
I 

-
10 

-
II 

-
1.1 

-
II 

-
•• 

-
II 

-
II 

-
17 

-
II 

-
It 

-
:110 

-
-
a-

11 

II 

:II 

-
llo 

-
:II 

-
,. --
.. 
77 --
UJUIUtS: 

T_,. 
Conlaed-: 

.... _____ --- /l'iliiiMOI __,.. .................................. ~-----
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TITLE 8: ADMINISTRATIVE DmSION 

FORM 8 (face) 

Name Mama, John Q. --- Date 4-17-53 
(.Print or ~Laat. l'lm. JUcldleiJilt!al) 

Organlzatiopal mdt Adain. Diy •. =...ll.tM.r..f...L.-.2 ___ _ 
TYPE D Annual · 8 Without pay 

of ~ Sick• Compensatorr 
LEAVE 0 Other (specify)'·----~-----
No'. of hours 32.... to begbi' •• ~lk.--.9-{::.:- To end !f-16, 

(Month, date, time) - , 
5: 30 /...., \p. m. 

NOTE.-Al:lnuallcave authorized In eN'~ til tbQ~ to your ert'dlt will be cbarced to leave without P.,. 
•1 certify that this absence was due to ~illness which incapacitated me for duty; 

EAVE Form l'l!proved. 
Dudret DII:Wl No. ~1\022.1. 

FORM 8 (back) 

CF;,RTIFICATE OF PB.YSI~ OR PRACTITIONER 

I CERTIFY that JohA Q. Mu...l. __ was tttid~ my professional 

cam.fm~ ~-l.l-. ---• 19 . .:..5l, tb.rw~J.L-~-~ 19..53-
tMonthanci.CJq) --~-~ancldq) ·. 

4-1?-53 . . ~·~ Q 't!:AP 
(Date) ( ) · 

·2222.11~ st. a.w. 
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TITLE 8: ADMINISTRATIVE DMSION 

FORM 9 (face) 

....... ,,..,_ 
·--~~~ 

I.~DATA .. w::;=~ 
Dae. 'J"o e.. I: :T ....... ... --~ .,., ,.Jl •I ,1( '"l"" ..... I ... _I .... 

19 i ,;}... 
e..~IMDNAlVMOIWAMnolk .,.., 
~~..:t.:-. ,J i ..... ..L u ~ ~ ..... "' • ..... .:tj.2J/S3 S!IM.,..tNa1t~ 

.. _.10fUARIJIIIIRISI II 

tuM - .... 
................. ll ___ ,...,. _. .......... ,.._ ..... ---·······- 67'1 IU6 

1/0 JO 
-

t.TO"~- - ··- -··-···- --··- 71'1 iJI. 
:-----

U$DIC£ IIIT"IMIT ~&Y 

"'o.HIA& ........ 

........................ , .... --
,..,.,..Nca....,..., .. 0 

XXIII 

.. __ -- -
a.1.WOPuw--.. 
.. ,woe. .............. ~ 0 

""' 
..... llfWY .. 

DO" 

....... 
IIW._......4•tfai~~WC'IIf 0 

.... 
~~~' .,. ...... q: 

.,.,.,.,.., ...................... TOT-.LI• 1.3 .SI 

... ·~, 

·---· 
~ -

·---· 
.....,_., ..... 

-
-, y,.f:~o . 

-170 171~ 

... - ..... 

-~1!"7:7.!1 .....,.l._, •• 2'--1-S .3 H .... £ 

--
_lttU, .... ....... ..,.Nf .. ~(J41M& .............. 

~...J...!Q;ifJ'J ~t;t.;iiZ~~ ~:~~ .. --;) H.(zt' .•. IJo --:i. 3-8.10/ 

IICOID Of LIAVI DATA TIANIIIIIID • -
IJI.'.o'!llUC'liOIIS fCI\ !I!E PltEl'IJII.fiON Of StANl1AIID rotul NO, 1~-IIEV, 1 

liSCO:""' or W'VIIIltA WNSIFJUI:D 

1, IDtqo the llPII aiiCI !Iiddle ill'ltiall(•) 'ot emplo7"• ecrte.red b7 the 
tor-. 

a. llldtcate empio)'••'• ltatu. toJ' leave pu~··· 'bJ tilltns in ~te 
of entra~~ce 011 dut'7 at tM releadua organ1sat1oll1 and iNert 
l tOJ' F/T lPull TiM or P/T (Put TiM), 

3, Show emplo;re11 1s total cJ"edi tabla ael'Yiee foJ' lea.,. p~~rroaee, •• 
ot uta ot Npo~:-at.ion, in JetJ's, -the, and d•7•• 

£, S11o1t - illtoraation that appears ell Standard Fort~ llo, ~Q, !loti• 
t1c&tion of Per1o-1 Act1on1 e!!aotiDc aapar&t.ion, 

5. E11ter 'bela~•• of &llllu&l Pd aiok len' brought Cof'llard f'rola cloaa 
Of l'l'eViOUI )'Ml'o 

(OVER) 
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rou • a-t> 
(., Xnter t.l.al ala throuah whieh lane b:.a he~~o t'r<illlt.et, an8 ental' 

the atiOWit of annual and dell: la.,.e euaed and crei!it4d •inc• tile 
~~ o! ~- our~!lt. ~a ..... , .. 

7. 'Ental' tile aua of tile prior bdai!IIIU 4IDd currM~ acc...-l.t. 

8. &ntar ae an 1t••· to be eubtracted, ~ reduction in creclita caua•• 
bJ abaanoea 11!1 DOII•Jlll7 atatus, 

9, 1:1ltar u a11 itea tor •ubtractioJJ, the total -ber ol boura ot 
annual aDd aiel!: lane ta~n ciurilll the currellt :r .. r throups data 
!'t aa.-.rauon aa rho'lll ill It•• .4. 

10, Ent.er the tisuree dari.,ed b7 aubtractiJIC the t,otal rec1uct1011 in 
credi La •nd leave taken !1'011 the total t1cure• ill Itaa 7. 

11. Enter number or houre or annual leaH (includinc applicable 
holidq tiM) paid in lUJIIP-sum at ti• ot aaparatioll, 

12, Enter aalal')' rata at •hich luap.1ua p111111nt "' COIIPitted, It 
aore then 0111 aalel')' rete ••• 1Jivo1Yecl1 atate U. nu.bel' of bova 
-putad at aich r-ata. 

13, llltar the inolusha celeDC!ar datea allll 111111ber or boura on 111011 
datea included in the lump-aua .. lean period • 

..... . ·, ••. !; 

J..4, IDwr. the nuaber ot bou.·a a blanca 11!1 a. DOA-PaJ. 
·ell'la'Ddal' ,.a1r ill Wllieb ·..,.raw. . . ~ . · : · · ·· a\atltl · durinc 

l; . 
.•• ~ ~-· . . . . ' 'l. t, : .I, • . : .. •. •- ! ' :. l . ~ 

~ , Intel' the beaillftilll date of tha wai tllll period tOll' atap lnora••, 
an4 

a a.. %ota1 ~be~ ~t hp:ara of leave Without pq aa4/or turloup 
· ~·· tt~Ut.wc period be&all, an4 

b, ':'ot.r.l nuaober ot boura of' abaenoe •1 t.hol;t lana and/or au-
. pud.aA .11Doa . Hit4Jic. . J!triod \M~Pllo · . ' · . ' ... .. 

lt·, Ellter -ber ot d171 of llilitary leave fol' tra1ninc purpoaaa, aa 
diatl!ltluielwd troa acti•• dut7 flrioda, crantad f'l'oa be&iMiDI of 
t'Urr&llt cd1ndlir J' .. r. 

17. Eater pert1nlllt illtorMt1on not tpecit:locll:J required. alaawllllre 
on tbll ton, aucll., 011er11., or territorial dittarent:l.al, ate. 

18, the penon ba•lftl raaponalbilit)' tor aoourao;r or laaft reoorde 
will alp th1a ton, 111111oat1111 Ilia title and tbll dlte. 

l8a, Inter addreu and pbona JJuaber to wbioll inqu1r1•• repl'dinl tb1l 
recol'd clw-uld be dlnctad, U. S

. A
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TITLE' 8: ADMIN18TRATWE DiVISiON 

FORM 10 

DEPARTMENT OF 1USTlCE 

EMPLOYEE SUGGESTION (bate). 

Name: Dlvialon: -------- Roollll No.,..,...:----Telepboue No. 
Checlt whether Ur, 0 Ura. 0 Was 0 

l auss••t:· 

Ita advmtaa .. are: 

lt should save at least $ _____ ..... 11411y. 

The uae by the United State.• of my eu.aseation. &ball DOt form the baala of a 
further clalftl of any uature by me, my heirs, or aulgn• upon the UDited States. 

(Sl1ualure of Susae~ter) 

Dlvlalon (or Bureau) Head'& co~ ---.... ~=,..----­(Name) (bate) 

Approve:. 
Disapprove: 
Estimated SaviDaSI (Sijuature) 

(1ltle) 

U. S
. A
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TITLE 8: ADMINISTRATIVE DmSION 

FORM 11 
Oepartaent of Justice 

R!OOMMINOATION fOR SUPERIOR AC~PLISHMINT AWARD 
Date __________ __ 

To: The Administrative· AssistAnt Attorney Cieueral 
Attenticm: Efficiency Awards Committee 

(Dlvlalon, &urea~ or Ottloe) 

Subject: Superior· Accomplishment Award 
Title VU Classification Act of 1949 

The following recomrnendatlon ls presented for your consideration: 

Divlsiou: N~e: 

Grade: · Pbsitlon title: 
i Date: Amount: Liut salAry lncrease: 

L~st superior ac:c:omplishment award: Date: Amount: 

· D~sc:dptiOil of superior accomplishment. Include followbi.a information: 
I 

{a) What the atan4ar4a are tor this •• ,tor••'• t~ ot work or 
wha& la aoraatlr eK,ectad ln &he ,oaitlonj (b) What thia aa,lor•• 
414J (o) How tha work ha.414 aacaa4•4 tna atan4ar4a, or bow tho 
14aa or aatho4 or •••loa 11 a&,aota4 to la,roYa aarYlca, or how tha 
.,eolal aot or aarY1oa ••••••• the noraal raqulraaanta. ot hla 'ob. 

Read of Dlvi.eiOII or a;, • .., 

u.la, Aaalltut Attar .. , laural DOte 

S U P E R I 0 R A C C 0 N P L I S .H N E N T A W A R D 

U. S
. A
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WAIIIIIIG-DIIII .... IIIII flnlllllll ,. .I DESIIIIATIOII OF BENEFICIARY I 

......., IOAII-. .. 
.... ... ...... 

---~ 
~ CII:IIII'JMUD--Il.t. 

CIVIL SERVICE RETil'IEMEIIT SYSTEM 
_ ............... .,..., 

A. INFORMATION CONCERNING THE DESIGNATOR 
~--· -~ (J'.ir ) .. CM- -1 I'DOftOF- S. OATI aF lMIS DESIIiMTIOH 

(FMI) 
(Dq) -to) { ..... (P'.,) 

I 
t.IIIJIUTMIJIT 01t lliDCY Ill .,....at ...csam,y M LASr EJUI\O'tlD. UICI.UDIN&IUIIL\II OR DIVIs.aN S. a.AIM JIIIUNIIJI • llllTIRID 

I CSA- : 

.. t=:.r... ·J,tlll~:~~==r~~~~JC:":..-d==~: ~=~tll.:.'M~ao:'~~ 
tbot tho nr:; d<ltJI,--

1 

wOo oaq q .. tify fo< tWo 
.......- will f'aMia ia •nd 

-~ el'«t _.... ~louetlclorFwlll-
«110tfl 

:r ... caace1cd ~ '..,.ill wri 
.,q.7.i!:' .-,-.,._DIY 

a. INFORMATION CONCERNING THE BENEFICIARY OR BEN£FIC1o\RIE!I -- I 

TYII.M....,,_... ......... .,....,_,., EIIftlii..MIOUST...UC 1'WIOili'WifT....aOiact~IPU'IC'M'I' ...... ,_.... SM.\III.TOKMIDTO 

J ~Mrct~J' 41rect. _...... otherwiN inclicaHd abcwe, tbat. it more than ... ........,. a. ~~aiDed., the eMn: olanr ~ bracldaty 01' who mu ~ 
4te lld'CII"t' a......__ bcDe6t ~ ~ •• 1M diltrikted. .._ ..... ,.a-.; tile IW"'triaa: benefkiarin. or C~ntlrdr w the a111'YiYor. If none ol dM 
_ ....... .--....... ..,. ..... - - .... l>le.tbled..._.... ....... wold. 

-"""' .. ..,..........co NOT PRINn 
C.WITNESSfS 
Wa. 1'11& .,........._ CIAtftn 1'1LU nua UISTh11&111' wu -.olflt.D .. ova .... ..._ 

<--• -Dei NOT PRIHT) can'.- ......... mm) 

......- .. ..--co NOT PRINn 

__ ---......, (afY.- ,...,.""' 
PUff Oll1YPI YOUR JWiE Ala) ADORDS TO tHSUM. RETUM Of a::1t (-.."" lo• 11-la•- ol U.S. CI<IU 

·So-.Comm_,.) 

I I 

L _j 
- -- ·- - L__ ____ 

MAIL BOTH COPIES TO THE UNITED STATES CIVIL SERVICE COMMISSION, WASHINGTON 25, D. C . ........,... 
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llilf'Qil.TAKT.-TIII Foiuc loll loU fi!IA GMI* ~ Ail~ Y•llar ........... lladMioiiiiJ fW. lot hQITij JIMio ill tlil Flilil ill! hu..,. Yo~~~ 'ilia~

EXAMPLES OF DESIGJIATIOMS 
HOW TO DESIGNATE ONE IIENEI"'CIARY 

tnotOI....,. RIIITIIA ... ....,JCIU1 IIIIOCK.I:'IIrf"ML../IIIIIIJU5TMNI. w -·- SIIIMI1'o•Nm101 t'fKIM.-r~Df'IAQI~ U(.M "'"""""""' Dt let t~:rlte SAIWI II. JOHES • 22 Ela Street, LiM, Ohio Sister All -uS. II. 
!--- JICIUorullca. 

GeorpLJ.,_ 

HOW TO DESIGNATE MORE THAN ONE BENEFICIARY 

1'lf'[OI. .... ffii!Sf~='~MDL.Aa'MUII fYJII:DI.I'IIIIf ....... OICAal~ MLA1JGMU" S::,~TO 

IIARY A. SIIITH 4902 Oak Street, Jason, North Dakota Aunt One-halt •• 111ft tk• 

1------------------+-------------;----;----- u .... tollo(lOI<I 
tot~·-· 

I.HMA D. BROWM 50 Duke Street, Jason, North Dakota Cousin . One-fourth ,gr~., ,, 
IIEIIRY_ G. BROllll _____ 50 Duke Street, Jaso~. North~~ Cousi~-~e-tourth 

HOW TO 

...... 
DESIGNATE A CONTINGENT BENEFICIARY 

Tl'P£0&.-ctnaTIIWII....o.tltlrt&I&..-UII".....: .................. -.TOKPMITO 

CATHmDIE J. 

- T'rfll:lllt,_..,_OIIACIIIOII'tCIUif ....-
ANDERSON; it livin& 91 AdaaS Place, Syracuse, New York Niece All 

Otherwise to: 
- 69 Harris Avenue. Clavolanli. Ohio .Map!!•• All JO!f( L. JONES 

-- -- - -- ---------- -- --- -

HOW TO , CANC£1.. A DESIGNATION OF BENEFICIARY 
11f'l: Cll PWNr nuT IWil, IIIODU 

__ 
IITIIIL,. IIIDUII' M.WI 1YPiORIIIIIIIT..,._O/IIAOt.~l.fiGII:U&'f r::a:1d~ 

cancel Prior Das1&nat1on 
:.~od"i7 clrcumataaca 

~ to ·~-:r~,.., 
• ..... or lulbUcl. 

... 
~~~~.,. ... ,r:. 

~--- ......._.., 
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WAillllll--llo ................. .............. , .WTIOII OF BEIIEJICMIY 

-- I ......... .......... ......... & Mea-CIVIL &I!RVICIE REnREMENT 

I 
IIY!niM ._ 

. -
..,~ . 

A. INFORMATION CX»>CERNING THE DISIGNATOR 
.... 

Lonl-,.'11111....._ 
L- - - -- LDAn:IW..,. (1'- -01 LO..-·- ~- . 

f-c:-............. -.IIIJOI-YCIIl&Mr......U.-..--CIIl-
CSA-

---
~"'=.f".r.:-:·.::::::r~~~:.:-:.c=:::::~":s..~~~"l..--~-~~ 
~=::swl~~.,~==:t.==:..::.~::.":'!~·--y .. uolll)r..-~--~---

B. INI'ORMATIOH CONCI!RHING THE BENEFICIARY OR BENEI'ICIARIES ..... 
.... 

ftiKM,_..,_..._ ....... ......._.WLMT.-.1: TYf'l_al.....,_tJ/Iuatftlllln::I.UtY ... ,_ -.. ......... _
~~.~1\7i 

~, tW\L1t~~ ~ ~ 
l\JI ~ ... 

____ ... .........,. ___ llle,.llalo ........... .. ~~~~=-.=-:.=·=-~=:.:.~ -loe-. =-~rd:r~ • ..:.:., ::t~:.:,...:: ·:-_-.,-.: 

..... _. --·-· DO NOT PRIN1) 
C.·WiniESSa 

I liQ,.altlllf'I'~~~WM_. .... ._.... 

<-., ;mu;:::b() NOT PRINi) --- tom. _____ .,.. 

-· ,.,.. ..... ....., 
NMf OR tnt: YOUR IWIE MD ADDRDS 1V ...,. IET\IM 01 coPY c-.- ~o~ -·~------""a-., D. & Clrll 1

r I 
s-looC.--.) 

.. I

L --' I
- --

TBJI DUPLI~TB WILL 8& JIBTCRl(IU) '1'0 YOU 
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Gil .. 

wDNING-n.~~a~:·u ai.t t111o,.. 
.... ....,.,._ lliaop.om ._.. beacfit '*" ........ 

11 )'Oil en~ to bave 'l>en<fidet1•• bececci...S b)' the Civil Service Com .... 
whldl ...., become _...... priat to the dutb or tba ~ or .,.._ ""'PIOJM to 

to Ill!= OniCr ol be valid. . 
~ whldl roUotn. • 4. Caacelat!M or • prior deolp>atlaa ml7 be cMectecl ....... 

JtErlltJtiiiQfT Ac:f OltDEit f1ll PRECEDBNCB tbc aamiDI ol a - beadlciarJ' b)' ...uiac Gilt • -
Standard Form UOI aod m.tiDt; Ia lho opace prorilod lot 

lr tllaw II .0 ... .....,S ........,. 1iYiDL an,r lump-a~U~a aame or beMficiaoy, wordl. 
bcullt..,.. ~ be 

tho "C-' Prior DaipatlaL'" 
~ble ..-t~~oo death or.., emploJft or cr ,._.,. All deslptiou ol bcndlciary &led ber.,... Scplrmbor 1, 1!150. r-er ~ wlll P"JJIble ta tbe lint- 'bave been ..-led b)' lit.w. It lo DOt ,_oy to file •­

llillled WoW wbo aa.o allw"" the dallt title to the pa,_nt an-. rona to cuce1 a cleoipatloa ftlll<fe ber~ that c1atc. 
1. To tile 1fldaw or 'llidowU. $, 't1IJa fAwm io - ,..,......t llltoacled U a 'C'oltiJ, aa<l mioccllan- prowl-
:t. U aeitbcw ~ tbe ...._, to the cllild or Ia olont,IDclllll 

-* 
clliklml cqul CJl juat clebto, pa)'IHDt"" the INIIIlbb' 

lnatallmcat etc., dccalacd pl8l, will ......... wlt1o tile ...... Ill- child diolriboit<d not be ._u.d, 

~altllat clrild-
u-

8. A clcoiptioa l'ree or .......... cw altentloao oboalcl be IIW Ill 
3. fll•abcwe, to·llla pamata 1a equal w-or tile Gilder to a'VIIld a ...,.;we ..,.._ artor dootll. 

aatlte - to tbe em'ri'l'lac paltllt. 7. Tbe dapllcate will be returned to ,.... aa evidence t1oat U. 
4, U DODC flltlla allow, to tht -.:at« w admlalatratw ol or1c1oa1 bao boea received aad lied. Whea ;rou receive tile 

tht-tealthe~ dapllate, tu. It witb your iaopootaAt papen. .AI\et' ~
s. lr ....... altlloi ...._, to the- olllla aiiCicr tbe ..... ol dull> tbe bcoldiciary, Cll' -actio& for the .......-,., 

s-.. aboalcl wb1cll 

IOIDO-
reque1t the Civil decodeDt - doaPcilecl. w Scrw~ce Commiuion to ram~~~~ tht the • 

rcr- blaall:"" wtaida to ... application r ... ... ·ron-_.,.,. ...,_be....._ 
AIQO'IwDp-nm lieaellt 

k.la-~ ~ to wblch...., .. pqable. 
cleoipate a bcaelciaoy to ,....c or 
....- aot bldticlld allow, or ID a dilraeat order. REOULA.TIONS 

PURPOIB q; DESIGNATIMG A tmNEPJCL\RY 1. ftc cleoipadoo Ill~ ..... be ia tnitlac, ........ aod 
witDeoaocl, and ....,.;....s 111 the ClvD Setvico c.;, • · 

A~ ol beMficiary II lot~ bmeftt ~ prior to the cleatb olthe ....__. 
ODIT. aod cloa&.-.!«ect tile ript ol•7- wbo cu.tll&eo to 2. No..._.. or caacellation Ill Ia receive •unillw Mllui17 bcnafita.; Such - papble boDellciar7 a laot will ar .-.. .beoe&ta 
either b)' opefttiala·allaw «an reioolt olaa dectioa asaile b)' • _., • iiJ-other- DOt wl~ aod lllll• 
ntirin& em..,_. lunivor -~ bcllelita ancr b)' -llfC! buc4 required rcauJatloao llball llave 8IQO' rarce ar cil'ct. 
Olltbiorotm. 3. A wi- to a c1eai111at1oo Ill bmdciary io Jaeli&ible to ..aolft. 

1!18TRVCTIOJIS .,.,_ ... bendlciar7· 
1, Tbe eaamplca ptat.l OD lila lladi: CJltbe lint ,.e _.,.be llelp- 4. Afr¥ ~!Ina, -soontiM. or Iepllllltl~ maT be ........ 

1\d to-- beacficiatJ'. . 
2. Type or~ ...r_. allctrioloseopt 

w--.-
...,._ 5. A ebup or beDelciatr maT be 11111c1e at..., time aad ....... 

3. Pill out bath coploa to lila lhllbld Bta• Civil the 
c.. c. SeMce bowleclae- - Ill 

'nla. u, tM ..,....,.., ~;· ... 
D. Tbe cletipatiGD Ill • tblo fl&bt- be wai....S • reouieted. · .·• 
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TITLB 8: ADMINISTRATIVE DMSION 

FORM 18 (face) 

BMPLOYEE'S ......... NOTICE ...,_.c.. OF __ INJURY ..... .,..,._._,,uu. OR OCCtJPA110NAL .. ...-.. ~ISEA.SE 

Data"ofthll notice---------. 19-

s. lhenb7certlf1thatt·amemp.,_ua _________ ..,
1
,..-=,,......--------

dtha----------------------=m-~~~-~,~ 

------
•• -.~.------------------------

-----:::_,...,~,....-~--- -= ...... ,.,.,..-----,---. 19__, at -· ....... '""' 111. 

lwu bafand Ia tha~ollll)'datfltat _________ --:-:-
1
,_....,...-_.,........,_,...,---....,..,=-----------

I. CuM olbaflll'J------------:-::--c~ .. .,..-..,.._--___ :--_.....,...., .... ,..._:-:----..,,---------------

4. N- of witMINI to baf1117-....,...--------------------------

1. If thliiiOtice- DDt 11-wiWa C8 baan afW thabafiii7,IIICPI&I!I- tor delq IIIII atata - ot s-- to 

""'- DOtlcewu ftntli...,ud wlla ----------....... ---------

HUN---------------------
~---------.. ---... ~---~---------

-~ .... ··--- ......-... -U. S
. A
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169 
TITLE 8: ADMINISTRATIVE DIVISION 

FORM 13 (back) 

SUP.ERVJSOB'S REPORT 01' INJllllY 
..... .,..._.. ..... .,r.,., ..... _ ..... __ .,~ 

~_..._ ... ... _ 
Bureau oroalee -...,,=-u.-::L:-::.,,-.,:::--=-= .... =.:-.,=-"':::-..,,.:-,..=,-

Dlvlaloa, lhop, etc. 

N&m~olbljureci4JDployee _______ ::: .. 
1
:::,.:-::-=-=-::....,;;:;------- .,. __ s. __ _ 

Lenith of tim 

-
• at trad eoroeeupa tl oa yean 111011 

l. 

-------
.,_,..oclclontorllultiiUanlt.UrCwllotbi,JoN4 ... daloc.wllalkappoood,oto.l 

·------- ----·----
---

.. = 
--·· - -- ----- -- ----
-----:n-:::.~":1~==-::==r~::r=-~ :l"..:.:r"',=.~;""--. .. 

... ·- ------···--------·--
L 'll'btwudoM 
--------

~-· - - -----
lo_.provldod ~-tl,. ...., ---orcUiriNIMdofWW, -u·~ ....,.,........,...., ~--1..:.,-f J_plor (Por-'"•Polllft .. -....,..._) ----

----
...... 
. 

,liu ... "-"'·--lu--f 

- -
----· 

f,ftallo..-........ .. ,_ __ , 

------· -- ----- ·- ----
Tille 

-

-"' 
- --

IIIPoo41>1---
-------

'l'lllo 

o-.mta'!f-..OIIolol ------ (-,.._..,.._ .. _... .. ~·-··· - -
---.------·---- - - ·-- -----

-of-~·( ..... _, Jl'lzolall Jll.llllalr ~a~...,·----- Doolla ---

Kalan of""'""' ---- l'ut<tll...,. .. _ U. S
. A
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~· 8: ADMINISTRATIV~ :OIVISION 

U. S
. A

TTORNEYS M
ANUAL 1

95
3



i -... 
! 

OFFICIAL SUPERIOR'S REPORT OF INJ'lJRY 

:or:=::=:-.==.~~-==~~~=-:t..~.'t~r·-u...,.-, ........ -~ .. ·-•:.r:na---. .. -.l_ll' .. 1'!"f:.!!:J-·-------:::.=--u. ~ 
1. Dtp.-t • ---:,:;ii;:.,::-,-::-<=:-:-=,--- I. s.-oroll!oce-----..~:::_-:;_c:-,II"•""'""'-='""".-):.-----
L PWe of .,.plo:rmqt -(A~-,;;;-.,;;. -.;j----. . --, ICIOool ____ _, 

---~

" Jl4)lortlna .... ·-- ·-·-----,~.,----L N- of RperlnteDclent or fo_, ID c:harp when lnjuJ:7 ............t ... .. 

L N- of lnjunod -ploree --(Qi;;'j;;i"""..;;;o·o;-toi)-- T. Ap __ I. 11u ---- t. R----

10.. ~ ..w. ..... -----,-··---· cs ..... ~ .. ·---------1 -----·-----------!CIIo,.•-1 -------IS-I 
lL Ocoupatlon and dl.t.icmi'QiOf".._-;;w;;:;r,;;;,r,ii;i;i.;;:w;;..-:-.;;;w;;;-~; 12. Wu omplo- doiDc hill NauJu

workT =------· If not, wllat workf --~--·--·-------------·-.. ·---·------

lL Totaii.,.U. of oan!ce will!. U.e Goftnlmoat u a d~llaDT '1111 ..... ----------------·--·--··------------

...,.,.. 1'- H- loDe at p..,nt wad: in 11!.1• -bllthmentt ---------·--·--····-------------------

16. Date~ of otl!.ar injuria ..... ------------------·--·---------·---·---------
and "''*'- ftluecl at $ .......... - per ··--

11. Rate of pay 011 date of lnju1:7, $.. per ------{ and quartAn ftluod at •------------- per ---·

11. llmploJoe bectno wort at ----------·------111. 11. Recular da1'1 wurk and&---------·-·---·--on. (M.w •• -.w .. -.) (H~, ... -.e.-.-.) 
lt. Houn ~ per day ---------- 20. Da}'l paid per week --------

11. Plaoe whera lnjuJ:7 ............t ------"(Q,-;;-.;;;;;r;;;;·-., ·;;;;;;.;w;;;;;o;;-~~-~,;;:;-----
21. Date of lnja1:7 --------------• 19 ...... ; day of -k --------------:hour of daJ ---------111. , ------------l ---··--·---111. .... .,-... 

, 
) 

1L Date employee .topped work ___________ , 11 ...... ; day of -k hour of day 
,~ 

U. Date omplofM'• pay oloppod ------ ]J ____ ; day of wHit ........................ ; hour of da:y ------------
..... .. , 
, ........... m, 

) 

21. Hal emp~ nturnecllo workt ----------------------------·----·----------------------·caw....,._. .... , 
18. Win ...,P~ .-I'M pay fl>r an:y portion of aboft aboeDOII on a<~oount of: 

(&) Annual IMve -----------------'-------------·-· (Qtwo--J 
(6) Sick ... ------------ ---ijj;;;-;;;;.;iii;,T""---------
(o) Aay other- ----------------jOJ;.;;.;;;;;;;;,-----------·----· 

:rr. DMcribo Ia fall~ 1niu1:7 a«arncl --------------·-·· 

------------------.-------
IL Stale part of bocl:y lnjuncl and nature and -t of injury --------------------------

'1111..,., lt. Did 1Dju1:7 •- '-of anymCibor or part of !MIIIbort ----- U 10, ~~ -tly -----

ao. Wu ...,ployeo IDjuncl whll<t in perform.- of dutyT ------ U not, or Ia doabt, che detailed at&~ __

at. Wu iDlVJ" oaUIOd by: 
(o) WUitul""'"'"""'uet of the -PIO}'IIIT --- (6) IntontloD of emploYftlo briDC about laJury or daath 

of hlmaelf or another! -----·- ~tcr,'• iatozleatlonT Cit ... ..._. .. ..._ ... ...__.. ..... ._ .... ...._..,_. ... ~;-.., ....W ------------;;,r;;·--­.....a, •.....,......, ....,._ ..._.. .._ 

P, Wu wrl- natiee of lnju1:7 ciftll wlthill 411 hoanl -----·------ If not, did llllmecllata nperior lla'N actal 

lr:llowieclp of lnju1:7T --·(.i;;;;;·iO"~al,";;;;;c,;t.J.;.;;;,-,;.-,.;;,;~-jj";.&;";;.;-;;;o.,j;;;"iil..;;-..-..;;..-1--
11. N-and add.-- of wl- lo Injury-------------------·-------------------

---------------------------------------,--.-----------
----------------------------------·---------........,---
-----~·tii~Wi'i;;;&-;;;,.;.;;·;;;:;-..--.. ;-.;;;~-;;--.c;;;;;-.... ;.-.;.;;;·.-;;-;w.-~-r--­

"' Wp Injury oaUIOd by a U.ir<l party otller tl!.an a ~t employee or queyt ----------- If 110, baa 

emploYft beoll IMtnaetod inc.r=.i.-...:::'.:.£:.w~O:'a~tf.:"'.J.-------------

1;1 II. N...,. and addrou of phylldan who lint attended- ·------·---
§ .... 18. s-- after lnjuryt ------

t _ ...... __ r ..... ..!:.~·~=~-:::wllat:.:and:!haop:oddnu~l~tal=--=:!.!t;~~~·:!:-;~-;:.:attoDdi:.=:::-~~--~:..=.;;;;;·~~~~;:;;;Loeatloa;;;:;;;;;:;;::;;;-;;;.;.:;;-;;;-;;;;-:;;-;;;~~:;;··~~-;.;;-;;;_;;; .... ;;;_;;;_;;;_;;;_;;~~-
w. ___ ·day"' ______________ ,18-

--------~~-~~;-------­

~ (2111o)-
'l' - -----------------
e....,..~~.- c-
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:;: 
.... r 
~ 

STATEMENT OF WITNESSES 

--------------------------------
--------------------------------------------------

--------------------·------------------------------

-----·-····--. ---------.. -·-------------.-----------------------------·····---··-----

Slpocl w. ___ U7 111 ___________ ,a_ 

-----------1.._"' -· 

------·----··---------·-----·----------------------' 

------···-------············-··----·-·---····------'---······---··'··-----······------·--·-------·-·

----------------·-·-·-----------------------------··----~------------------·-------

----·------···-----·----------·----------------------
_____ ,lt __ 

STATEMENT OF GOVERNMENT MEDICAL OFFICER OR PHYSICIAN WHO FIRST 
EXAMINED CASE 

I~ tliat --·-----·--·· CN_of_) -~~- ......... -t,Ol'.....w-1, 
tor _..... oa ----------·----- of lt .... _ M ...................... m.,allll 

,. _____ , -=:-:-:= ciiNide4 Preloable loDcdo 

011---------
diMII!UtJ will lie ---· In DtT opiiWm .U..bWty tlr ... _- 4Mw ~

'----~·-----------------·--··-------
---------------------~··--------

&o.pu.u.t ---·-------- wm .-..tor~-~------····-----·-----oeher dl8polllloll _______ , 
DWI&rpd -------·-··--

--.u --------··--·--·----

8lpM 

------------------
W. ---- daJ' fll _____ , ----11--

U. S
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171 
TITLE 8: ADMINISTRATIVE DIVISION 

FORM 15 

D2PAR'"n1ENT OF JUSTICE 

1. District---·-······-·-·-2. DlvYloa -------- a. Docket No,···········--···-···· 

"- Defeadant'a ume ·-········· ····-·············-·-·-·· 5. Total No. of defeiidanta In cue----······ 
t. OA'eut --····--··---···························--····-·····----·······························-·-···· 

'J, Dalt of Initiation: No.--IJof-,'lfr. S. Naaee of codefendant II 
(1) .Indictment •••••••••••••••••••••••• ·······---. 
(:I) 'lnfor~~~atlon ···--·-·---·-·· ·····-··--·-
(3) R .. anded &om appellate 

covt --···-··-·-······-··· ••••··-··---
(4) Relnatate-t ·····-··········· ·----····-·· 

Other (apedf7) ------ ----

FORM 16 

DEPARTMENT OF JUSTICE 

t. Dlatrlct ···-·····-···············.. 2. Dlvlalon --·-··--· a. Docket No. .. -·---"-··--

4- Defendant's name ····--·-····-········ .. ·····--·-··--· S. Judgea ·····--·--·--

8. Olrellft of whlc:h found guilt7 ··-··-·······-····-·-··-······---·---··--·······----

'f. DI-llion: 10. Seatena or treatme-nt: 
(1) ...... Gulll7 as charged or u to part. (1) Total Imprisonment •• __ ................. . 
(2) ··-- Not pUt7, acquitted. (2) Placed on probaiton for_ ···-·······-
(S) --·· Nollecl or discontinued. (1) Amount of line ....... ___ S ... .. 
(4) ··-· Quashed or dlamlasecl- (4) Amonnt of coat'"-----· ·•-·-··--·-· 

-- Other (apecifJ) ·-····-·-·-- (5) Amount of penaiiJ ....... •----·-·--· 
11. Bow trleoll (1) ·--Court. (Z) ··-·· Jur7. Other sentence (apecifJ) ···········-·-·· 

(3) -·Not tried. 
~- Dalt of anal dlspoaltlon '(iiici.:::o;:.:--r•:r 
D. II· &. &-FIDal CrtJUJnal Docl<e& Report. 

U. S
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172 
TITLE 8: ADMINISTRATIVE DIVISION 

FOIU-117 
'Tara ApprCJVe4 
8~et »urea~ Wo. ~3-~10.3• 

1'0%11 D.J .a. " lii:PAR'l'IIEN'f or .711srre~ 
"WieM 7-7·~ JIO.tm!LT 8l'A'l'181'ICAL I!EPOR! 01' liNIT!D S'I'ATI!:S A'l'!'O~S 

___ DtsrRIC! or--------
llonth of . 19 

SlliiMARr OF CRIIIINAI. AND CIVIL OOC'".a:l'S 

CRIMINAL CIVIL 
llulber ot ~u ot «ards .DUtrtct State 

eaeee (Defendenh) Co\ll"ta . Court. 
A, B, c. D. 

1. Pend iDA clo .. ot ~raced ill& 11011th , , , ---
,, 2. J'iled dur1Dg tl:lh montl:l ............ 

Ta:Ni:1e.ted dur1Dg thie aonth , •••••• 

.... Pa!141DA at close ot this 1110nth ••• , 

'' (a) N-.ber ot coaplatnts pen41nc on C0111pletnt docket at b•IS11!111Dg or 11011tb , 
hl IIUIIber of complaint I enteNd on complatzlt docket ....................... 
(ol JI'UIIher ot ooapletnts disals .. d tl'OOl docket without t'llr1;her· action ...... _ 
(d) Rlllber of ~aints :retaOYed t'!ull docket after further action before 

== 
. c~••t.oDer,. &MAd jur,y, etc. •••••••• ••••••••••••••• •••••..••••• · •..• _ 

(a) liullber ot 0011platnta pend111i on OOIIi!latat docket at cloee ot 11011th ..... __ _ 

6. Ia) NUIIber ot proo.ecliae;a teleen "before grt11>d JUl'J .......................... __ _ 
1:1) NUIIber of ~:roceedlllP 111 wblcl:l sru4 jury round no true "bill ........... __ _ 

7• '(a·) Jiuzlber Of attorneys "before ~lid ,jllr)' dllrii'S 1101'\h """"'"' "'"" •• ---
(1:1) 'l'otal nllllber of dqs befo:re srand jury1 ell attor~~eya .................. __ _ 

8. lhllhr ot d8)'a 111 Di1tr1~. Court: 

lilllber ot 'l'ot~ No. Plece or liol4tns Court 
A'tta~a of Day• 

--
~'·----------------------- (Signed) -----------------------

United S\ahe AUornq U. S
. A
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173 
TITLE 8: ADMINISTRATIVE DMSION 

FORM 18 

DIPAIIDII'!II'l' or :um01 
~mm~Lr BrllrifttCAL REPORl' or VMI'l'I:D tm.TFJ; A'l'l'OIIHIII' 

----- DlSI'IIlcr or ______ _ 

- lion~ of • 19 

l"'lCAllliAL SIIIIARr lOR '1'IIJ IIONDI 
-

TO'l'AL .NIIl1IM' lliJWil IIOlml 

lapoH4 01' a-it,ll4, 
0bU1M4 SWit~e114114 or Collen-4 

A, •• ~-c • 

1. n•• ··•························ 
a. ,. IOI'fei.__ ••••••••••••••••••••• 

~\1H ••••••••••••••••••••••!' 

4· 0\he 
v. 

CtrU l~nh 
8 • ..... ..... ....... 111 mor .... ... 

'· lfot.el I II II II I 

IUBI llofta, a-er 1Jip0at4 
...... 

or OOlleotecl •• :pan of J'ltdfllle1111a 111 mor 
ot the V, s, or •• J111ft ot flu, etc, tthoul4 be 111cl114114 1D tile 
t1.rurea abon &ban. 

01TU 
to, Co.llaotiou 4ar1118 the .a\h tbrolJII)I V, s. B • 

. Aur. wttllnl; utaal auf.' or JIIIIOeeD\1\1011. 

7• t~ lh.llbn or bOiiAe torta1te4 auriDC 110dlli ••••••••••••••••••••••••••••••••• :----
('b) .AM-' ot boD4a ~ozf'elte4 4•1JIS .ald:b •••••••••••• ,,,,,,,,,,,,,,.,,,,, •• t .. ___ _ 

e. ~., -.bar of 4afe1141111ta 011 wllooo _ _, aot1o11 ~ 'lakeD. 4uriq 111111\11 

9, C1TU .attfta IIG' 011 ..0111\ 4ookft: 
(a) Peallaa •' lJe&laalD& of .atoll •••••••••••••••••••••••••••••••••••••••••. ----
(b) Jteoe:IYecl clvias .OJlib 

0

I I I I I I I I I I I I I I I I I I I I I I I I I I It I I I I I 1 I I I I I I I I I I I I I I I I ----

(o) lid,_.. ~Cid-'ed 4111'1118 .a\la wi'laow :reacii1114J eou:r1: 4oDket .................. ----
( 4) 1141114illS at 'IHiti1Dil1D& ot •lith ( Ull4er 9a) •1c11 ellluqunll~ 

..... .... 4o~ ••••••••••••••••••••••••••••••••••••••••••••••••• ----
,., PeJMl.lDa n oloM ot 1110a"b •• , • , • , •••• , • •,,,., ......... , •••• , •••••• •, •, •••. _. __ _ 

u. (a) !o'albft of •"orner• betore appallne .:.ou:r1:a 4111'111& •11t11 ...... •• ....... ----
(b) 'loUl a'-e:r ot clara before •11pellah oouna, all ettorDIJ'a ........... • ----
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175 
TITLE 8: ADMINISTRATIVE DIVISION 

F'ORM 20 
--.No..tU 

REPORT Of PROCEEDINGS BEFORE UNITED STATES COMMISSIONER 

To: UNrn:D STATBS ATTOaNEY 

At ___________ on----19-

Proceedfnpln United States "•· -----------------------

Delcrlptlon: Aae ---- ss_____ ltaee --·--- Bom: Native 0 Fore!ID 0 
Name of complainant and title (If a!J1)··---·-----

Date of complaint ----

OlfeDH c:harced --- Date ofolfenae--·-·-

Where cOIIIDI!tted -·---·------·---- Date of warrant--·-·------

Date of hearlnc---------- Examination waived-------

Defendant releued on bond'-- Couunitted to --------­

D~~(@te)-------

Nameandaddrasofaurei;J'----------------·---

Names and residences of wltneasea --···-----··--

--------··· 

V..U.CS&tlla~. · 

.... .--. ..................... . 
U. S
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TITLE 8: AD.MJNISTRATIVE DIVISION 

FORM 21 

FOl'll llo. 803 
June 1~0 

lZPAlm4EIIT OP JUSTICI 

A'1'I.'OBJIBY 18 BILL 01 COS'rS 

---- :DIS'l'RICT OF ----

vs. ----------~--~-

Doc~t ~o. -------------------------------------

Da~ orJu~nt ------------------------------

llooltetins ••••.••• • • • • • • • • • • • • • • *·-------
Wltneaaea (expert) •••••••••• • • • • • • 

Dsgoait1ona • • · • • • • • 

S~nosraph1o tran~cripta. . . 
f.aea and diabiD'aementa tor pr1nt1116 , • • 

ro.. tor copies ot p&pera tor 118e in tlw cue • 

Other , 

. . . . . 

'mAL • • • • • • • • • • • • • • • • • • • • • • • • • $-________ _ 
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176.1 
TITLE 8: ADMINISTRATIVE DMSION 

FORM21a 
tJlO'l'BD ftA'I'BS A'l'TOJDIBY 

----.. DIIerfctfll ___ _ 

2'A.H~ D . .J. FUeNo.------------
Tml A'ftOUift GmllaAL 
WaAiftgtoR, D. C. Crlm./CI"Vil No.-----------­

FeeL Houal~ Adlll. No.----------

ltuw: 

Sa: 

VfiiM48tUMA--.. 

U• faz a!l r-!ttulcel. Submit o~ 8lld three cop!-. Bemil.tallaia IIUiat. be PQable to eu 
'l'IIAiuua ar ora UNrnD su,. .u 

to 
.e.u.rlll witAM Olllldltiotl. P...-101141 ~ "'uri IN ~ 

Allow deputmant an atn 10 cJaya for proailalna all.bllt:rumeiap with reatr1et1oaa u to. Ume; 
e. •·• P08UL NO'rlll. It Ill imperative that coart numben 81ld" ~ FHA claiJII numbera be ued eo 
that~ IDIJ' be c:rwclited tJie proper account. ...._, .... __ _ 

POR DBPARrllENr ti8B ONLY 

2'11 RBooiDa AIIJoNia'I'&1TIIDH BUNca: -----.lt_ 

DeUverjJiall above Ita· to---------------------
Per _________ _,..._ Dlv, ______ _ 

2'o AcicouJftol BUNca: 

~t~to-------------------------------------

October 1, 19ti8 

U. S
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~ 
l DIDIVJDU.&L OFFICIAL RECRIPT 

PormNo.IOO 
J'orm praaibed ~ 

Comptraller Genen~ u. DEPARTMENT OF JUSnCE s. 
June ll),tPn OFFICE OF UNITED STA~ A"I""""'MtEY 

Receipt Nt? 176102 
------DISTRICT OF----

Case of-----··-············---------·--vs. ····--·-····················--·······-···· No.·········-·····-··-·· ------------·····-• 19 ... --or (Date collected) 

Claim against -················-··-····----·-------··--------------------· ---···------· --···--------------······-(File rof•ronce) (Oi~) (State) 

RECEIVED: The sum of--·-·······--·-············-···········----------·-·······-···-····-··-··-· dollars ($ .......... :. _______ ) 

for····-·--···"-····----------------------·------·-·-·········---····--------···········-·--·-----····-·····--------.,.---·-·····-·-
This receipt not to be coutl'lled as aeeeptanee of olfer in coapromise. Cheeks aeeepted subject to eoDeetion. 

· . UNITED 

i 
STATES ATTORNEY, 

From. ········----~---·······-------·--------------··-· -- . SISK ORICIMAL ONLY 
By ······--·····-···---····-·--·····-············ 

-·-~=-=-====~~-=-=-==: =~.:~=.!'.,~tan .. ""'" .. 
!-·-···-····-··········-···· (Si;;;;;;;;·-·--··-··--·-····--

•ra · 11-113131·1 ORIGINAL 1- ----·--------------·-----·---
(Title ll1ld a:reftC1) 

----------------------------------------~----------------·---------------------~-------------·
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178 
'11TLII 8t. ADIUNISTIUTIVB DIVISION 

FORM II 

______ .Diatrletof _______ _ 

TO: TBII.ADialrllnAft91 Alllft.un' At"anr GJdW., 
, .. ...,.,D.c. ---

r-k 
IBOK:--~------~~~--~~ 

__ -.. 
.. 

_ 
~~~------·-----

.. ___ . 
Dl~N~-----------

BB:---------------

B , 
B 
Q 
u 
B 
8 
'1' 

BlltiJDeWtotal~:._ 

_..., 
____ _ 

~N~-----------
I YOIIatUatl1111rW 

·-............ 
to ~~~evaJ;O.,. n Urlirl 

................ 
a.pa~~; Date __ 

. 
......;;.__ ______ _ 

A 
u 
'1' 
B 
0 
R 
.I z 
~ [J ~ aboulcliM made brtlle U.S. JlaftiiiJ forJ'IIIIIfcllatrlct from the ltllll'OPI'fat; 

I 
0 
N~[J Voaablrllboal41Mt-.rcWttlldl ... torpa,_trr-theapproprladoa. 

~~a&atorf ..,..._, 
.~ ........................... Q..-&. 

U. S
. A
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6 
"' ar,: 

Jtanelard. Form No. 100._Rev!set1 
Form pmerlbod D; 0. Vou. No. -------------·········---···by 

Comptroller General, U. 8. PUBLIC VOUCHER FOR PURCHASES AND 
September 1~ 

(Oen. Bee. No. &I., Supp. No. 11) SERVICES OTHER THAN PERSONAL Bu. You, No. ---··-····--·----------·-···

r.J. s. ------------- .. --·-0- oo 00 0--0--. -·-----·-·"·-------------------0 oO .... o-0 0--- ------oo•••··--------------- ------ ---0----000 0--- PAID BY (Department, burt-all, or er.tu.bl!sbment) 

Voucher prepared al . ---o .... o 0-··----..... -------o·--·····----------------ooo··--···o·-------o·-·-------------------------
(O!va plaeo lllld date) 

rHE UNITED STAm, Dr., Pagels Account No. -------0·-------
To •.. ------------·--------------------_____ 00 __ 0·----·······-___ •.... ---· .... 0.._ _______________ ·------____ -------·-. _ ... ------------

<Payoc) 
(For use ot Pay!nc Olllee) 

ARTICLES OR SPVICES UNITPRJCJ!'. AMOUNT No. and Date of Date of Dallwer,- (Enter ~tlo.a,. lte .. nwnl>er oloontract.,.. Federal -ply 
Ordar or Servloa MheduiOo, ancl ether lnlonnatlon ...__ ....,.....,.) QUunnTI------~-----1-------~---

Coat Per Dollara Cta.Dl-ntTerma 

PAYMENT: 

Complete 0 
P.utial 0 
Final 0 .l Uae continuation aheet(1) if necessary 

Shipped frnm til Weit!ht Government B/L No. Total 
(Payee muat NOT uac thia tpace) I certify thst the Above bill is correct and juat and that payment therefor hu not been received. 

Ditferencea -----------------·----·-----···-0 --------------- -----
(Sip oripnal only) 

Date ..................................... *Payee ...... tni.·~-;;~;;;.·,-•:t;.: .... -:uk;;;.~;:i.·;.;;.-.;;;;;;.-;::;,~w-Wii·;..-.;;1;;··~·----·-··~-----~-·.·---·----------~·------·-- ... -- --............................. ----· 
. Acccunt Yelified: correct or •••••••.•. ·1------'--

. Per ·o--··-----··-····o---o··-·0·-----------·---·· Title ..•••• 0....................................... (Spture or initiala) --······-·--------------·-··---:·---·--
Contrr.ct No. DAte Req. No. Date lnvoiceRec'd. 

Purauant to authority vested in me. I certify that thil account is corre<:t and proper for payment. 

t Approved for $ ------···········--·--············ t ---------------------·--------------------······---------------------------(Amborilled ~11Jin1 Otllcer) 
SIGN 

By ··········o·---------------·--···········--------------- ORIGINAL 
ONLY Title -----------------·-···-····--·----------·--------·--------------------

Title oO··--·-·-······o·o·-------···"···········--··-'-···---- Date-·-···········--········-········-------------------------------------
TRII!VEJSE OF TRl5 FOI!l MUST I! El!CUTEil W11111 PIIICR.\SES liE- MADE 01 SUVICIS SECIII!D WITHOUT WIIITTEB ACIEUIEIIT JW .lilT FOIU 

Approprlatl-, Unaltatlon, ar Um!t n. or Prol't. Ap-"atloll Appropriation title . . projec;t .,...lool AmDvnl AmDIInl 

................... ,.: ............ --.............. .................... ... ................................................................................... ---- .... -- ................................................ - .................................. ----· ------------------· ... -- ---------·---··-·---.. 

............................................................................. .................................................................................................................................................................................................. _. ................................................................................................... ... 
COST ACCOUNT OBJECTIVE CLASSIFICATION 

AUotment •ymbol 

Check No. ··-----------···--····· dated····----······---------.••• , 19 ••••• , for $----·--···---------·--········-------{ on T rcall.Q'el" of the Uaited State• in 
{ Paid by Cuh. $ •••••••••••••••••••••••• ,on ·········--·-·-·········-······--···• 19...... Payee ----------·--··········-···------~~~~-~~-~:.~-~-~-~.~~~---------0 

-----------------------------------------------------~----~------~-·----~ ....... U~:-.. t.:.a:::~:r..:~~.: :-•::;:!.• r::.~:&.~!'/.~t ~.~~=-::.r~tf:r~~Jr:::..D!: Per-········-·-···---------------····-·-·····--------------------··--~.q· 1 _,. 
~ ...!r~~bl!~.=~~~':~t=,~~ 

... 
.. -;::.~~·.::.:::w-:~ .... Mb 1• .._._,, et11tlf..U. &lte .......... 

U. G. GO'VIJUIMI:tn PIII•TiftG ORIC.C Title ------·····-------···----------------------·--lo--2l'fl0\.-s 

U. S
. A
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METHOD OF OR ABSENCE OF ADVERTISING 

METHOD OF ADVERTISING 

Advertising in newspapers Yes 0 No 0-
(a) Advertising by circular letters sent to ··------------·----- dealers. 
(b) And by notices posted in public places Yes 0 No 0. 

(If notices were not posted in addition to advertising by circular letters sent to dealers, explanation of such omission must be 
made below.) 

ABSENCE OF ADVERTISING 

Without advertising, 't2nder an exigency of the service which existed prior to the order a.nd would not admit of the delay incident to 
advertising. 

Without advertising in accordance with --------·------------------------------------------------------·-··---------------------------·------------------------

Without advertising, it being impraetiea.ble to secure competition because of -·-··-·--·-----------------------------------------------·--·-------------

NOTE.-'l'be above form "Method of or Absence of Advertising" is to be used when ,P-urchases are made or services secured under 
oper authority without written agreement in any form. In ease of a written agreement (formal contract, proposal, a.nd acceptance, or 
18 formal agreement) Standard Form No. 1036-Revised should be used for abstra.cting the method of or abSence of advertising and 
rard of contract. (See General Regulations No. 51, as amended.) 

1ft -22000-2 U, 1. GOVIRNtliNT PltJtiiTliiG Of'FIC::F. 
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1'79 
DTLB $: ADJIINJSTIU.TIVB DlVJSION 

FORM 25 (faee) 
JC::;m.~-=.r.;; 

~ ..... D.O. y.,., Ko. -----

... v ...... _...,..;.. __ 

-·--DIJN!tlla_.e!.~=------------
----- ·a.tW IIWH ~--. ,.....,~-~--·-----. .._. 

~·~~-~---------------------

.. 
l'loW.r~Wa ... n: .,__J;!!1!!9Jf._. __ To-~-~--­

£fttflcat'-

,.,_. ~ t.o aubodt, Yooleclill ... I eorti!, U..t u.. witlda 1"'1 1011, iD 

ftlo rOllQI!ftWIIl .... 1,&18.$ 

PU' 80Uo SIIICIU.RY 

---,...W..-t: 
4M0tnf'r caao.cw-. 

" .. 

Ollor..,.,. 

___ 
..,_ ... ..,.,_ (oo.,.......__ J 1.328.88 ••zK••z•z~~'• 

·a.tl----~ 3?.1!0 ·--------...,.1nt_, .... .~ .. 
V.L ........... .... lli..I!G 

- IdA· 
...... :ur..ao 

...... ~ Cir-cle Ltte ·-x-a- 11,00 

J1,Moft Ollor.t::".!·==r-~;;:;. 
S I 1: • a·a S Sa aS 

~·········· 
~ .•. .............. 
~~...- ('ss 

. 
plotlw.,_-.. -.--~· 

January 1, l.9IJG 
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TlTLB 8: ADMINISTRATIVE DIVISION 

FORM. 25 (back) 

...! .. .:S :-~~~~=J~::'.:'&s':t~~ Iff CASH 

-
&Ill..- tel f's.l~ our ._.,..._ Clloob- ... 

N1ft#f~ .. ~pL1f~Nll.JI"• r.!! D•IIIVC'HON -i.!:.,'\..-
aH • .... PICA nw • 

• WllUaa (4) 
ifte4 o. a. '"'· 

·• 
,soo .. ~. to ncA 76.JO k.oo-~ 

""' llllbjMt. ~ 68.tt. l.Sia 3.25 IIQJ.9k lla21 

,res Cl.tiL'It • - '· (.3) 1.l!S.a 
116.ss 12,110 3o'/S z.:n. 1.00 1211.07 11121 

' 
Cnill. (2) 

,SS2 98,3$ s.89 8,60 

!be. Allllft a. (1) 
- - ·'IS llt.:n. 1112) 

laR1fte4 A .. t. lll A"f' ruto14 U$JO 
,sao 

111'11 tel'll 1Y all.owiJll 
01' 1 II01i.dq ~ 

Sepll 20, ) t.61.Sl 41118,65 78.117 b.6o-8 
6.2S 2,00 361.st. 1lah 

k, . YlloiU1r (7) 
ntled u.t. us .l\\7 ·a.J0-8 

,sao -~ 17.31 u.oo -0. 2119.25 liaS 

{B.~ 
'Clerll: 3) 1.2S..S 

,270 1$.77 ?.SS 8,80 .o. 1,00 107.17 11126 
~rro-a 

!ftal 160o.2b :W.IIO ~.31 o.oo ~~~ e.oo jlJae.ea 
ID1111ft11Ce Contrib, 

foM1 
"· 

t..oo 
riel~ ":~ L,L..: 

~~2().8 16o8,$ )9.110 l9S.31 .co So90· u.oo ~-88 

e Stbjeot.tD PICl 
• - -*3 to PICl n~:~ 

1600.21& 

.. • r...,s-~ ~~~· JoOtift Hl'ri.oe ~. 

;ra.nuary 1, lOOG 
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~81 

TITLE 8: ADMINISTRATIVE DffiSION 

.I!'ORM 26 (face) (to Washington) 

(trawl 'fo •••!Wtcton, ll. c.) 
TRAVELVOUCHDR D.o. v .... No.-----

II• Vo• No._..,.. ___ _ 

U.S. Depez:tment; at ,b,atice (United s+•*•• 't•omq 
~~-.............., 

p_,...•a D11D1 John n Smftb John J, Dot 
u. s. Warshal 

~ ..tdrMa United Statu Court.hqust, Foley Square New York, New York 
)l.-888 

!ftnr Ygrk 7, Na York 

Hew ·x~ t1tw Y"fJ' . ( ..., ...,.; im;;;::::tw fM .., m ............... ,... ;ar;s 
f.lmiuolotllar-latho ....... otol!lol&ldutlt!= ,Jan, %f;J953 to .Ian. ];2:.1953 .,.-.~ 

Jllo. 'n77 dated Jepna':J' 7 1 ' 195:3 coprofwhlchlu\Worbu"booap'"'-IJ~ llaana 

awl u.-o ot $ ---.- to which f ---- ottlala ........_ oboal4 \oapPIJod. 
IO«ti/riWJMo,....u..- ............. --.... MU..U_II,_IW_..,.-

Au ... ~ .-I""- ........... 
~I.e/ Jolm ._ D. !!rldtft· lLlll?J. ... ..QIOIIII' CwiiiD + -
-· 

M 

(ro...\diiiiiiUIIaUM11•) I 
I 

l)ijl'-· 
I 

ToW..IiW_t.....,..toa_.v.tioa(o) (laltlala) 

.Appllod to trsml·..tY- (a....,rla,llaa QUo!) 

liT aMIIVIII" TO DAYII.Q 900 

D.o.v .... lllo.------ .pal4-"l1:::,.,.=,.=,..::,:-- t.i---~-=~-==-= ... = ..... =~.,:--== .. ~-=~---

l-1530322 

Pold ..,a..oll)lo._..-2. .. ~.,.QQ.._ ______ , Poldb1 CullS • --------

PaW ''hnl•tLS. 1951 ......... .,~ ...... ,-~ 
tPU&A&n .... :r-em..~~" 

_...............,.<fiii_IO 
...... 

____ 
-.. •liMe., ....,......_. ,_ .......... ,... • ..., ll.'fr'......_, __ ftllt u., a.& M 

o_ol ... - 'lltloa.V ... G.IIU. - a. U. S
. A
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182 
TITLB 8: ADMINISTRATIVE DMSION 

FORM 26 (back) (to Washington) 

SCHEDULE OF DPEJISES liiD AMOUITS CWMED 

L ~-olk:lal<bt?.u- J•uu,rr Zz.,l95J 11'-0 A. ll. 
1

1.. ~aty.Utknroalutd&Tot-p-.c_.....por~oc~ _____________ _ 

.W.otantoololneh __,. doty ololloa---------­c••• 

-
.... ...,....,.._..__,.._ .. .,..........,..,. ... ......., 

1>& .. _ ... A?'l~Mrl ... -CILd!IRD 

--=::=."\:ozr.=.~-· -:r 
- For rellllllllr8-nt or a:peneee ·1nOUJ'Ted. on 0-!:nc~o ~ 

-
trb to 'lluhinRt.on D.c. tor --• or conf'aren 

wtth • 
-- -

with ~~nt. ortioi&l• 1n o01111ect~ 

- -
oU1cial. Mt.taN_pertinent to thie otf'lc~ 

:J.D:'9 Lett New York at._l:~O A..¥.. T1a Penn.R. R. 
- ~~,:! ~ 1 00_ 

-
rae1d-• ~c~~-d;~ 

~b ~ f'I'OIII 

- ~"':"; Lett ... 
d::! :o~~i=~~~t.~ t>l' 

\111ehingtcn,D.C. at 5 p.u. T1a 

-
-

r~= ~ ~t.;:·o~:in~- to depot. ~ 

~~~ ~1~~~f' to .. ~a1dence 100 

-
i>lnn 

-
-
-

_._. .. _<6 ....... 
• ........_ ..... _... ...... u__, +I 

u ............... - 6100 1 100 

·=-=-= = 'Gi .= - ,.._orft&va. 
"'':::'.t:::"' 
. -

...21.0o;l! !20.10 P,,;.,,.,l\h.•R_ ll.at.Cl ~9 lliiW_ Tft.-lr. N. T. 
-

n_i! .• ...t--• 
-~-na _'i..OO_ N--Yol'k. lw. do. L.B. 1/9 IIJ. D. _a. 
.1...7L..ll'l2 _, .110 "" r.habo 1/Q D. e. ~- Ymolr. II. T. 

-- I ------U. S
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188 
'l1'l'L8 8: ADJIJNJS'I'BAI'f'fB DJVISION 

FORM 26 (faa) (outalcle D. C.) 

;f;;fi: -·-~ .. 
(b~Ml o.wM ~) 

TRAVEL VOUCHER D.O. r-.lllo.-----
• •r-.JIIa.---~-

u. s. At.tornu' • otfln. 

~~ --·-!!tJart.Mnt. ot .Jptice 

.... ---~n•MOr~PPL•~~um~1n~·-~nn~r~~ee~---------------­ .IGbD 
JW!fa&' 

--
J. J-• 

Vnited St.at.H 
.,.__JtJlJAi...,tlll-...!ist.a-t.te,....JCIIIImztbeeeiiii __ • .._..__ .. JuQrk-,, .... Mw-..&t.-.11~~~:...-- S.D.!.!, 

31-533 Pg !lg!!r!. .. IorJs. !. I. 

Mlw York, 
~.. 

__ 
ll,w...!f" 

' c ............ _ ................... 

----~ .......... .,.-,w..,,_ n..~ .. ,., irJ''' ...., ........ 
IC.. 

....,...._.,,_ 
5()00 ._ 

....... 
DM 

,_.,tlola,..._.-.i4_. 
•. 23 19'2 1 -oi...W..Io .......... 

....... 
._ _.....,,..... 

...... __ 
_ ...... 

~~-------_,,.. ............... ..... 
~ 

-· 
/.•l Ate .. ":C!!ftca r .... •• ifal!5:J 

(l'w........__Va) ---· -106 -'5 
I ~' 
1-
I 

\ .............. _ .... .._ .. ~(1) (lllltldl) . 

.&Jpllollto_..._ (._...,......., 

m-.-,.,.... 106 35 

D.O. v ...... .. ---_ _____ .. • JOIId -.,. ___ __ =,..,,::: .. _,_, ::o.rl 
llr----:-=~-=-::: .. ~-"'·~ .. ==-.-~--

~ , ___ ,_,_, 
Dati .f&J!II!l"T U• 195;) ,D-·' 

I . 

.... ______ ..,Qotii ... __ -"'MQO;;m ______ l .... ...,_, ____________ _ 
.J)atooJ ...... »• ~ ., ___ .. __ ..........,. ... -~~---____ , ____ ........... 
... ,...._ • .........,.._ P'b S ·. -~ ~:·•--.-,.-n~4.__.... .-ac.ae.-.~.~ 
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. A
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'184 
'IU'LB 8= AI)HlNISTRA'llVE DIVISION 

FORM 26 (bac:k) (outside D. C.) 

SCHEDULE OF EIPEIIW AND .AMOUNTS ClAIMED 

L .,..._,_olllolalcluiJolaUoo Dec '%t.l95~ 'li2t.·· 11 

·~, ~d-olatlaaOAlu&cll.yofllllii,-. ........ JIOIW_·--------------
doloelumalat---cluiJ..-............. 

-
.., 

Dec. .............................. 27. 1952 
.., ... ......, 

w 

!>Aft .. r.'IL"t-A AIIOVJft OU.DIJD 

~ --:.=:-=-::.."t:=!o~':J...:. .. ... --',,.,.'=r_ ... .. 
.:. . ........ -:rr ....... 

- ~rip to Vlaa1, Florida,.~nd m~/or.~,.,. ... ~r 
-- - -

~ ~rt !Car Tork at 1:~Rp·~;!! Penn, R.R, ,,, ~ 
-,:;;;;;- Per d18!11 tn lieu or eubeist.ence I 450 

-. 
A::~:~:5Dd 5D U51m5 a:t 2• 30: )' K 

~!.~~ .. !~.~~ 1 45 
urtvAl 

,m-
, 7i'7i(:i'" Per d1- tn lieu or !~~~!~~·~~.ec.27,~8,2~l:• ~. .13[00 

I\, .t ... ..o in .lliaJ!d. "" er D 900 
Att.endiDR conference - ter die!\ 

1 .;; ·- ;;,, :... r.,,. diw Jl: 
il5l5l- !::~ :~\~! .. ; r~~~~ .. :.!: Pem. R. 11 •. 1 1.1.0 

1"'16Ts1 ~1~·1!"N!!,~ :~~er\!. 
900 

Per nt ... 6 75 
1/JJjl,_ Taxi, Depot. t.o realdence 1,10 

-
-
.-:--

Gr ... loiiiM_ol_ ·-- + 1 1.06.35 lm. 5 10 
(.MtoWI. ................ ----Willi 25 

"---" 

.............. --lUIIfOIITATIOII.-u!S• _, 
..=-::=. ~-= ""'::.'::"..ll:."::"' l?-..i = - ~·,.or 'I'UYIW 

...... 
. Le1M.'\M 100.30 Penn. R.R • 1St. 12/26 New York,N.T • lli~Unl 1 Fla. and rst. 

. L1M.YII 13.1:10 PeM. R,R. L. R, 12/26 New Yor, N.Y, llialloi, Fl or ida 

13.80 PeM, R,R, 1,., 1!, 1n1 Jf.taml, nor1da llew !orR, 11. !. 

,,..,..., - I -----...... 
U. S
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185 
TITLE 8: ADMINISTRA'l'IVE DIVISION 

FORM 27 (face) 

... DEPARTMENT OF JUSTICE 

'l'o TBII (lBJD, DmlloJI 01 SVri'LIIs AND PlllmJio, 
Jl.rAftiOMOPJtJII'I'lal . .._ 

..... flltDJab WI oCIIee for- dllrilla tilt ai:IDICIIItha IIDCilq ---------19___, the 

(S~N>-----------------------------

tiiiiiRO. ....... -- - _ON ___ - ~ ~ _..__ .. 
UIA\111-.a .. -~-lftM 

--· 

U. S
. A
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186 
Tl'l'LE 8: ADMINISTRATIVE DIVISION 

FORM 27 (back) 

.IRiinwenOIII 

J. BequWtlcu mut NOT be made to the~ Ia ~ 

t. 'l'be itsB number and letter elva to dellpmthe~ Ia. ~Lilt of 
s~· muat be pliiCed Ia the ant coluam. 

8. State make of JUChiAe fH whlcb ~ rlb~arel'lila!zed. 

4. ·Suap!M mut be fundahed ln dapllc:atafor eu~t.t:tarliaill. and.U 
·.,.dal priDtlq. 

6. Bequla.ltloM for 1;nlewritm ·mut be -pmied bt a ataf.ament ahow­
lzlc ~make. model,. and number of macbiDe to be bmled ~ 

I. Jtequl8iUoas fwnppltea ud apeela1 equipment DOt U.tad oa the IChed1lle 
m• be -.npaztled b7 a detailed explaDatiollu to the -.itythmlof. 

'1. Jtequlaltfona fH docketl and otllar boal1d boob lhould be ~at 
leuttbree IIIDiltba before tbe7 are~ lliqulrecl fH UH. • • 

8. SBPARATB REQUJSmONSII'IlBT BB MADB FOll (1) SUPPLlES, 
(2) 81'0CK FOmiS, (I) DOCKETS. (4) ENVELOPES. (II) .PIUNTING, 
(8) LAW BOOXS, (7) OFFICE DEVICES, AND (8) IIJSCBLLAN]I:OUS 
SUPPLlE8 NOT LISTED ON SCHEDULE. THIS IS DIPOBTANl' .AND 
~ BE J'OLJ.OWED CLOSELY. 
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187 
TITLE 8: ADMINISTRATIVE DIVISION 

lt'ORM 28 

DEPARTMENT O.F JUSTICE ,.. ......... .ov .. o 
1111 CaCCPTto• ....... " TO .. e. 

..,. .... P, H .uoen WASHINGTON 25, O. C. IKHIU.t.l 110, •....of 
-~~··· 

. NOTIFICATION OF PERSONNEL ACTION 
•-.~-- ~-- ow••-••"" - •v-• '~"•ft•-•w•' I . UA<O vo OOftONIO.J-Oft ... -~- •. , •• UAOO 

.. 
MISS .lANE 0, DCE 18752 3-11-20 2·27·53 

fhis • to tJgltly )'OU. ol tbe lollo.wlng action alfecftng your em 
NATU ... OP ACTION U.l •TMDAt~D Ta.MIJiilltM.CHn' I"· uP&e:TIYo DAT0\7..Co.,• '!.''•""' .. 2110 &,S,RnoC:Tr, oo ""'''-':.":\tu.-;I: 2~t• ~ 
IHDEFINITt APf'OIMTKN'f 3-12·53 2-23-53., .tl Rn. 2. 5 I) 

JI'ROM TO 
e. PO~I'MON TITLC 

C:LIRk.STIIII.RAPNia 

1. s•-YtCI. 0"A0&, 
aALAJI\' GS-~z,..JI $31 

tO. 0JtOAHI'I.ATIONAL 
0CSIOHA1'~0HS OfFICI er UoSoATTiaNIT 

StVTNIR. DliTo-HIV YtRII 
11, MUOQUAIIrrlltt , 

Ntv Yt•K, .NIV Ytaa 

lrl -f'IU.O 

... ,._.rf'i 
r! OIPARTMINTAL 11:, P'ICLD oa oaPT.._ rili'1KLD floiPUftUfA 

, .. 'VIlTJUIAN'8 Pft.Jti:JIIHCa ·-r;r·r t4. P'OIITION CLAIIJFICATION 

Jl .. ACTaON 

!'-
MART Roi,RIII.IIII 

.::. .!:· • .... ............. .,., ....... 11··:~-:~::0i' ~~ lo. ~· Tl 0 AI'I'OONT~ • LIOAL oiO!.,_..• 
':!:O~t~~·~~ ct..AIMCD O~tttOVC1 

'"' Mr .tf.~.ATTYI .. .I. MAIINAU "' 1•12•tS1 aTATio 

NEW APPOtNTI:CI MU.,. "''AU OATH OP CIPP'U.. aMftll 
0H OUTY AHD IJil&CUT. tiiCUU.Ir'( API'OIIf'TIIIINT P~ 
.I'Oftl AHY I'A'YMIHT or aAL./dl;'l' CAN H MADL 

••· ~ ...... ,.,!bh aotton 1a aub31tct ~all applicable laws. rt~lea, aud regulations and 1114f be 
aubjaot to hlTaltigatton and approTal b,y tl11 tint ted Btatea Ch11 Sentce Colllllin1o!l. 
'Jche aotiO!l mq be corrected or aauceled if not tnaccorduce with all rtqulretnenta, 
Sua~ICT Tl F.l.t.A. DIIUCTIIM8o 
SU811CT Tl MIITIIII PMYIICAL ~IIUIRIMIMTI• 
IU811CT Tl CMARACTER htYIITI.ATltM. 
SU811CT Tl TRIAL PIRIII tr IMI YIAio 
£•TIAMCI PIRFIRMAIICC IATIMI-SATIIrACW .y. 

I 
•Y DUtil I N o• TMII ATTO•NIY 4CN1UIAL-

H ·-
~· (EMPLCYEE) 

U. S
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TITLE 8: ADM.INISTRATIVB DIVISION 

FORM 29 

AaUAL LIAVI cm.IliJ ~ 
(JIUd oa ,.vlJ -.:CI'Ul fit SJ 

.. 
4aJ8 •• 3-15 ,.an• ..m.ce) 

~Dun 

AcCISi&tH wa/52 -o 
Buaecl U/Z./52 t'llz'll lR./19/53 i 0 

0 
Uee4 1D 1953 to pz"'lftt aate u 0 

0 
CVrJ fOI'VVIl .. ot U/'IJJ/53 ~ 0 
To ue 'b7 12/19/53 or forfeit 9 0 

e. -l.GJee• ba'Yiq 1e .. tbaa 6o kJs u of Deoelllel' a., 1952 Vbo•• 1953 
amal&1. leaw -.:=-1• brill& tbe1r 'ballmcee to onr 60 4a1a ere ~ 
.. tallDVII: 

!!fi! T ~ Hour• 
AccnudatH wa/52 --o . eezoaea. 

to Je.rM4 lR./t!J./52 th1'll 12/19/53 I 0 5 2 uee4 preeeat 
0 aate. 

Uee4 to preeat. c1ate d 2 ll 6 lett to ••• 
6 2 6 . .an 'be ue4 

6o 0 ..,. IR./19/53. Mild.- lR. To 'be uee4 b7 lR./19/53 2 6 0 .n be takd 
'bJ 6/-s>/,. 

llalallc• to be c:vrie4 fol"'IV4 
118 0 lR./SJ/53 

s. 1lbeN ~ vUllllr)t ..-4 fiO .,.. Sa -., na't u foll,.ovsa 

·~12/Z./52 !!fi! ¥ 
l&nle41R./Z./52 to lR./19/53 '1/J 0 

35 0 
u.ea. to preHDt aate lO 0 

25 0 
Can7 t~ 1R.h'IJJ/,g3 1:2 0 
To be ueed b7 6 30 lO 0 
U. S

. A
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l89 
TITLE 8: ADMINISTRATIVE DIVISION 

FORM 30 (face) 

l. .,. NAill fl,_,.,._ 01 V'DUIM ON WHDSIIVIVICi PIIU'UiNCIII CI.AlMED _..,, •• M _,..,. STANDARD FOIII'M 15 fwM) 

.... CMP.tl 

~~ 0 ollltiii!J::ZAS<D.GMDAT<Oifar.tTII 

,._ 
4. fa/~tl NUIIID IF~ IXISTING a~ JII!CCQNIZID rt~. 

VETERAN PREFERENCE 
PART I ~"rur."=t't lrnWts"l'ala" ~ ... _,.,... . CLAIM 

AI 

dlbul1 
l ~ ~.r=~~'r' ...................... ,_. YES NO 

11uslll II 
ljiiiSIIoAs 

DO 
L r.:Ju:r.:"~~ t:~totd"' ......u HlAAT FOil"""""" va 

1-2011111 011 

sip part -I. DO 
110 

1. YOUR twiC (l'lr•J (.IliUM ~t. YOUR ADDRDS 

Read t•• 
huttDCtlou ...... 11. WtUCH Ml YOUI oltlotofonn 0 

Fi 

-
t. YOUR DATI: OF 

A.,_ YEI'I1IM 01:. 
I&ATM 

1MWftOIA .......... 'ftTU .. 

4d.U _, & nii'IUIIIM"I ...... Ei .. M ...,... Off A NCIAIIDINlllb&DWDIWI to ... Ut 
oth•t parts lt... ~lfATK»> FOA wtt1Ct1 TKts fOAM II , •• ~lo , 

IDUit 1' ~'Woii'W.a' .... .._,_ 
J'OU .. 
_pl .... 

... ~~--· va DO 
1101111.\:"~~~~ym;: •......., YD I ( t7. IAANaC ot suva DO . 

W. ~QF~Y "- • .,,-.., un'O , .. seav DAl't.giii'-TIOOICW-MI_FIIOM,&GNIIE~...,..IIUllaa Cil...... ,.,. • ......., 

YQIIO 

DO 

JS. IS THI vrttAAM YOUR NATURAL 
:;,t;;,-:= 

CH"-Ot VU 
PART I 'tl':':::;::;...-,:::111 .. II> 

Jft.t~ 
I& o o IS o TM1 .. .-........ NATURAL rA"IIWI 01 o YOUil .. CHILO ---,._. -

Mlllllr ala Ei LllliCIMIDt 0 D. MNMftD ...... YOdl 

d-*• U. tt~~AZ::~11~ t<l~~~::.-..::1::"/,f' 1M',.....,..,._, Wfi'H MtOII YOU AU NOW UVUta. va 110 

tl1sllllld DO 
wllllll a:.~~=~u.DFHA?=~o• 

... 
"" •• , ...... DO W..-'3. ~'rll'rl.""£&"I.IGA~ ..... 

-. ... 
I I "" DD 

a IS VQI:AAM 110W UIPLOY£0 
0 0 "":I"·-· .......... OL DO ... YOU-UUIILV.,..,. .. ... I'Mf•TIM<t _, oe.-v c.•-• _, 

..... --
o o o .............. -.- ... -

JL .. TU~-~·~!"-N"""'I'J'vmlW!lP_,.DIPLOYIUI<f_ .. ,_,.,.--
PART 4 .. TARV 411,,.,,__...,..., IFMY~-,..n.r. .. ) ~) ,_,._.. .. ...._ .... 

11111111111 .. .., Y£'lUAIII HAS AP'I'Uu 11'1\&IWD.tl&llt.ta I ~"W'J: , .. ,_,_ 
1lldW =~ill'l.:rl ... . 

.. =ii trif'f.~ m\I.IIIJUAIIII:fW,.,.. JWI&MD~OI~ 

G.W. 

.......... 
PAll I I CSRTlP'1t' t.llat the -at:.teZDCnU a.ct• " •• 1111 uaw.t to tH ........ tau.daaa uc tnnt to 1M ..... oiiiQ' 

knawled.&• ead Nllcf. 
All DATI 

sip ....... SIGIIATURI 
alllmuls 

·I 
ast 

hilt 
.................... _ .... ,., __ .. ......__....,. ....... 

(OVI:R) 
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TITLE 8: ADMINISTRATIVE DMSION 

FO.BII SO (back) 

HOW TO APPLY FOR mEIWI PREFEIUtE 
•:;.~· -t.-=. .... 

Vot ... oi'W.- lema, Kot C1olt!d .. llllullillt7 Pnf_. , , , Pnollt. 
Vctv.., ol P_ ..... vico. Kot CWnol .. llllu111Hty Pnf......, , , , Pnollt.,B 
Vettran Wlth ..,, ... caauct.d DbaWilty-. • • • • • • • • • P-l.s Pr<dA,C 
Veteran Reeelvlq Noa-8e"lce-Conneet.ed Pe:Mlon or Retirement lknelt, 

-··· -··· Partal, 5 Proof A, D 
· wtfc ol a Veteraa wtth lentn·Connectld Ollablltty • Peru I, t, 4, I c 

Widow of a Deceuecl V.twan Par&l I, 2, S • 
Proof"· 
Proal A 01 a 

Motldr ot a D.c.Mt4 Vateraa Pub •••• s .....,Aorii:(....SP .. 
proper cue&) 

llotlter ot a Dl .. bW 

-)I' 
Veteran 

..... 
P.,.U I, I, 4, S Proellt.,C(...SPin...-

c .... ) ~ 

PROOF REQUIRED-READ CAIEJ'ULLY 
A, ll:fta1'- CUI•AIIT- funloh """"or tho ~DI te U.. preMGt eddcace o1 tl\e veterao'tlllinlc:e­

vct.raD'I .......We Mpttadoll free a .,.,..n\rable puiacl of conao<ted-1115,.., 
octlvotlut7wltb"" that ...... tho ............. <•> An aftlclol ... u .... t, •~..twlfAia f IIMNliAo,- tlroo 
or tho .,. .. o1 ,...,.,.,.., elolmt4. (Tile Armt4 P-ladado v .... ao• Admbalatratiaa - ftoal • Servia ·Detert-.Dt, 
tho "'-• Ka..,., 1.n P- Morine Cor1"o -,.Inc to t'ho __ .. ncolpt or.-.....-Cooot 0~ ... p...;,Dt 

.turtao: d .. • e1 -· c:-cortola ..... _.... or "" Pllbllc KaJth 01' """_,_ 

.... '"" tho Otodatl< -.) ,.,.., ol tho 
-lolllt,.- ..,., 

(a) 1t.o o81ciol dtollon, loouod 11F a •rvtce Dcpar......., or 
d-llotcd -. .,.., ho "''""'"ad • proof, provided t .. award to t.be "''t.ltltR ot tbe Purple Heart for ..,...,. 
thq are ..... u ., att.r tiM "-7 of apanUan froiD ldl~ or inJwMI r&Ctlwd.la .ct:k& 
•nkt. Cenl6e4 or pbotoetatk aapift uw ecaptabki. 

Nofae Tht wire or cnothu ot • d&•bled wter•ll ellcl•le for 
I. H_,bk ....... cortiAcato. 

._,... 
prel'ueMe only 1f tvc:h veteru Ia t&quUW bt' r01eo11 of' a 

S.. Certlleate of t~Waa!er to Pleet Nave! or MariDe Corpe HC'Vlce-c:oMtCted diiAIUtY for a pDiitJon alaa.t tile \illt1 or bi1 
uwaJ occupetloft. Mothtc" prcf'creace caD he awarded ODIJ' if 

I. ~ta tA tr...rtr 110 EftU•t.d 'ReeerYe C.... the diNW.Ilt7 fll tile 'llttcren ton or <da .. httr it rated,..._....., 
4, Orden or T-or "> Redred Lilt, -total. 
S. Report .t •p11rattan front Service De,.rt~nent. proyld...S 

D. Vatla.ur Ct.Af•riiG Pllan•a~tca BIUW& cw boAor.ble 11par•tloa II 1howe. 
SU'fte&<oco.n.aCTSD Dluat&.1T1 Putac011 oa R•'tlaum~~T 

M•· 
1. Cort16cote or .me. • r-.e r....,. Acti .. dutY. B...n eut 18bmlt, ta lddition to ptOII!JI el ~ ..._ 
1. --~~ ..... -Depart .................. blo 

• ,....*- .. .-.ct.t. --·"'>' 
...... tiler • 

(a) .U oAclal otato- r.-ooolldol•oti« olowOr.l ol 
I. Hot- ~V-...olt.driolatrotloaoa olldaJit.-... 

doocriload Ia c (•) .. c•> ....... patloai>F, the Vat- Admlolol-oo ahowla1 -• 
that ve-c.... ........... PQ"'MDl to the wter"u ofaon·tcrrice·coa.necte4 4leablllt;r 

..., ... t.t IIIIJIUrF Mt'vice. 
f. Kotikotlao 11F tho Civil llo<v1oo Commloolaoo ol prmo. 

(I>) Aa olldol.,.t_-.., allowaMe fll pnfercacea (NMaa Ptetereraa N aUowab .. 
. 01117 it ...... , ....... ,...ul,....,... ... met.) 

.. feria II: ....... . 
.,.,...... dlalllll'>'retiradpq~ 

--.,.-or 
10. )Cod or ............. 

....... _ ....... •• -~ .,. ... ......... 

L-oalilonDW&D-VIm.UIIm-iflho 
B. )C_;...;..IID Vana.ur -· Oln.1' lnftca WAA lw orthon-Yico huohoml, -• daa&ll ... --uader 

................. ..-. Ia -- to ,...., ... _ .... 
""''h 
hoaortl'ble .-dldDDt while he •u •nla& oa ac:tlve ct.ut,.. duria& 

diKhJrp, ,.oOt that tbe ICtive ,...aime ~enlct •u perforaMd eDl" WN, ....Ut die .adal eotlee frDM the 8crYia Dtputmeat 
ln a u.,....p or npedltioe lor wtdch • campalp ..._ or ohowiDI the - ... ........,.d, - 0< clouahtor cllad. If tho __ ;...,· • ..,-. Tt.!oprocl-oortheolldol ldlw •v.t)' •• Mt &. • war, Ht wNia • ums*P·f• .Well 
-- ~,. ............ Deportment or tho award at ... a terYia maclal wd autbofl.-, , .. oflldd aotihati011 II tht 
8er¥lel Mlllal. If tht Amcrleea Dcfe~U~e Service Medel for terYiee atedal mut .. tUftdtted la Mlditloa tM ........ 
•d¥t•t¥ Mtwee• • .,......., l,·tn•. and. Dceemt.er a. to 

lt41, -ordta,.C...Ba ... cf•tletldla). Ac--• 
II IUlMDitted. aUmlt aleo tM ofkl&l aotl&catloa ol tt.• awud of lftOtiMr ol • deceaeot Ytterta .a 1ae eoulclered oaJT II ~ada 
•rvlee ciMp or 1troAn ltal' I• atMet: outiiU the cCIIIti.Deatal vtttraa'a d•th oecwnd •IDle lte ••• ..,Wft4 o• aot;.• flu~ 
Ualtod ...... Do oot .-st tbo octuol had&• or ....W. flurlnA • •• or In • or ....n.. Ga6JIIMl~n aqtedltioft; lor •Aich • 

•~J~~a•,·,,. hll,. or ..-a~.,.. •udlolu.t/. 
c. vanuw Cr..AIIDIIG .. asaa~ea Baea.vll • SnYJca-

COinracr&D Dlh.aiUTY~ w ..... oa' Mot'aaa C~.Anruro Paus• P. DII:C&.U&D oa ~'ID Vantil~ .. JIO'liiU CuturRQ 
ucs ...... ..., .. ~D~&Ur&~Wo.llula.uiDt ....... ...n BRAun 

.,..1 
tw Ha Hu.&~~D'a TOIA&o .41te P.u. 

llooi,GRD._U --t,.......widaatoproofol.._, ........ ~ DauU.IH - ...-., Ia odlll&loto to tbo p<aol 
able eep.rt,tlolt, ou flltiM ............... re.ruind ........ a - li ... c •bon! •• c.temeat rn. .... 

(a) Aa ~~~~ ttateiMilt. d.•~ wltlt/A I montld. rrom dtc llutbtnd't Pb.Y*ielu tbowin1 pro:cao.il Ill bll ...._ •ad I*'• 
v ........ AdmiolotratioD .. -.-_ .. ftfttat;e ol bit dia.i:WUty. U. S
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POBM aca 

··--............... 
Stuulald Fora 75A 

J'ebru&P7 191l0 
U. S. CIVIL SERVICE COMMISSION 

!'llo•JUL Pl:aaoNNIIL K.uru.a.L 
Chapter P21 

October 1, 1958 
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TITLE 8: ADMINISTRATJVE DIVISION 

FORM 31 

.....-.r4 ....... ,. 
·~ 1 .. __ 
Dol<' """0 

=:::..~ L._.WM...._, &,O.LC...-..u.Hir. 
UNITED STATES CIVIL IEIIYIC£ COMMISSION (>11110·--~~, :-...:~~ ..... ...... 

--
POSITION DESCRIPTION 

__ ...... 
t.DI&IGI_...Ioa 

.. 1111--1 cuaazncAftOii AC'J'ION 

... CLUttrrLI'orroettllllllt 
.... 

.. ctril ..... Ct ...... 
1-

b.D~1 

-
t.D111 

-
.... -.. -... o.a.o. 

.... 
• 

............ ~-

.. ~., ...... ~ 
t.O~ut; __ .. ti' ........ CI/..,1 1-• "-'"•~ur--. . ...ur ..., ...... ., 

I lL D.,.,....,...., .... ......_. lt.Tbd...war~~~oa 

........... ._ Yillle :._Jtunllla.bdlr.._ 

.,,....,.wa,.,.. 
JI.'I'IIII .,,...... .............................. .C&M ....................... .t u. 

.. 
,.~ .......... _. ........ ., ..................... __ 

iiilil&itft41imLI~~AP~~•W (iliiliJ 
llliiiMOl •• ;;;;~ l!JM;J Tlllo: 

11.011 ............ ., ......................................... ... ~., .... ~ .................... 
..,_ ........ 1M) ...... (iiii;j 

Till&! 

11. .,..,....., ........................ a.... .. ......_CIMMI,rt.&a,..,..._.ai...,_._..,_, ........... CIINu.~-dlldr.-Ht.JU) 

,,..,...,...,....,.., •• ,..,...._ .... _......._.,.....,.~ Jt-a~ .... -_..,.,.,, .. .,.. 
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TITLB 8: ADMINISTKATIVJ!l DIVISION 

FORM 82 (face of original) 

~---·--·-1 

-- ----... ·-----(iii;~----· 

-~,...--....__. 

--~~---~~---= __ :-__ · __ ... _:-'" __ -__ .... _-__ , ____ ,...._~::~.:=------··='-=~~ 
---~-====--==--=~--~-=~~~~.:=~~1~= 
:----==--·-__ -__ -_-_-_-_-__ -__ ·--= -~---·-·-··--··---·········--~:=~-~=~:=~=~~L==~ 

L .J 
DIU"'SSIIIOI'II co..- '10 ,. .. JIM)fta OI'IICD Of IOIIIl .ACDtCY-DUI'UCA1'& WILl. •• IIO'ID A»>D DT'UMID -U. S
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TITLE 8: ADMINISTRATIVE DIVISION 

FORM 32 (back of original) 

........ llll'OaT~-~~-~-wiii_.W.._._ ........ ,.-.... .,...,_., IW. .. -
-~·--- ................. Wioo"- -..w-u. -- .. ,.... olddl. 

EXAMPLES'OF DESIGNATIONS 

..,.. TO -. .. o,.. --

-------·---·+---1------

~~-· _B!.!ft=.."-"-------- .!!9. .. ~!.!.~-~!~.!~d!!~-~!~.t.-~d·.~---· --~...!--- .. 9.~~-
lil.srY .. !!~ Carson :230 ~~-!E!!.~-~-~-'!.~~.t..!!_y_. ___ .. !!!!!.. .... _g~~ 
nhabetll a. '!~~-

..... ,.--.,-::.:::=:w-....... - ~ ..... ...._ ..... ~ ~· ~=-=· 
~.E~••1P-t1oos ' j- u-• ····--·--

.. 

~ ............ a.x..a..a.- ............... ,. ..... 
·-

.... _ ... &111 .................. .....-l ................ ...... 

254073-58--38 
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TITLE 8: ADMINISTRATIVE DIVISION 

FORM 32 (faee of duplieate) 

DESIGIA1101 Of BEmldAIY 
UICI'.UD COMPIHIATION C# 

llaCI!Aim c:rYII.I.UI DII'LO\"D 
................ ..................... iiiPOilTAII'I' 

..... -. .. 
(ftn&) , .... -- .... -

,.,.. ___ J::I"":"·":. ........... _ 

---·-···-,~ .......... ------- , ............ ,-=~---

_,..,.OII"I"ri'C_,uoD_fi'IMPI.on& 

r 

L 
__ ... ,.. __ 

DILI'DIOUCCI ... YOftSI'&OniiGIIICD.IOIIiii-WU.--AIID-D .......... 
DUPLICATE 
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FORM U .(back of duplleate) 

IMJ'ORTANT-~ fll I'll nrlrDae 
Udoaell• ...._........._ll'lllll'o ..,. ....... _ rr " ftllll .._ ,.,.W. -lllo doelll ot • 

...... wlll·be,.,.W. ........ -. ,.._.llolool....,,.,. ---........ '""' .... ,.,.. .... 
1"c ~.-....... -.~. 

a.u...-ort~oo.....,t.o~~oooiiiW•~ .... .,,,..._""**.._.,..,......,.. .... ~ _ ... -.....-., ... teWioL . 

l.ll_., ... ...._,totllo ......... llfiiOol-·•---............. ..-
4. If ....... _., ......... to .... ...., ..;:... ... lopl ............,._"' .. - .,., ._.. _...,_ ... 

lltlloNbo-totllo_ ... ,._..._"' .. oatWool __ ........ ..,..., .. .......,., ........ _.._ . . . 
JtiiMt---~to ........ -.,. ..... _to _____ _ 

...... ......, ""Ia a414'eno&......, -

INS'I1tUC'I10IG 

:a..,..__,-,........ ... •...., ot • am-"' tWo,_- .. wpli.lta -..~~oo ~ ot .........,. . . . 

I. AD ...... • tllo tono _. ..... _ -...14 .. _Qpoo!O.. Plfalo4 Ia bok (~ .. ...,_..,, All ........ ..... Ill......_. ~llloiiW. Ill_,... ....... _.... ..... af .......... "' ~ • ..,_.. ....... uu.-- Ill ......... """-'~. . 
I. O..,W.IIIo tono ............ Alewltll $ho-.. wlddr ..,s.,.L A. ........... .,.........,._ Ill ...... ., .. ~_ ............ ., .... ____ ~ ..... -.,......,._ .. _. 

... _.. ..... ..,.,.. .......... _ .. orllful ... ---... ew. It ............................ .. ~- ... ~-..... ,...... "c:a.oon.u."' ...... ~"' ~- ........ w:ltllod ......... ot ·-~ ... 
----~.,-.., .......... ,.,._No. 1111.-1-.rlatllo-pnwi<Wier_., .... . 
~ ....... -~..- ....... -· .,.. ..... .,tWo ..... w:lll ~ ...... to .............. ., ....................... 

.. A. ....... wiD_. ... .,. .......... _..,..--....,..._.,_..... .... - ...... . 
fa ... "' __ .... _,.,...., .. trollohr to ........... -'Jioolpatlra "'.........., ........ . _....tt .. ......,.,....... ......... ., ....... _~ .... --··· ..... ........... ........ __ ..._.., .. ....,.. . .,.~.......... . . 

LA....,....,_ot_.. .. ........._.._.. .................................. ..... 

'· Jalllo ..... flllllo-""fana,- ............................ .,-....,.dorriool.., ... .. ---...... ~ ~-"'..... ........................... . __ , __ .. " .. --.... - .. --·­..................................................................... ----·----.. --....... __ .. .. _., ____ .. _____ ., ___ ... ., -·---' . ":: '. ' -~ 
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UJ6 

FOR:U:S8 

to: tbe Chief ·qr tbe Proc\lreiiiDt ·sec\ioD 
DeputMDt ~ Juetic. 
Waab1actoa. ~~ D. C.· 

*I~:t7 ~ :p~-.ltJ article.• on baD4 u4 • cmJer u ~ 
Jwe 30, 1953; 

DVBLOPIS (.:U. 11Ms) •••••• •• 

I.AaLB ••••••••.••••••••••••••• 

~ ..•.•..•...••..••.••. 
CARDS •••••••••••••••••••••••• 

tfAa,8 4 •••••••••••••••••••••••• 

0!118.~ ••••••••••••••• 

Wl'AL JltiOIIR at 
.AmCLIS JBARiliJ 
l'Z1'lALft DIDICIA •••••••••• 

Bst:Lmated IIUIIIber ot articles be""as 
:geDal.tr iD41dA · apoile4 cluril:ll fiscal 
1Mr J\117 11 1952 to J\me 301 1953 •. __ _ 
lstmated ~f ot articles bear1Jl4 
penaltr iD41c1& uae4 tor otber ~·· 
thaD official Jlll.1l duriQC tiac:al rear 
J~ 1, 19~ to Jua. 30, 1953 • • • • ~ • • __ _ 

JiJi®liJ oa mu 

• 

eM IM'A!i 
~is Ilwent01'1 shoUld be a caaa»altere:(ion ~all Hct10D8, Ul:lits, aDd 
field ~ceil UD&tr JOUI' Junadict~n.. · 

October 1, 1058 

U. S
. A

TTORNEYS M
ANUAL 1

95
3



197 
TITLE 8: ADMINISTRATIVE DMSION 

..._._ o.,a.•-u• .. , 
Jatpartmmt of Ju~fu 

-----Bouthel'll Dlioulcl of 1fev York 

1'0:, 'I'1IE ADioiiN$TRATIVE ASSISTANI' ATI'ORNEY GENERAL; __ JUM;..,__8,~195;,;..:;3=~----
I'.,Ai•l""'• D. c. (PI•• __ , 

FROM: Jqhp. pgo 

y. 8. Attprney. cwm:, Hm!le, /l A A'} 

17 loloy Ssjyare. , ....... lft:y Yprk 7. II X ~ ~ , -// "'-' 

I 
ADthorlty lll.her~qaotted lo I.PI• p•Nl•"P• .... for the ~ 
•••liDS l!ep er jO, l.9'j .. followa: 

1. Tnvel Eopou.. $ 6. Sapplioo a F.jaip. ;l!t __ ......:;5Lo·l.!OO!L..--
R (a) Roloolo.to -1.,. 350.00 

eoo.oo· 1. Other Servlc .. : E 
Q (b) Tn11. Re~aoeto (o) Ct. ReportiQI 9 ()00.00 * 
u 
E 2. Fnilpt ucl tap,.• (h) Curd llin 
s 
1' 3. Co-aalcatloo (c) AclvortloiQS 

(a) Pt.uo Rolllal ~.soo.oo 
(d) Stor .... 

(b) Putal Expou .. 2~·00 
(o) late,.,.... l,QOO gg * 

(c) Toll,.Teloi"'Ph 1~.00 ' . 
(f) Othet (!lot): 

(d) Other 

a 10.00 LaundrY §g,gg 4. Rtio&e Utllltlee 

S. PrlDtlQI a Repro. l~O.OO 

Total Aoloao& Re~aeotod aJij ~~~~ co 
Rtmubt ItOIILI Ta and T• iDClude extraordinary expenae ot $5,000.00 tor d&i~ 

copy a! tranecript and $750.00 tor a Japu.eae interpreter ill the cue 
ot u. s. VI Richard Roe. DJ tile 146-28-1999. 

r­
A J\me 25, 1953 
u 
'l' "'..., 
Jl Y .. .,. olllllcwbed to !ant above ••atloaed 00 0 OllJllll .. to tile oxteDt of 1 16,000 • 
B· payalllo r.- llr.o followlQI appooprlatloat 

z I 154o322 Salaries and Expenaeu, u; S. Attorneys and Marahal.e, Department 
ot Justice, 195~. _/? A /J /) · 

'l' Ap~ed: ~. If. ~ ~ 
I 
0 Adoolaultoli~e .(,.laun.c .tuomey Gc"r.ol. 

L 

October 1, 1953 
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TITLE 8: ADMINISTRATIVE DiVISION. 

'-''lin. 'lt./'b 
-.--; -.-: 

I 

I 
-· -~ 

lZ 
!3 f--'i'=f"W.....,f-"'=---___.."'-""11--"1-"LL~I-

i ** 

October 1, 1953 
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TITLE :8: ADJIINIS1'RA.TIVE DIVISION 

.FORM S5 

Examples of Leave Computation 

The new law has no retroactive effect on accumulations. Employees 
could have accumulated leave up to 60 d$.-ys as o:f Deceiriber 21, 1952. 
Unused 1952 leave balances which were required. tO be used by June 
80, 1958, should be added to the employee's accumulated balance as o:f 

· December 21, 1952. .Absences since that date should be charged to 
J958 annual leave accruals. For exa.mple: 

Da111 Hovr• DGf/3 Hour• 
AccUIDulated 12/21/52--------------------------- 15 0 50 0 
Leave to be used by 6/30/53--------------------- 10 0 10 0 

Amended aecUIDulation 12/21/52------------------ 25 () :6o o 
Accrued 12/21/52 through l/2/54..---------------- 20 6 20 6 

( 6-hour rate per pay J;ierlod) ------------- 45 6' 80 6 
.lJsed since 12/21/52----------------------------- 10 6 10 6 

35 0 70 0 
Leave to be used by 12/31/53 (last work day of 

1953 leave year) or forfeited------------------- 5 0 10 0 

Maximum accUIDulation as of 1/3/54------------- 30 0 60 0 

The following examples ~fleet how tennimilleave will be computed 
for persons who separate from the rolls in 1953 after August 81. 

(a) Terminal leave computation of employee having less than SO days ac-
cumulated as of December 21, 1952, as follows: 

Day a 
Accumulated 12/21/52----------------------------------------- 20 
Leave to be used by 6!30/53------------------------------------- 5 

Amended accumulation 12/21/52-------------------------------- 25 
Accrued to date of separation 9/26/58--------------------------- 15 

40 
lJsed to present date-------------------------------------------- 5 

85 
Lump sqm payment limited tO---------------------------------- SO 
Balance to be used prior to separation or forfeited--------------- 5 
U. S
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TITLE 8: ADMINISTRATIVE DMSION 

Employees in examples ('b) and (c) below are entitled to termlnalleave PQmet~t 
for accumulated annual leave _from previous year, slnce both had in excess Of 
SO days as of 12j21/52. 

DIJ,. 

(b) llccumulated 12/21/52 ----------------------------------------· 80 
Leave to be used 6/S0/58--------------------------------------- G 

Amended aeeumulation 12/21/62-------------------------------- 85 
Jlccrued to date of separation 9/26/53--------------------------- 15 

50 
lJsed to present date------------------------------------------- 5 

46 
Lump SUID payment Umlted to----------------------------------- S5 
Balance to be used prior to separation or forfeited--------------- 10 

(c) Jlccumulated 12/21/52------------------------------------------ 69 
Accrued to date of separation 9/26/58--------------------------- 16 

84 

lJsed to present date------------------------------------------- 10 

74 
Lump sum paJIDent llmlted tO----------------------------------- 69 

Balance to be used prior to separation or forfeited---------------- 5 
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TITLE 8i ADIIINISTRA.TIVB DmSION 

Form 36 
a.IODfAL 

DI7ARTMiiHT 0/F JIJS11CE 

__ .,._•••--""".,.-~Dh-""-••••u•oHoo••••••••••••• 

PAY VOUCHER FOR SPECIAL SERVICES 

To ·-•..• .llialla:ll.loa •. 

_,_ 
---··--·-··-·-·---··--

J.cld.ro. 619 Mgnrot Jlcw4 • ·---·------···----
.. ..JL. .. .S...l.. ................. _____________ _ 
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TITLE 8: ADMINISTRATIVE DIVISION 

Form 37 

PURCHASE ORDER 

DI!P.ARTMENT OP JUSTICE 
WASHINGTON 15, D. C. -.;;;a--------·------

1'0 

.. 
C:OHII-CC AND 0Ce'TINATION 

.. 
s 
E r • 
1£ 
R ..J .. H 

I 

~ 
INVI1'ot.TJOfoiHO, J......-.·--- IMCPOIII:"'~"y )"''-.cou_""'" ..... 
,__ ... rlllPYIA luon•I._NO. 

ITDI NO. AaTICUS 0 .. AIWIC:a QUAHTITY UNt'l' Ufft'r~ AMO"'"" 

... 
-IITANI' TOTAL 

lillf CIIIAUNfriDDCl .............. TO TMie 01110&11. A.-

._ 'IMI A'ft'M:MI:O VOUC.M&II ......_., u.KVTU. ~ell 

SOOHATVU 
AOII....,..,.Tt¥1 AMIWI'AHT' A'ft'OIIIt&Y OIHIMI. 
oawm&un' fW JH'I'ICa. 

WAIOII-U.D.C:. '~au ........,...UI! A.MI9fMTit!!Mtl'f' !JD .. 
AI.WAYS QIIOfll 0-R NU-1111 * (TO 8E TRANSMitTED 1'0 YIEHOORI 

v. a. NV__,....., ... _,._ IM1• tM•I 

J'alJ 1, 19M 
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Tl'l1.E 8: ADMOOSTRATIVB DmSION 

PORM 40 

STAHOAitD P'OfiM II 
WAIVU UflllmJIAIICE CO'IERAIIE Date ..tver -RDKT~-·· received: .... am. .... ~ Df 

r.P.II.CIIII'I8lt 

L ..... - (AfScf6) I. DATE C# ftiiiTM 
<N-101 "'"'' (1'-t 

:L DIPART .. EHT OR MEfiCY I~ I. DATt Of' THIS WAIVIR LOCATION (JIOIIIIIII) ~) (I'MI) 

I deolre not to be inauted ulldet the croup llle inaunlllCit ploD In ac:cordaDa! with the Federal EmpJo7ee.• 
On:Np Life Imuraac:e Act or 1954, ucl I hereby 'nlve aD,Y belldita P<Ovided by the plan. 

I IUidaetucl that, uDder ~Itt zeaula"'-o I will not be eJiPble to putidpat:e !.a the ploD until at leut 
1 :rur 11M dai*Cl from the <late of thle wUftl' ucl anlcw at the dee I "'*written requeat to partldpate I 
am undar -.: so ucl praent aatial"ac:t.or7 medlca1 evidence or lnaunlbill~. 

I ~ allo that II at 1111¥ time !.a the tutute I dalre to J*ticipata In the J.uece p1u, _, e11ai-
bill~ to ,m 10 w111 be •bJeet to nca'lll&. illdect at that tUM. 

lip&-Gl iiiPLO'lik£!pg 1m! P1UKT .·. 

llpat1tft Ollii11Ttliiiiii-151S RM' PJUI'I' Aile~.-. otlilltTNiii 

iiiiiilta" OJ Wfl'.._ PO ifti'f llmil'l' Mdrc:,.. Of WftimB 

J'anuary 1, 1811G 
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TITLE 8: ADMINISTRATIVE DIVISION 

FORM 41 (faee) 
_... .... 0. .. 

v. .. M.::r=·~·~­ DDIGIU.TIOI OP BFJI&'JaARJ 1MI'ORTANT 

.............. -s;-- nDE1U1. DIPL01'E!S' GIOUP UFI lloadlno-

IICSWJiCE ACI' OF 1!15f 
INP'OftMATION CONCEANING THE INSURED: 

(X...t.) I 
- ...... of olupll­

bohn illlnr In tblo ,_ 

~"" Blrta , ... ,._ .... _, 

--------~~t-~1---------- --------~,;~===;--------. 

INFORMATION CONCJ::RNING THE BENEFICIARY OR BENIEFJC:IARIES: 

~---.,--

-----·--···-··---------·---------·-----·----1----
------···---·1--·-·----··-·-·-···------1--·-- ----
--·-----------·-------··-·-····------- ·---·-· ----
---··--------------·-----·--·-----····---------~----

=====-··::;:--:::.·--=--·-·· ----- --

-- -'iiiat.~~· ... ;, ,..,, ----------(~et~;;;i,-·-------' 

WITNUSES TO SIGNATUI'IE (A ""'-' lo l!ool!gi61o t. ,....;., ,..,.. .. ,.., m & ... /lef4!z!• 

.....,..,......,. ....... _ __.OIPISUUD 

r 
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TITLE 8: ADMINISTBATIVB DMSION 

FORM 41 (baek) 

EXAMPLES. OF DESlGNATIONS 

........ ---.. 
..;;llarr="-'E:;.:•_:;.Bro=""=•. ___ ----1 2U Central Avenue, 

--
lfqnoie, 1114. IUeae All 

l-t-=~· 
•• 

Alioell. ~ !109 Cluull Street, Reel Balik, 11. 1. .Aunt Olle-tovt.l! 

.Tos•e.!~~z_--··--- ~~~!.t.!!!!~.~·-!!!2:... r-!!-11!!!!.... ~~ 
~!Jierine L. Ro.!! 7ri Bf084way, 11111~, 

Tolu.,hd~-:3'~ ... ._- .. 
1ollll 11. Parrish, 1t 11v1~ 810 weat. 

----
180t.ll Street, 

--
IM.• 

-
Mother CIH-U1t 

-=~· 
llwYoJ"k, •· Y. :fat.llaJ' w 

~! t.o 1 suaa A. Parrlah 810 .. .., l80t.h Streett 

__ 
... York, •· Y. Slat.~ AU 

.. -

~---.t::t~ ....... - _____ ., 
·- - -=~· 

~__P.rlor ciUiiPI.Rt.lOU 

-· -

lanuary l, · 19156. 
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TITLE 8: ADMINISTRATIVE DMSION 

:JORM 41 (back of duplicate) 
ORDER OF PRECEDENCE 

lt il..n Ia""' ~iaeMI!darr 11~, wlddo a.- popble ....tor tile Nenl Empl.,._• 
Group Lifo x....ur-- .Mt a1tor tM cleaUI ol tile s-nd will .. pa,llble to tile 11m,..... or pc'IOIWiiltad Wow wllo IU'f 

aJiw OD lbf date title to tile po:r-t u1 .... 
L To the widow or wldawer. 
i. If neither of tho above, to the clllld or cbUdreD In oqual ......,, with lbt ah&N of any deceuod cll.ild dlltrlbuted 

JIJIIOJII: tbt tlelcorulanb of that ehild. . 
. a. If none of the oban, to the peNn\8l1t equal......, orlbt etln .,_nt to tha lllr'llvillll'p....,t. 
C. U then be JWint of the abo••• to tho duly appointed hpl rep..-ntati•e of tho utalt of the ...-, or If t11o1e IMt 

- to the penon or _na.dttmliined to be Cltltled 1:11-llllder t:lle lawo of tho do~o of t:llo lnaund. 

JT IB NOT NJ:CJtBBAKY FOil TBB INSUBBD 'l'O DESIGNATE A BENEFICIARY UNLESS HE WISHIB TO 
NAJIB SOHB PERSON OK PEBSONB NOT INCLUDED .I.BOVB, OB lN A. DIFFERENT ORDEL 

It •J'-etlaerwloe e~~tltled to..,.--,_. to....,-of • lalll ... lodl.wu.ld- net malce elaba thontor 'lrlt:llbl oM 
J'fU after •aatt• of tbe ......... orlf ,.,_t wlthbl doaa p..Wio prohllolted bJ' 

-r...-
Fedeoal atalato or ....... lion. 

,.,...... DIIJ' be ~ou If lull,.._ . bd ,...._... tllo....,...llllllnJ' IIICII po,.,.nt Jlhall baa bar It_..,. 1o)' IJI1 

INSTRUC'nONS 

1; Tho -plea prtatad ... tho hack e1 .tbe - - of 111111 ,_ ..,. be Wptal Ia ~ ... tho DeQ!oatloa of 
Jlalolclar7. 

I. All antrlu 6B tM tor• iJ:eOPi ,.._t...., ... Jlt t,..t or prillto41a lak (IJ'pew'rfU,. prefe.....r). All<ladl:ftatlou 
ef lltnellclar1• l>oaollelarloe ...... h.-tad .. tho _.tW Doel ... lln of Buelc:fa.,.,'Biudanl Form N .. U, allll 
... t be llped ... ,. lht ........ aad .u ...... 

a. 
,.._to 

<io!apleto tho f- Ia duplicate alUI tie with 1M -7 Ill ...... aaployad -pt tllat It retlrod, "'- llle fn wrth 
tho U. 8. Civil Sanlce Ceamleelon, Wuldallon J5, D. C. A lleolpatloa of BntlclofJ' aalt be l't'Col•ad bJ' lloe pnpu apncy 

tllo dtallt el tha - to be nlld. The .. ,u..c. will be IIOtad aad rotaraod .... ldoaeo thtlllle orlllaalllaa be .. 
....... aad l1eoL It la MUNtod tllat tile olllplieate be llepi..Uit lilt Cartillelt of Group lr.nra-. 

(. CUclillatla et a priOr Dal ... tlaa of BadcllrJ' ..,. ht ellectad wltlooqt the .... iDe ef a aew 1loaAoloilfJ' 1>1 
_,..., a ...., Deolll'ftllln ot llonelela.J, Studanl .....,. No. IW, lad luortlnr I• tho epace pro'fldo4 for wamo or bene-

.lclor)o 

.......... 
tbe ....., "CIIICII prier dooipatlalla." The ellect of IIIIo aellaa will require paJDitlll to be Dlldt Ia tbt ordu of 

.-atatad abtoo. 
1. It r. IMI __,. lo file a ·-Daoll:ftalloa.of a..olelafJ' ..... tho namoor addr- oftha b.aure4 w tilt._..,.,. 
a. A IJMipadoft tile.......,. at BtatllcllfJ' 
7. Ia el t .. preKrlbool .......,._of 

-t ha tr. of erao- .. r.llerallono. 
tora, PJ deolpallaa, ......... or ....Ualloa of ......... .,. wltMalad ... lied Ia 

_._ willa lila 

-
-al Ill-. lutr..U.• ahall" .-ptable. 

r .. ..., .,,....;...., ..-.. ---­.. nr. w ... .;........i..,_...,. ua .. ....,....a .... J.u.t.........-A.t.a._...e ,._.," .. --
u~r._., .. ______ .... .__.,_..,.,a..,a....._.._, • ....,., ....,... .. ntlnl dvWu • ...,_ 

................... ·-. 1111. ~ .c ~ . .,.,.,. c-.....u-.,.,...... aww. 

RECULATJONS 

(a) Tho Doalpa\ln ef Bano8eluy .W.II be Ia wrltlllr, ....... ucl wltDeolad, u4 .-19ad ID tbt _,..,.,. .... (or, 
Ia tha -of a Nil ..... plo)'ee, Ia the u. 8. ClvU Sa't'- C_,..,) prior to the daotb of lila clooiPator. 

<•) No cllup o'r ....,.llalloD .r benddUJ In a latt wiD or -t, or Ia ..,,. otber doeument aot wltaaued ucl 
llod u :reqalnd .,. "'- _,latlomr, ohall .... ....,. ,...... .. olfoet. 

(o) A .s- to a Dulraalln of JleDdciAOJ' .. allhalaollsfble to .-ift pa,_.,t. u a boDeacluJ. 
(d) AzJi po--. !lrm, oorporation, or t.pl entlt)' (-.I an ......,,. of t:11e Fedenl or Diolrict el Columbia ~­

_,Ia) ....,. .. Jltulled .. beneftclo:rt. 
(f) A...,. "*"' of betMidafJ' 111a1lle mada at aay tta. ad wltlloiU the bowledp or -t of theF"~aa• banolll:lu7, 

'ucl WI ~be wai9ad ar noto-kled. 
. (/) A Ilatlpallon af BandcllfJ' Ill auiOIIIatlcail,r ..-led (1) OA t:llo daJ t:llo fiiiiJiaJet tnullferll to~ _OJ', 

(!) 81 da)'ll aftor tho emplayee -• to bolnaund, or (S) 001 tbt daJ' tho_....,_ ntlral. 

January 1, 19M 
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