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APPOINTMENT REQUIREMENTS, PROCEDURES,
AND DUTIES OF UNITED STATES ATTORNEYS
AND THEIR EMPLOYEES

UNITED STATES ATTORNEYS
. Appointment and Term of Office

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 office until his successor is appointed and
qualifies,

The district court for a district in which the office of United States
Attorney is vacant may appoint & United States Attorney to serve
until the vacancy is filled. The order of appointment by the court
ghall 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 regular appointment.

Citizenship

United States Attorneys must be citizens of or owe allegiance
to the United States or have filed declarations of intention to become
citizens 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 affidavit 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 citizgens of the Territory of Hawaii who have resided therein
for at least 8 years next preceding are eligible for appointment as
United States Attorney for the District of Hawaii (28 U. S. C. 501).

Official Residence

The Attorney General may determine the official stations of United
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 officers 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).

) Aug. 1, 1954
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Officinls will be notified of their official residence at the time their
commission and appointment forms are transmitted to them.

Compensation

United States Attorneys receive annual selaries 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. 504).

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) Address blank.

(4) Personal History Statement. (Appendix, form 2.)

In cases 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. 507).

It is the duty of each United States Attorney, within his district
to: (a) prosecute for all offenses against the United States; (b) prose-

March 1, 1954
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cute or defend,for the Government, all civil actions, suits or proceed-
ings in which. the United :States is concerned ;. {¢) appear:in behalf
of the defendants in all. civil -actions; suits or proceedings pénding in
his district against collectors, or other officers of the revenue or cus-
toms for any act done by them .or for the recovery of any money
exacted by or paid to such officers, a,nd by them paid into the Treasury;
(d) mstltutp and prosedute proceedmgs for the collection of fines,
penalties, and forfeitures incurred for violation-of gny réveriue law
unless satisfid upon mvesngatlon that justice’ ‘does not réquire such
proceedings; (e) make such reports as the Attorney General shall
direct (28 U. S. C. 507). N

REGULAR ASSISTANTS
Appointment Authonty and Ten,ure

Regular Assistants to United States Attorneys are a.ppomted by
tha Attorney General in any district when the public interest, so re-
quires (28 U.S. C.502). They are sublectto remova.l by the Attorney
General.

A regular Assitant Umted States Attorney is a.ppomted to assist
the United Stages Attorney in performing the duties of his office and
one person may not be pa.ld the compensa,t.lon of both offices (1 Comp.
Treas. 184). .

Ruidqnce . !

The Attorney General may determine the official stations of Assist-
ant United States Attorneys within the districts for which they .are
appointed. Each Assistant United States Attorney must reside in the
district. for which he is appointed, except that such ‘officers of the Dis-
trict-of Columbia and the: Southern District of New. York may reside
wn:hm 20 miles of the district (28 U.S C. 505)

Character Investlgation

A character investigasion will be made of each proposed appointee
for the position of As§1sta1(lt Umte(} States Attorney. No <Ferxson may
enter on duty until the investigation is found to be satls actory and
the United States Attorney has been given permmsmn to swear in the
Assmta.nt o . '

' Citlzenship

Assistant United States Attorneys must be citizens of or owe
allegiance to the United States, or have filed declara.tlon of inten-
tion to become citizens whlch declaratlons are. valid and have not
expired. In the event t.hat a forelgn born. eltlzen is appointed as

March 1, 1954



4

TITLE 8: ADMINISTRATIVE DIVISION

Assistant United States Attorney, he shall file an affidavit as to his
citizenship at the time of appointment. The statement as to citizen-
ghip in the appointment form (Standard Form No. 61) is acceptable
ag such an affidavit.

Compensation

Salaries of Assistant United States Attorneys are fixed by the
Attorney General (28 U. S. C. 508) in accordance with the provisions
of section 202, Public Law 195, 83d Congress, approved August 5, 1953.
(See Salary Schedules and Pay Scales).

Vacancies

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)—original 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 80) 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.)

Aug. 1, 1954
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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 efficiency 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 Attorney 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. 503, 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-
torney 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 individual 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 as 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. 8. C. 814 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, 1058
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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 514, 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 jurisdiction 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, 510).

March 1, 1854
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The duties of such positions include typing, stenographic work,
docket work, messenger work, and miscellaneous office dutles 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
appomtee 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 transferredi
may be paid at any scheduled rate for his grade whlch does not exceed
his highest previous rate.

Vacancies

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 Regional 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 recexved 8
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 mast 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 57 (Application)—original only. (Com-
plete statement which follows Item 38 verifying military discharge,
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 88 (Security Investigation Data for Sensi-
tive Position)—in duplicate.

March 1, 1954
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- (4) Standard Form 87 (Fingerprint Chart).
(5) Copy of Civil Service clearance and examination papers if
such papers have been furnished.

In case of emergency, appointments may be made, followmg au-
thorization from the Department, for a period not to exceed 1 month
without securing approval of the Civil Service Commission. Any
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 GS-5 and above will be made after the character
investigation has proved satisfactory. Appointment at GS—4 and
below will be subject to investigation, provided the head of the office
certifies that the employee will not be permitted access to any classified
material until a full field investigation has been conducted and the
employee cleared under the security regulations. A certificate to this
effect 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 Entry on Duty

‘Upon receipt of the authority for the appointment (personnel action
fanfold copy marked “Employee”), the employee will be requxred to
take an oath of office and execute the following forms:

(1) Appomtment Affidavits (Standard Form No. 61).
(2) Personsl History Statement (Appendix, form 2).
(8) Medical certificate (Standard Form 78), -

The forms will be transmitted promptly to the 'Administrative
Assistant Attorney General together with information as to the date
the employee entered on duty. The employee must not be added to
the payroll and no payment of salary may be made unmtil payroll

copies of fanfold (Nos. 6 and 7) (Appendix, form 28), showmg entry
on duty date, are received. L

Status and- Eligibxhty

" Any questions concerning the civil sérvice status of any apphcant
or an employee'should be referred to the local Regional Director of
the Civil Service Commission. _

January 1,.1965
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Genperally, persons appointed after September 1, 1950, are con-
sidered indefinite appointees and do not acquire a permanent civil
service status.

Trial Period

Each new employee is required to serve a trial period of one year,
except where it has previously been completed in other Glovernment
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 (leneral. 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
Geners], 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 Civil Service Commission and he should then
proceed in accomplishing the appointment in the same manner and
subject to the same restrictions as set forth above regarding the em-
ployment of clerical assistance in the office of the United States
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 assign 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 5:30 p. m. and
exceptions to the rule must be approved by the Administrative As-
sistant Attorney General. The hours of duty must be strictly ob-
served and employees must devote full time to thelr duties (see Leave,
also Dual or Private Employment).

Unavoidable or necessary absenceé from duty and tardmess, not in
excess of 30 minutes, miy be excused by the supervisor. The time
must bé made up exther by charge against overtime previously worked
or subsequent overtime. Habitual tardiness cannot be excused and
will be charged against annual leave or corrected through disciplinary
action. The minimum charge for annual leave regardless of the
period of tardiness is T hour. -

A schedule for lunch periods shall be established in each office on
a staggered basis so that some ‘one will be present at all times to
answer inquiries or handle routine business. Any abuses of the time
allotted for lunch should be corrected by administrative action either
by & charge against annual leave or by a.pproprlate dlsclphnary
measures.

" HOLIDAYS AND OVERTIME WORK

. Federal Holidays
The following holidays should be observed as nonwork days:

New Year’s Day, January 1.

GeorgeWashington’s birthday, February 22.
Decoration Day, May 30.

Independence Day, July 4. .

Labor Day, the 1st Monday in September.
Armistice Day, November 11.

Thanksgiving 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 & day designated as a hol1day by
Federal statute or Executive Order, during hours which' fall 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 ewceed the rate of $10,330 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 leave—~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 for 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 Attorneys, also Regular Assistants.)

December 1, 1958
280599~—-53——2
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COMPRXSATION SCHEDULE AS PROVIDED BY
PUBLIC LAW 20], APPROVED 10-24~51 .

and Qgrede Rates within Orade

(4 gs  Minimum Intermediste Maximum

1 1810 1870 1930 1990 2050 2110 2170

2 2420 __2u90 2560 2630 2700 2770 28ip_
1 2500 2580 2660 2740 - 2820 00 8

3 2652 2632 2712 2792 2872 2952 3032

L 2 2750 2830 2910 2990 5070 3150 3230

2950 3030 3110 3190 3270 3350 3k

5 27 208k 3k 32wk 329k 3Tk 3L
b 375 3255 3335 W3S wes 3678 aesg

6 3200 3260 3360 340 3520 3600 3680

3 au10 383 3660 3785 910 4035 Lo
345 53, 3635 735 3835 3935 Loy

8 J740 3865 3990 411S  uako 4365 Lioo
6 I8 1 Lous  Lazo 4295 4l2o Lshs -
3 4150 0 2 46 00
1 1205 1330 55 4580 4703 4830 k955
1 _UuS6s 1890 1 ‘ 6 190
8 0 120 .
3 S060 5185 5310  Su3s  S560 5685 6810
0 8 £000 2
é 3 3 40
12 7040  72k0 7L 76l 78,0 8ok
3 8360 _ 8560 8760 8960 9160 9360
W 960 9800 30,000 10,200 10,400 10,600
800 11,0 11 0 1) 11, 800
16 12,000 12,200 32,400 12,600 12,800
; 000 200 1 0 13,500 13,800
48 14,800

Propared 10-25-51
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LEAVE
In General

Authority—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 80, 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.

Leave with pay status.—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.

Nonpay status.—~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 office, 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 solely by virtus of kis status as 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. Heabitual tardiness will not
be excused and will be charged agamst annual leave or corrected
‘through disciplinary action. The minimum charge for annua] leave
regardless of the period of tardiness is 1 hour.

December 1, 1958
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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 1953 leave year began December 21,1952, and will end Janu-
ary 2, 1954 (27 pay penods)

Mzmnwm leave~—~The minimum charge for leave of any kind shall
be one hour and additional charges in multiples thereof.

Ezcused 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. Absenceof a party to an oral hearing 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 guards 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 has
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

Credits based on service—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 employees—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-day period will be without pay, unless the absence is
due to iliness 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 employees have worked for the
90-day period, they will receive credit retroactively for annual leave

December 1, 1858
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earned for each full biweekly pay period. However, annual leave
sabsequently credited may ‘not be enbetit.uted for lme without pay
taken during the 90-day period.

Aocorual of annual leave—The law eeteleeveeernlngeou e,lnweek]y
pay period basis. Full-time emiployees shall earn and be credited with
annual leave according to their number of years of service ag follows:

L Less than8years..... - 4 hours for each full M-weekly ey
' od,
2 Omrl’lerv!eebutle-thnm.. Bl:::rl for -each foll bi-weekly DAY
: period (except that accrual for last
- , full pay period in the calendar year
‘ will be 10 hours).
&mrun’mormore__.-.. 8houu “for each mn bi-weekly m
perfod, -

Change in rate of acorual—Any chmge in the rate of acerua] of
annual leave shall take effect at the beginning of the pay period tollow-
ing the pay period in which the officer or emp’io;ee oompletee the
prescribed period of service.

Acoumulation—Under Public Law 102, 83 Congreéss, appMed
July 2, 1953, efnployees nisy mow accummulate not to exceed 30 days.

‘Those employees whose post of duty is outside’ continental Umted
Statee may acctmulate ot to ekceed 43 daye pwmlingthey fall in one
of the following categories:

1. Persons directly recruited or tnneferred fmm the Umted

Stabes by the Federal Government,

' ﬁ-g Perso‘x;s emplgy 1ocajalybut (A) who wereongmally recmnted,
m the United States and have nmsuhstq,nmll,ycopt;nuo
"employment, by other Fw'zdera.l agenc?:: Umted Sf.p,tes ﬁrmsﬂmqmé;l:
or organizations, international orga.mzatlons in which the. United
' States Govemment partxcapaﬁes, or formgq gqvernmeqt:s, nng .whoee
_ conditions of employment prowde for their rgturn transportation, to.
* the United Statés; or (B) who were at t tune of, employment, m—'

porarily absent trom'the United Staﬁee for p of trayel gr
formal shidy and maintained residence in, {:he Stafes durmgf_
such temporary absence. .

3. Persons who are not normaﬂy tesldents of qhe area congreed

and ‘who are dlschn.rged from the mlhtary Jgaryice of the Dnited
" Btates to secept employment with an egency of tp.e Fedepl Govem-
) .ment. (See éxample in Appendlx, rm 38.) ‘

Ewm mmuldwm to-be radcmd.—-s-’.l‘he new hw pmndes ﬂm
the heads of agencies direct officials and. employees; who have seous.
mu].a,ted annual leave to their credit under,this leave system. which
is. in excess of 30 qr. 45, days, as the case gy be, to: rodice sueh bal-

Debéliiber 1, 1088"
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ances over a reasonable period of years as public business permits.
In view of the varying work factors it is not proposed at. this time to
prescribe a rigid uniform plan for liquidation of such exeess: leave.
However, in order to carry out the congressional directive officers and
employees should immediately begin to reduce excess leave .accumu-
lations consistent with official work and consideration to the pref-
erence of the employees.

Savings provision—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 1958 and he takes all of this year’s leave plus an additional 5
days during the 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 excess accumulations—foregoing paragraph).

Advarces and. required balances—Advance of annual leave may
never exceed the normal accumulation in any leave year. Where an
overdrawal of annual leave results from a reduction of leave credits
due to leave without 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 amount paid him for the period of such excess. Asa gen-
eral rule employees will be permxtted to .charge the overdraft to the
following year’s accrual. However, in the case of chronic offenders
cash refunds will be required.

In order to reduce the work necessary to- process leave without pay
actions, all employees accruing leave at the rate of 20 and 26 days per
year should be req’uxred to maintain a balanée of 5 days’ annual leave
to pronde for emergencies. Annual leave applications of employees
who are not maintaining this balance should not be approved except
upon a wiitten statement from the employee specifying the reasons for
the application and agproved in ddvance by the person authorized to
grant léave. Employees who actrue leave at the rate of 13 days per
yéar do niot have to mainitain a balance of 5 days. However, leave ap-
plications of these employses who do not have a sufficient annual leave
balance to cover the application should not be approved except in
emergency situations which may merit approval.

Grant of cmnual leave.—Annusl leave must be taken at such, time
as the supervisor or the head of the office directs. It is sub]ect 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 particular period bf the year employeées should be reqmred
to take their annual leave during this period.

' Requesting annual leave.—~Annual leave shall normally be planned
and requested a sufficient period of time in advance of the beginning

January 1, 1855
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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. Applications for leave which do not
meet this requirement will be disapproved.

Payment for~If an employee resigns, enters the military service
and elects to be paid for his leave, he is discharged, dies, or transfers
to & Government agency or a position under & 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.

Acoumulation.—There is no restriction on the amount of sick leave
that may be accumulated. (Prior to January 6, 1952, 90 days was
the maximum accumulation of sick leave.)

Grant of leave—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 afflicted with a contagious disease (requiring quaran-
tine) and requires the care and attendance of the employee, or when,

328876—054— 8 January 1, 1965
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through exposure to contagious disease, the presence of the employes
at his post of duty would jeopardize the health of others. '

Advance—Sick leave, not to ewceed 30 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 & or more consecu-
tive work days; that every advance shall be supported by a medical
certificate,

Sickness during annual leave—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 leave 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.

Medical certificate.~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

- Definition.—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,

Grant of leave.—Leave without pay may be granted to an employee,
for absence due to illness or emergency, during or after the first 80
days on the rolls when he has no leave to his credit to cover such
absence.

The smallest unit of leave without pay shall be 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 period of leave without pay for.80 days or less. If the leave
without pay extends beyond 80 days-then upon return to duty a holi-
day falling at the end of the period should be charged as leave without

December 1, 1958
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pay. All holidays falhng w1t1un u period of leave mthout'pay shauld
be charged.

- Estended lea'vs unﬂwut pay —-Apphcatlona for leave w1thont pay in
‘excess of 80'days or for an'indefinite pérlod musb have the prwr a.p—
“proval of the Depattments - = .

'Leave without pay will not be! aubhonzed mltmlly for an.y pemd
#h ewoess of & months, 'Any request for leave without pay will be
examined closely to assure that the value to the Government or the
‘heeds of ‘tHe employee are sufficient to offset the costs and: administra-
tive ‘inconvenience involved. 'As 4 basie condition for: dpproval of
‘extended leave without pay, there should be'reasonable sxpectation
that the employes will return at the:exd of the: approved plmod and
one of the fellowiiig criterig should oontrol Lo

(a) Increased job ablhty ~
 (b) Protection orimprovement of employee health
(c) Rebentlon ofadesxrable employee R

Mlhtary Leave

Mdctmy leave for training duty. —Mihtary leave not to eaweed 15

calandar days in ahy one calendar year is granted t6 permanent end
indeéfinite officers and employees, who are members of military reserve
organizations, when ordered to report fOrtmxmng duty. Almilitary
leave of 'abserice with pay is limited to penods of annua.l trammg a8
dlstlngmshed fromactive duty.
" To report for indudtion examination.—Employees whq must absent
themselves from ‘duty for the purpose of undergoing the preinduction
physical examination required by the Universal Military Training and
Service Act may be administratively éxcused for the time required pro-
vided, it shall not exceed 1.day. -All timg in excess.qf. 1 .day shall be
charged..to annual leaye or to. ]e&ve without pay. . - . .

Payment.on entry into armed forces —Employees of the Departmsnt
of Justice who have heretofore or.who may hereafter be ordered to
active duty with the military or nayal forces of the United States shall
.be entitled to receive,.in addition, to their military pay, compensgation in
their civilian positions covering their accumulated or cun'ent(annuul
leave.

Oredit on return from military service—~Any permangnt employee
who leaves a_ position to enter.military ¢r merchant marine service,
and has been reemployed as a perma.nent emplpyee within 52 calendar
weeks after his release. from such gervice, shall have ,hls annugl-leave
account femstami, if he. elected on entering the servige.to. have the

e
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leave ramain to his credit. Also his sick leave account shall be rein-
stated for credit or charge as the case may be. .

Court Leave

Court leave may be granted to permanent and indefinite employees
for attending court as & witness on behalf of .the United States or the
District of Columbis or for jury duty, without charge to annual leave.

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

Temporary employees are not entitled 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. C. 80n
and 800).

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 by some
party other than the Government his absence must be charged to
annual Jeave or leave without pay, unless such testimony arises ffom
his official capacity. (In the latter case see 15 Comp. Gen. 196.)

‘ Voting Leave

. Where the absence will not-seriously interfere with official work,
employees who desire to vote in communities where they maintain
voting residence, except where voting by absentee ballot is permitied,
will be excused for the purpose of voting without charge to annual
leave for a reasonable time on all election days. Where registration
in person is required, employees may similarly be excused. Such au-
thorized absence should not exceed the time actually required to vote
or register, as the case may be, and in no event should it exceed one
working day for each election or registration period.

If an employee will require longer than one day in order to enable
him to go to his legal residence to vote or register, permission may be
granted and the period of absence in excess of one day will be charged
to annual leave, or if annual leave is exhausted, to leave without pay.

Leave for Attendance at Meetings

Employees absent from duty to attend conferences, conventions or
other meetings directly connected with the work of the Department,

Age 1, 1964
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including time going to and from official stations, ghall be considered
in a duty status without charge to leave and without loss of salary.
Any 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,

Compensatory Leave

Authorization—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,

Oredits and charges.~Compensatory time off will be granted on the
basis of equivalent time off for overtime credited. The minimum credit
for overtime shall be 1 hour; however, fractions of less than 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 at the end of a reporting period may not be
carried forward for credit in the following period.

Reoords.—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 80 days
of the time it is earned.

Application for Leave

United States Attorneys 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;
8. Extended leave without pay;

April 1, 1964
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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 the Departmens
application, Standard Form 71, for leave in excess of two weeks or to
cover any unofficial absence from the district.

Leave Records

All Jeave 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,

April 1, 1054
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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 5)—for persons sta-
tioned away from headquarters.

(2) Standard Form 1135 (Appendix, form 8)—for oﬂic& having
12 or less employees,

(3) Standard Form 1186 (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 and time and attendance reports shall be retamed 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 errors
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 atiendance reports—Time and attendance reports (Ap-
pendix, forms 5, 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. oompletxon of Standard
Forms 1135 or 1136 (Appendix, forms 6 and 7) :

(1) At the beginning of the reporting period (pay penod) 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

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

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

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

December 1, 1953
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“:i. (6) .In event of leave, the number of hours.on leave should be
< ventered in the daily block on the first lirie, the eodé deseription for
the kind of leave on the second line, and ‘the employee’s initials
or S, F. 71” on the third line. In case of an absence covering
several days, the initials should be:entéred: on the last day. ' In
-+ initialing 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 a.nd the employee s initials obtamed when:he returns
The followmg proeedures a.pply to Standnrd Eorm 1130 (Appendix,
form 6). .
1,1t should be used only by employees stntmned a.way from head-
quarters SRR
. 9. All periods of leave shonld be- mltmled m the space promded
= in the last column, -
© & Check marks should be mserted to show days on.which employee
worked-a full day.
: 4, At the end of the period, all .columns. shOuld be totaled, the
form certified by the employee, and transmitted to the headquarbers
-+ ‘office with any Standard Form'71 necessary to justify leave taken.
At the end of the reporting period, the totals should be extended
to: the: “compensatory -time” and “time.absent”  columns -and the at-
tendance reports chécked and signed by the supervisor or other author-
ized person. ‘The reports should be delivered to the leave clerk not
.later than noon-of the-day following the close of the reporting period
-except 'where 1t is necessary to-forward the reports by majl.. Postings
should be made promptly to the employee’s leave record (Standard
Form 1137, 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 ithmedistely reported to the
Department - by - letter,” addressed to the Adminmtratzve Asmstant
Attorney General.
13" After the leave records huve been posted the txme and attendanee
reports will be used as a basis for preparing the payroll. :
- - Lands Division, time and attendance —Field employees of the Lands
Division are subject to the annual and sick leave: regulations for Fed-
eral employees. : Time and Attendance Reports {Appendix, form 6)
covering Lands Division field employees are sént to the Department
in Washington at the close of each pay period and must arrive not
‘later thary Monday afternoon following thé pay period. Standard
‘Form:71; Applieation for Leave (Appendix, form 8), should be ob-
tained from employees when they-are absent on annual leave for more
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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. '

Disposition of leave records on separation.—¥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. 81b provides for a lump-sum payment for
accumulated and current accrued annual leave when an employee is
separated from the Government service, or when he is transferred to
an agency under a different leave system.

Transfers without 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, 1958
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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 payment.s —Pubhc Law 102, approved July 2, 1953,
limits lump-sum payments for separations after August 31, 1983, to
a total of 30 days leave or pay for the amount of lesve 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 30 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)
leave 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 current surplus leave—The Comptroller 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 optlonal and it may be denied where
the exigencies of the public service so require.

Sick leave prior to separation—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 controlling the granting of sick leave. Sick leave xmmedlately
prior to separation is required to be granted and paid for as leave in
accordance with the usual procedure and may not be combined with
terminal, annual or vacation leave to determine the amount of the
Iump-sum payment, except to the extent necessary to determine the

- tax deduction pursuant to the rule stated by the Treasury Depart-
ment in its circular of January 20, 1945, relative to withheld taxes
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for lump-sum payments under said act.. The time and date of expira-
tion of the sick leave should be construed as the date of separation.

" Payroll proocedures~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-
clude automatic promotions, except where prior to the date of separa-
gion the required 52 or 78 calendar weeks’ service has been completed.
However, if the employee’s salary has been subject to social security,
social-security 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
applicable laws and regulations existing at that time which would have
affected hiis compensation 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 25.)

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. Howsever, 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 regular salary payment. (Memoran-
dum, Secretary of the Treasury, January 20, 1945.)

Available as setoff —The lump-sum payment is available as a setoff
against any amount due from the former employee to the United

March 1, 1054



26
TITLE 8: ADMINISTRATIVE DIVISION

States, whether the lump sum is payable to the former employee, to
his beneficiary or his estate.

Refund, for terminal leave~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 recredited 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, 1954
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PROMOTIONS, CHANGES IN STATUS, AND CASH
_ AWARDS

Reassignment '

A vaca.ncy may be filled by the promotion of an employee servmg '
in another position in the United States Attorney’s office. Employees
shayld not be reassigned to another position or to a different loca.hty;
or duty statipn without the approval of the Department.

Promotions, reassignments and demotions for permanent emplayees
will be indicated as indefinite but will not aﬁect the employee’s perma-
nent status in the Department.

Any‘employee may be promoted to a posmon at GS-5 or below,
which is not more than two grades above the lowest grade he held

December 1, 1958
280598—53——3
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within the past year under permanent or indefinite appointment.
Promotion to positions allocated at GS-6 through GS-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 GS-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 5 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 appointments are entitled to
sutomatic within grade increases.

United States Attorneys, although not subject to the promotion
clauses of the Classification 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. As-
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 rating is “satisfactory” or better.
(8) No officer or employee shall 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. 8. C. 112 provides for additional advances in salary as a reward
for superior accomplishment in line of duty, and pursuant thereto the
Civil Service Commission has set forth the basic requxrements 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 followmg
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 operatlon in the public
interest; or

(4) A special act or service in 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 s definite incentive to
others.

‘The grantmg of each additional advancement for superior accom-
pllshment is subject to the following conditions:

(1) It mustbe made within the limit of available appropriations;
(2) It must be based on superior accomplishment which conforms
to the standards set forth above;

- (8) Nomore than one additional advancement may be made to any
officer or employee within 52 calendar weeks of service if his position
ig‘si_l‘l grade GS-10 or lower, or each 78 calendar weeks if above

10.

An Efficiency Awards Committes 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
suggestions.

Any employee of the Department who makes a suggestlon which is
adopted for use and either has resulted or will result in improvement
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or economy in operations.of the Depattisent by way of monetary sav-
ings, increased efficiency, conservation of property, improved em-
ployee-workmg conditions, better service to the public, or benefit to the
Department in any other manner, may be ehglble for a cash award.
Where a suggestion is adopted primarily upon the basis of improve-
ment in the operations or services of the Department, the Committee -
will determine the amount of the award commensurate with the bene-
fits anticipated from the suggestlon In those cases where the award
is based on monetary saving, the amount of the award shall be deter-
mined on the annual estimated saving during the first year of opera- -
tion in accordance with the followmg table

Savings S Awards
$1-§1,000. e $10 for cich $200 of savings with a minimun of
. : " ) $10 for any adopted suggestian.
$1,000-$10,000 sso for the first $1,000 of savings and 425 tor
‘ each additional $1,000 of savings.
$10,000-$100,000_— -~ $275 for the first $10,000 of savings and $50 for
i each additional $10,000 of savings, ‘

$100,000 or more. ... ___.... $725 for the first $100,000 of savings and 3100
) for each additional §$100,000 of savipgs; pro-
vided that the maximum award for any one

suggestion shall not exceed $1,000, °

The Executive Order specifies that no award will be paid for a sug-
gestion which represents a part of the normal requirements of the
employee’s position, or a suggestion not adopted within 2 years from
the date of its receipt. -

The total amount .of cash awards paid: by the Departmentdunng
any fiscal year shall not’exceed $25,000, "The cash award is in addi-
tion to the regular compensation paid to. the recipient and the a¢cept-
ance of the award shall constitute an agreement that no further claim
of any nature upon the United Shtm will be made by the employee,
his heirs, or assigns. '

Employees should be enoouraged to submlt suggestmns fori nnprove-
ment in the service, A.lthough suggestions may be submitted in any
manner, the regular form in duplicate (Appendix, form 10) should
be used whenever convement. The employee’s name, address, and
other identifying information should be placed on the suggestion. .All
suggestions must be signed as no awards will be made.to anyone claim-
ing to have made an anonymous.suggestion. The suggestion may be
mailed to the Secretary, Committes on Awards, Washington 25, D. C.,
or submitted through the United States Attorney.
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Incentive 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 31, 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 furnished a copy of the plan, and
it should be carefully followed by rating officers in assigning ratings.

Three performance ratings are provided as follows:

1. Qutstanding.
2. Satisfactory.
8. Unsatisfactory.

Rating officials are required to prepare ratings only for the “out-
standing” and “unsatisfactory” groups. Unless an employee is con-
gidered as ouﬁstanding” or “unsatisfactory,” it will be assumed that
his performance. is “satlsfactory and no ratmg form need be
submitted.

Outstandmg Ratings

Outstandmg 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 Efficiency 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 & new probational period because of such reassignment or de-
motion.

Notice of Ratings

“Qutstanding” 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. ' A

254073—53——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 detsiled statement of the reasons
for appeal, to the Chief of the Personnel Branch of the Department
within 90 days of the receipt of notice. All such requests will be
reviewed by the Performance Rating Committee appointed by the
Administrative Assistant Attorney General. After final action of
this Committee, further appeal is possible to 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
do both.

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. 8. 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 notxce 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 & written answer to
such charges, with affidavits;

(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
_..active duty status during t the time his wntten answer is being con-

sidered except that he may be pla¢ed on ariiial leave without his
consent, or on leave without pay with his consent, in any case 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 employee or his fellow
workers.

Any person reinstated or restered to duty on the ground that his
ramoval or suspension was unjustified or unwarranted must be paid
compensation at the rate received 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 all suspensions
or removals must be accomplished in the exact manner prescribed by
the Department.

Resignations and Separations

Resignations, suspensions, dismissals, leave without pay, 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 it must be
shown at the close of what day it became effective. The, reason 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 vacaney 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 Ieave 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 the Department. (See Final Salary Payments,
and Reports and Payments of Deceased Employees.)

REDUCTION IN FORCE

Reductlon in force may be necessary whenever a person who has
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.

October 1, 1953
273371—538——35
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- Any separation by reduction in force will depend upon the relative
standmgs on the separatlon registers in aceordance with the civil
sérvice reduction in force procedures.

“United States Attorneys will be advised of the specific methods in
event reduction in force becomes necessary.

. REAPPOINTMENT AND REEMPLOYMENT

'No officer or employee of the Department of Justice who retires
under the provisions of the Civil Service Retirement Act, either
voluntanly 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 Attorney General, and the letter with respect to
the proposed employment must indicate the nature of the misconduet
and the reason why it is proposed to reemploy him.

Persons who have transferred to another agency with reemployment
riglits or who have been honorably discharged from the Armed Forces
or the merchant marine have a right to reemployment in their former
position or in a position of like seniority, status, and pay.if the
positions were other than of a temporary character. If there is
no appropriate vacancy in the office, reduction in force procedures
must be followed in order to reemploy such person. (See Reduction
in Foreea.)

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

RETIREMENT

Coverage
All employees paid by the United States Attorney are subject to
the Civil Service Retirement Act (5 U. S. C. 14) with the exception
of the following:
. (1) Temporary employees whose expected service will not exceed
1 year.
(2) Employees who are holding mdeﬁmte appointments and are
subject to social security.
(8) Intermittent employees paid on a “when actually employed”
bams or paid on a contract or fee basis, such as mterpreters, experts,
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
amount 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 earn 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 equal to 214 percent of his basic salary for services
performed from August 1, 1920, to June 20, 1926; 314 percent from
July 1, 1926, to June 30, 1942; 5 percent 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 81, 1947, and at the rate of 8 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 deduo-
tions, or if they plan to reenter the Government service, the contribu-
tions may be left in the retirement fund. No annuity may be paid
unless the employee subsequently completes & 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 leave contributions
in the retirement fund and receive an annuity at age of 62,

(c) Officers and employees who upon separation have completed
more than 20 years of creditable service are not entitled to any refund
but will receive an annuity at age 62. '

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

If an employee has received a refund of retirement deductions cov-
ering one or more periods of service, he must make a redeposit to the
retirement fund equal to the amount of refund plus interest before
such period or periods of service can bé credited in the computation
of annuity benefits. ‘Interest on the amount rofunded is compounded
annnally at the rate of 4 percent thmugh December 31, 1947, and
8 pertent théreafter. An employee may hot make a redeposit to
cover only a portmn of a period for whlch deductlons were fefunded
to him.

These deposits may be made in mstallments during the oontmua:noe
of service under such conditions as miy be deberxmued by the Civﬂ
Service ‘Commission.

If no deposits are made for the past service, éredit will be allowed
for the service rendered, but the annuity of such employee w1Il be
reduced by the amount owmg at date of retuement.

Typés of Retirement

Automatio—Any officer or employee, including Presxdentxal ap-
pointees, who has completed atleast 15 years of service is automaticalty
separated on the last day of the 'month in which he attains the age
of 70 years. Any employee who has reached the dge of 70 but has
not completéd 15 yeats of service may continue to work ntil the
last day of the month in which he completes 15 years of service.

An employee shall be notified in wntmg at least 60 days prior to
the date of his refirement.

Voluntary.~Any officer or employee who has reached the age of
62 may retire after completmg 15 years of service. A person who has
completed 30 yesrs of service may retire at 60, or may retire at 55
with a reduced ahnuity of one-fourth of 1 pereent for éadh ‘full month
heisunderugeeo. o

.~—The Départment may request retirement of an officer
or empl yee who is (1) 60 years of age with 30 years of servids or
(2) 62 years of age with 15 years of service who may be disqualified
to perform'the duties of his position or one of a ‘comparable grade:
The application must be filed prior to thé employeé’s separation from
the service.

Disability.—Any officer or. employee to whom the Act applies,
who has served a period of not less than five yeurs and who becomes
totally disabled for useful and efficient service in the gratle or class
of position occupxed by him before becoming eligible for’ retirement,
may be retired on‘an annuity. The disability must not 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 make 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 employee 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 Act 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.  However, if such person is involuntarily 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 annuity shall have accrued.
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The annuity granted by the Act will be a life annuity and will be
computed as follows:

(1) If the employee’s average annual basic salary during any
5 consecutive years is $5,000 of more, take 114 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.

Tf 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 eonsecutive 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 Personne]l Branch of the Department.

Death Benefits and Designation of Beneficiaries

Where a married male employee dies (while still employed) his
widow 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 or chil-
dren entitled to immediate or future annuity benefits. The lump-sum
payment will 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 surviving parent.

4, If none of the above, to the executor or administrator of the

estate of the decedent.

8. If none of the above, to t;he 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- payment to be
made in & different order, he should execute a designation of beneficiary
in dplicate on Standard Form 2808 (Appendix, 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 made 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 Department upon
request.

ACCIDENTS

The Employees’ Compensation Act, as amended, provides compen-
sation in cases of employees of the United States who suffer 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 payments and designation of benefloiary—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 41). 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 designation which has been
made for payment of retirement benefits or unpaid compensation
upon death.

A designation of beneficiary is automatically canceled (1) on the
day the employee transfers to another agency, (2) 31 days after the
employee separates from the service (within this 31-day period he
has the privilege of conversmn) or (3) on the day the employes
retires.

Norte.—The employee who transfers to another agency should file a new desig-
nation form with the new agency.

The employee who resigns and 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.

Waiver of insurance and reinstatement.—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 hes elapsed; (2) he has not reached
his 50th birthday; (3) he passes an appropriate medical examination
and (4) he meets the requlrements of other regulations which may be
in effect at that time. : -

January 1, 1956
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A break in Govermment service does not cancel an insurance waiver.

When a person transfers from another agency or reenters 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 office that he wishes the
insurance discontinued shall have his payroll deductions discontinued
at the beginning of the next pay period following receipt of the notice
by the employi'ng office.

The waiver must be forwarded promptly by the employing office to
the payroll officer (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 reduction of benefits~—An msured person whose
Government service is terminated voluntarily or involuntarily (other
than by retirement) or an employee who has been in 8 nonpay status
for 12 continuous mouths 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 risk without
8 physncal examination. No refund of prior deductions made. for
group insurance is permissible.

Informatlon regarding procedure for convertmg to md1v1dual in-
surance will be issued at a later date.

" Whenever any person reaches 65 years of nge, the amount of life
insurance is reduced at the rate of 2 peroent a month until the policy
is reduced by 75 percent. . No reductlon is made below 25 ‘percent of
the basic poliey.

When a person retires his life msurance only is continued. AOCI-
dental death and dlsmemberment insurance are ‘discontinued upon
retirement.

The insurance of an insured employee who éhters mlhtary service
and acquires indemnity coverage under the Servicemen’s Indemnity.
Act of 1951 shall cesse, subjest t & 31-day extensian of fife insurance
coverage,on the day preceding his acquisition of the mdemmty cover-
age, or 12 months after discontinuance of his civilian‘salary payments,
whichever first occurs,

Sept. 1, 1854
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Insurance certificates—As soon as possible after the program goes

into effect, certificates will be forwarded for issuance to each msured
employee,
' Claims.—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
due to the tremendous workload in inangurating the program.

Insurance contributions (general) ~—Deductions to cover the cost of
insurance will be made from employees’ salaries in the same geneml
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 deductions.—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 from an employee’s salary when—

(1) The employee is in a pay status for an entire pay period.

(2) Theemployee is in a pay status for only part of a pay period.

(If 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. )

Deductions will not be collected when the employee is in a nonpay
status for an entire pay period, nor will deductions be made to cover
such nonpay status from future salary when 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 immedi-
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 August 29,
1954, no deductions will be made.

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

. ~Sept, 1, 1054
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Amount of de- o Amount of de-

duotions per ) duotions por

) dhwsokly YMwoehly

Amount of inaurance pay period | Amount of insurance pay poriod
$1,000 $0.25 [$11,000 2.7
$2,000 . 50 | $12,000 8.00
$8,000. .76 | $13,000 —__ 8.28
$4,000 1. 00 | $14,000 8.50
$5,000 -1. 25 | 16,000 8.75
$6,000 1. 50 |$16,000 4.00
$7,000 emew 1,75 | $17,000 4.28
$8,000 - 2.00 [$18,000 4.50
$9,000 . 2.251819,000 J— T 4.75
$10,000 - 2. $20,000 5.00

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

Retroactive deductions should be madse 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 during which he was covered.

Leave without pay.—Any employee who is on leave without pay on
August 29, 1954, is msu.mdy unless in 8 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 pagments, either by
the employes or the Government, are required during such leave
without pay. If the leave without pay extends beyond 12 months,
coverage is reacquired ufon return to a pay status.

The full deduction will 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 suffer 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 comfensation may be obtained from the Depart-
ment. All officials should keep on hand a small supply of these forms.

January 1, 1965
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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. 8. 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. 8. C. 766).

Unless notice is given within the time specified, or unless the im-
mediate superior has actual kmowledge 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 0. 8. C.767).

All original claims for disability must be made within 60 days after
the injury, and all original claims for death must be made within 1
year after death (5 U. 8. 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-1 (Employee’s Notice of Injury or
Occupational Disease (Appendix, form 13)) should be immediately
filled out by an employee who sustains an injury of any kind.

If a claim is to be made, the Bureau’s Form No. CA-2 (Official Su-
perior’s Report of Injury (Appendix, form 14)), including witnesses’
statements and certificate of the attending physician, must also be
executed. Claimsshall 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 relating 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 obtain treatment at such hospital or by a
designated physician.

The fee of the physician whose services are engaged by an injured
_ employee is, under the law, fixed by the Bureau. Therefore, an in-
jured employee who intends to claim the benefits of the Act should not
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pay the physician’s bill, but should subnut it to the Department,
attached toithe proper form..

If an employee is seriously inj urad or lnlled, it is suggested that the
FBI be asked to conduct an investigation of the accident.

If at the time the disability begins the employee has annual or sick
leave to his credit he may, subject to the approval of the head of the
Department, use such leave 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. 8. C. 738.)

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 United States Employees’
Compensation Act. Decisions by the Board are final as to the subject
matter appealed, and such decisions 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 use Form 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 appeals are contained in Title 20, Code of Fed-
eral Regulations, Part 501. For additional information in connection
with employees’ rights and beuefits under the United States Em-
ployees’ Compensation Act, inquiries may be addressed to the Person-
nel Branch, Admuustratlve Division of the Department of Justice.

REPORTS AND PAYMENT OF DECEASED EMPLOYEES

Report of Death

Notice of the death of an employee shall be promptly forwarded
to the Administrative Assistant Attorney General together with a
transcript of the employee’s annual leave balance on Standard Form
1150—Revised (Appendxx, 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 gervice 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 Regulation 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.

(8) All quarters and cost-of-living allowances and overtime or
premium 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
annual leave. '

(?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.

(8) 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) Xf 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, form 82)) 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 form, 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. R
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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. 1032). 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 114 by 114 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 dlsclphnary
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 1t1nerary so that
he may be reached in an emergency.
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In order that 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
Washington 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, 81st 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 recipients, 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 indefinite promotion, demotion or reassignment).

Part 35 of the Federal Fersonnel Manual sets forth the regulations
regarding restoration of Federal 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 duties. 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-
cluding reservists). Each employee entering the Armed Forees
should be separated from the service. He is entitled to be paid for
accrued 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 & position of equal status and pay upon his return.

Any 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 during s 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 Awards.)

VETERANS HEARING COMMITTEE

There has been created, in the Office of the Deputy Attorney Gen-
eral, a Veterans Hearing Comumittee 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-
prm.te action with respect to any such protest or complamt

254076—B3——20
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FAIR EMPLOYMENT PRACTICES

Executive Order 9980, July 26, 1948, provides that:

All personnel actions taken by Federal appointing oficers shall be based solely
on merit and fitness ; and such officers are authorized and directed to take appro-
priate steps to insure that in all such actions there shall be no dlscrimination
because of race, color, religlon, or national origin.

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;

(5) Remedies sought;

(6) Signature of complainant.

Any 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.

Any 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 Employment
Officer of the Department.
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‘The supervisor of the officé or unit to whom any employes makes
complaint will immediately endea.vor to adjust tbe comphmt with
the individeal cdmplainant, .

Upon failure to:adjust an oral eomphinttothesetmﬁchonofthe
complainant within a reasonable time, such supervisor shall advise
complainant in writing of the address of the Fair Employment Officer
and of his right within 10. days thereafter to file & written complaint
with such Fair Employment Officer: . Such written complaint shall
contain the information set forth above.

“Upon failure to adjust s written complaint to the utufwhon of t.he
complainant, the supervisor will forward. to the Fair Employment
Oﬁarampoxtnetmgbrtkthebmotthemmpluntmdmms
for failure to effect a satisfactory adjustment.

If a complainant has the right of appeal to the Civil Semoe Com-
mission .under sutherity of law, for example, Section 14 of the Vet-
QTADS Preference Act of 1044, and also has & right of appeal under
Executive Order 9980, he may ‘elect the chennel through which he
preqontp his complaint, but if he elects to appeal directly to the Civil
Service Uamm;amon, he inay not thereafter avail himself of the pro-
cedures under Executive Order 9980.

‘PERSONNEL. SECURITY REGULATIONS

The Department’s secunty regulatlons are set forth in:
" 1. Order. No. 25-33, dated August 81, 1953, and regulations
attached (under Exeputwe Order No. 10450) yand .

2. Pamphlet entitled “Regulations Relating to Defense Informa-
tion” issued in August 195¢ (under Executive Order No, 10501). _
Every employee, including each new employee, is requiréd to sign
s statement -that h& his read and inderstands both publiestions.
This statemient should be transmitted to the Secunty Omeer,

Departmient, of Justice, Washihgton 25, D. C. * -
' Additional copies of ‘the regulatlons may be secured from the
Secunty Oﬁcer at dny tlme.

RESTBICTED ACTIVITIES

. LAWS AND PENALTIES GOVERNING ‘CONDUCT

Umud ‘States. Atborneys and their employees are subject to the
following general provisions of law:
28 U. 8. C. 2071:

(s) Whoever willfully and unlawful]y conceals, removes, mutl-
lates, obliterates, or destroys, or attempts to do so, or with intent to
do 80 takes and carries away any record, proceeding, map, book,

January 1, 1965
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- paper, document, or other thing, filed or deposited with any clerk
-or officer of any.court of the United States, or in any public office,
or with any judicial or public officer of the United States, shall be
- fined not more than $2,000 or unpnsoned not more than 8 years, or
both. :
"(b) . Whoever, having the custody of any such reeord, proceedmg
" map, book, document, paper; or other. thing, willfully and unlaw-
fully conceals, removes, mutilates, obliterates, falsifies, or destroys
the same, shall be fined not -more than $2;000 or:imprisoned not
- more than 8 years, or both; and shall forfeit his office and be. dis-
qualified from holding any office under the United States.. (See
Government Pmperty Reoords and Safeguardmg on. the care of
records.)
18 U. 8. C. 283: e
Whoever, being any oﬂicer or employee of the United States or
~ any department or agency thereof or of the Senaté or House of
Representahves, acts as an agent or attorney “for proeecutmg any
claim against the United States, or aids or assists in the proseca-
tion or support of any such claim otherwise than 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 speclﬁcally
excepted by enactment of Cougre&.
18 U. 8. C. 284:

Whoever, having been employed in any agency of the United
States, including commissioned 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 fined 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 prohlbxts
~ any former employee of the Federal Government, for a period of two
years after leaving Government setvice, from representing any non-
governmental interest in any matter whatsoever, involving any subject
matter directly connected with which such person was 8o 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, 1955
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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. 8. C. 58 provides that unless otherwise specifically authorized
by law, no money appropriated by any act shall be available for pay-

December 1, 1958
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ment to any person receiving morethan one salary when the combined
amount of said salaries exceeds the sum of $2,000 per annum. - . . -

The term “salary” as used in thia section: includes all pay or com-
pensation paid for services rendered under a continuous employment
when payments are to be imade at stated intervals; regardless of
whether the compensatiop is fixed by law or regulation, or whether it
is a daily, monthly, or yearly rats. The statute refers to'salaries and
not to payments or amount actually received, and no payment of a part
of the salary is authonzed if the whole rate, taken with the salary of
the other position, is in excess of the lumtatmn ﬂxed by the statute
(22Comp Dec. 840, 648). = -

18 Gomp Gen. 768 held ‘that: where ‘axi- dﬁeer’s or emPloyee’a <om-
péngktion is émputed oh gny other bisis than the year, it is nevessary,
in #pplying ‘the prohibitions of ‘the ‘dual ‘comapensation statutes (5
U. S. C. 88, 62, 69, 70) to deterininé the per annum eqaivalent of the
rate, since the rate per anfuri of the combined salaries, and not the
aggregate ambunt actually received during & portion of the year, is
determinative of whether there has been a violatlon of the said
statutes, ot

From the foregomg ruhngs it will be seen that the Dual Compen-
gationi Statute has beeri construed to apply to conpensation from two
positions at Fateb which total $2,000 per snnum, a8 dmtmgmshed from
actual paymiehts 8r amounts received. -

In addition bo' the above-mefiticned' Yestriction or dual ‘employ-
ment, & civilian‘employee of b‘he Qoverniment holdihg a position which
has a salary of $2,500 or miore may not be employed in any other pom—
tion under the Government with compensation attached, it being im-
material that he was in a leave-withoutipay status from the ﬂrst posi-
tion for the penod eovered by the second posxtnon B

. ‘ , Prlvate Employment _

No oﬂicer or employee of the Department of Justlce shall engage
in any, outside activity which may. interfere with the performance
of his official duties or be in any way inconsistent thezethh, or reflect
adversely upon the Department of Justice. - :

No profesalonal officer.or .employee of the Department of - Jnstme
shall engage-in the private, practice of his. profession, and no officer
or employee whatever shall engage in the private pmctme of law,
except upon approval of the Deputy Attol;ney General in unusual
circumstances. THis’ paragraph shall' not ‘be applicable to officers or
employees appointed:on a per diem, when actually employed, basis.

- Applications for exceptions.to.the sbove paragraph must be made
in writing stating the reasons therefor, and directed to the Deputy
Attorney General through official channels. Action taken by.the

January 1, 1955
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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 CONTRIBUTIONS

Political Activity
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 Executive
Branch of the Federal Government, or any agency or department
thereof, to use his official authority or influence for the purpose of
interfering with an election or affecting the results thereof. No
officer or employee in the Executive 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 Aany political committee, party, or other similar
organization, or serving as a delegate or alternate to a caucus or party
convention.

January 1, 1955
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Soliciting or handling political contributions. - '

Soliciting sale of or selling political party dinner’ tmkets. :

. Serving as officer of a political club, as member or oﬁcer of any
of its committees, addressing such a ‘club or being actrve ‘in or-
ganizing it.

Serving in connection with preparatlon for, orgamzmg, or -con-
ducting a political meeting or rally, addressing such a meeting, or
taking any other active part therein except as & spectator.

Engaging in activity at the polls (at primary or regular elections),
such as soliciting votes, assisting voters to mark ballots, or transport-
ing or helping to get out the voters on registration or election days.

Acting as recorder, checker, wat.cher, or challenger of- any party or
faction. -

‘Writing for publication or publishing any letter or article, slgned
or unsigned, in favor of or against any political party or ¢andidate.

Becoming a candidate for nomination or election to: office, Federal,
State, county, or municipal, which is to be filled in an election in which
party candidates are involved, or soliciting others to become candl-
dates for nomination or electlon to such offices.

Distributing campaign literature or material.

Initiating or circulating political potltmns, including nomination
petmons, but employees are permitted to sign as petitioners,

' Engaging in pohtmal conferences, or canvassing a district or so-
Hciting pohtlcal support for a party, faction, or candidate. '

The law is designed to prohibit those subject to it from assuming
political leadership or becoming prommently identified with any
pohtlcal movement, party, or faction, or with the success or failure
of any candidate’ for eIectxon to pubhc office in a partlsan pohtlcal

campaign. A .
Permitted Political Activiﬁes

Votmg —The dlreqt language of the law specifically provides that
all such persons retain the right to votp as they may choose.

Ewpression of opiniom ~—The nght to express polmcal opmmns is
reserved to all such persons,

Nm—:l‘his reservation is mbjeet to the prohibition that snch persons may
not take active part in polltical management or in poutiml campalgns )

Oontributions—It is lawful for any officer or employee to ma.ke a
voluntary contribution to a regularly constituted political organiza-
tion, provided such contribution is not made in & Federal building or
to some other officer or employee within the scope of the above-quoted
statutes.

January &, 1055
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Election officers.—Service as an election officer ig pex:mittad provided
no partisanship or partisan political management ig shown.

Political pwmrcs —1It is lawful for any officer or employee to dlspla.y
a political picture in his home if he so desires,

Badges, buttons, and stickers.—While it is not unlawful for an
officer or employee to wear a political badge or button or to display
a political sticker onrhis private automobile (except where forbidden
by local ordinance), it is regarded as contrary to the spirit of the law
for a public servant to make a partisan display of any kind, wh11e on
duty conducting the public business.

Petitions.—A. Federal employee is permitted to sign petitions, in-
cluding nominating petitions, as an individual without reference to
his econnection 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 5 U. S. C. 118i-n and 18 U. S. C.
214-215, 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. 7

Political Contributions

5 U. 8. C. 683 (5) provides that no person in the public service is
for that reason under any obhgatlon to contribute to any political
fund or to render any political service and he will 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 paid from funds of the United States Treasury to solicit or
receive, either directly or indirectly, any assessmeént or contribution
for any political purpose from any other such oﬁ‘xcer, employes, or
person. (18U.S.C.602)

18 U. S. C. 608 prohibits the sohcltmg or recelvmg, for any pohtlcal
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 Government.

Under 18 U. 8. C. 606, no officer or employee may discharge, pro-
mote or degrade or change the official rank or compensation of any
other such officer or employee for giving, withholding or neglectmg
to make any contnbutlon for pohtlcal purposes, nor may he promise
or thréaten to do so.

The giving or handing over of nmoney or other valuable thmg, by
any officer, clerk or other petson in the servicé of the United States

January 1, 10505
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to any other officer or employes 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 officers and
employeses.

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. 118f).

Appointment form, Standard Form 61, includes an affidavit as to
subversive activity and affiliation.

PURCHASE AND SALE OF PUBLIC OFFICE

The law covering this subject (18 U. 8. C. 214, 215) 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 office or place under the United States.
(18 U.S.C.214.) (See Hoeppel v. United States, 85 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

January 1, 1955
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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 depa.rtment 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 not violated 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 adva.ncement '

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 showing himself to be
unreliable, discharge will follow.

To the Government

Any payments due the Government as the result of a suspension in
a Certifying 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 credlt 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 States 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 offered 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. C. 113.)

HOLDING STATE OR LOCAL OFFICE

. Executive Qrder No. 9 of January 17, 1878, 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 alderman, 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
election or by appointment, or whether with or w1thout salary or
compensation.

The positions and persons of interest to Department of Justice per-
sonnel 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 aunthority, or professor-
ghips in colleges; provided. 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 sele judge whether
or not the employment does thus interfere.

(2) Officers of the militia in the States and territories.

(8) 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.

(5) Positions of justice of the peace, notary public, ete.

October 1, 1058
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The Depurtment considers that.this Order applies to all full-time
employees. (See Dual or Private Employment 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 office of the Director of Public Information.
Information relating to pending mvesngatxons and prospective ap-
pomtments 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 given to the press
upon reqtest. In no event, however, shold information relative to
or the identities of persons named in sesled indictments be given to
- unyone outside the Department of Justice. .

Addresses and aiticles which relate to the policy, activities, or ad-
ministration of the Department or any branch of the Government or
any agency or department thereof should be clea.red through the office
of the Deputy Attorney General, Department of Justice, prior to
release. (See also the section on safeguardmg Government property
and records.)

Employees should not use their official posxtlons to influence pend-
ing or prospective legislation. Any correspondence expressing an
‘opinion on legislation (except as a private citigen without identifica-
tion as a Government employes) or any. testimony in respect to any
legislative matter must have the prior approval of the Department.

If it is desired that the prees or radio withhold the dissemination
of any item of information, the request therefor should be submitted
to ‘the Director of Public Information of the Department and not
directly to any newspaper, news~a.gency, or radio station.

STRIKES

Employees are not allowed to engage in stnkes against the Govern-
ment, nor to belong to any 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 vaem-
ment, he must file an affidavit (on Standard Form 61) to the effect
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-
ployment. ‘ This does not apply to witnesses or fee-basis ‘employees

December 1, 1088
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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 responsible therefor. Additional articles received
from time to time should be added to the record, and articles author-
ized to be dropped should be eliminated, with a notatlon as to the
reason forsodoing. (5U.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 entpusted. 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

. December 1, 1953
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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 turn 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 should 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 proparty 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.

December 1, 1958
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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 of
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 oﬂices are
unattended.

Upon Request

When a United States Attorney or any other officer or employee of
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. 8229, 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 Attorney 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 United States ex rel.
Touky 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 ldentlfy 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 As-
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 hy his predecessor. (See Government Property,
Records, and Safeguarding with regard to the confidential nature of
files.) - , ,

Docket Records

The following records must be maintained on a current basis:

(1) Register of Complaints—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
if 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 other essential information.
Each matter should be given s consecutive number. . The action of
the grand jury should be shown, together with the date on which the
action was taken, and it is desirable that such entries should be made
and signed by the foreman or clerk of the grand jury. If a “true
bill” is returned the criminal court humbér should be entersd in the
grand jury’ docket when the imhctment is subséquenﬂy ﬁled in' the
district court. ‘

(3) Criminal docket ~Each matter as it develops into an indict-

ment or eriminal information should be docketed iti this record snd
numbered in accordance with the numbers on the clérk’s docket.
All the information required by the form of the book should be
.shown, and each step, from the filing of the indictment-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-indioate
whether or not the defendant was represented by counsel, and the
name of counsel, or the fact that the right to connsel was waived.

(4) Civil docket.—All civil cases to which the United States is a
party, including cases in which the United States Attorney oficially

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 payment of judg-
ments, etc., should be entered. Cases should be numbered in ae-
cordande 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 mamtamed ac--
cording to the classification followed by the clerk, and numbered
- accordingly.

(5) Witness docket.—The names of all witnesses subpoenued on
behalf of the Government in all civil and criminal cases, including
grand jury witnesses, should be recorded alphabetically in this book.
The first entry should be made at the time a witness is subpoenaed
‘and should show his name and date on which he is required to report,
and further entries should be made at the time the witness reports
and on the date he is discharged. The above dockets should not be
merely copies of entries in clerk’s dockets. The United States
Attorneys’ 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 venﬁcatlon and the supplymg of omitted
matter.

(8) Indew of dockets (grand jury, criminal, civil emd witmc) —
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
sccording to status of the case and moved from file to file as the
matter progresses. .
' Case Files

Case folders—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 status of the case, under the following general
arrangement of files:

Oriminal:

(1) Complaint File—For the filing of letters, reports, etc., relat-
ing to alleged violations of law, prior to the institution of criminal
proceédings, 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
numbers shown by the grand jury docket.

(8) 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.
Civil: o

(1) Preliminary matters.

(2) Pending cases.

(8) 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
offenss 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 suitsthereon. 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 mstructlons regarding collections and receipts in
Collections.
Card Index of Judgment Debtors

A card index should be set up for each unpaid money judgment in
civil cases, each fine, and 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-
rate file and the case reported to the Department in accordance with
Title 2, Collection of Judgments, Fines, and Forfeited Bail Bonds.
(See also Title 3, Collections.) 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 ¥BI 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—53——30
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Statistical Reports

Any copies of statistical reports, Forms D.J. S. 2 3, 4, and 5 shall be
kept on file. (See Statistical Reports.)

Miscellaneous 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
NeCcessary.

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 files 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 pitesence of a representat:ve of the United
States Attomey s office, of all confidential records, or other records
which in the opinion of the officer having ]umdlotlon over the records,
require destruction to avoid disclosure of information that might be
prejudicial to the interests of the Govertiment: All ¥BI reports or
other investigative reports must be considered confidential.

(b) Sale as waste paper, after maceration or tréatment to destroy
the record contents in the presence of a representatlve of the United
States Attorney’s office, of all records not included in Item (a) above.

Upon destruction of any records a report should be forwarded to the
Records Administration Officét of thé Department stating the type
of record, the number of cubic feet, the date of disposal and the
method by ‘which the records were disposed of; such as by sale as
scrap or. by burmng Autherity to destroy records, other than those
similar to records in the Disposal Table, must be obtained from the
Department.

This schedule provides that all closed civil and criminal case files
in the United States Attorneys’ offices (“closed” in the sénse:that
action on the case has beén concluded by a verdict or by & discontinu-
ance, dismissal, or gashmg of the case) whether or not prosacutlve
action was ta.ken, disposed of 15 years after the case is closed,
except records of the following cutegories:

(1) Case files in cases listed in annual reports of the Attorney
General and in instructions to United States Attorneys;

(2) Case files maintained as “precedent files”;

(8) Case files for cases in which a fine, judgment, or btul bond
is still outstanding, until the interests of the United :States have

" -been satisfied or disposition thereof is approved by the Comptroller

General ag provided in44 U. S. C. 874;

{4). Gase files initiated before 1889;

(8) Case files of United States Attorneys offices, for the temtona.l
penod located in former territories in contmental United States;

(6) Case files in which the cases were handled in state and other
non-federal courts; and

7 ) Cases, other than criminal cases, which reﬂect the Govern-
ment’s dealings with Indians. :

© Other records (not case files) which have been authorizetl for dis-
‘posal by the Congrem ufber the lapse of the period of time speclﬁed
are as follows:

April 1, 1054
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(1) Commissioners’ reports on indigent prisoners (Form 1042
R. 8.), and related correspondence. Two years after the discharge
of the prisoner.

(2) FBI reports when filed separate from case files. Five years.

(8) Parole and pardon files, including reports and correspond-
ence. Ten years.

(4) Complaint dockets. Fifteen years.

(5) Criminal dockets. Fifteen years.

(6) Civil dockets. Ten years.

(7) Witness dockets. Ten years.

(8) Second 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 office accounts. Five years.

(12) Ignoramuses. Three years.

(13) Depositions in war risk litigation cases, mcludmg related
correspondence. Two years.

(14) RBeports of prohibition cases (Treasury Department, In-
ternal Revenue Service Form 1507). Six years.

(15) Reports of narcotic cases (Treasury Department, Internal
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 5 (g) of
the Selective Service and Training Act of 1940 to hear claims of
conscientious objectors from military training and service, consist-
1ng of copms of hearing officers’ reports and related papers, includ-
ing coples of notices to conscientious objectors and replies thereto
concerning 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 Attomeys for disposition by the
Hearing Officer in each district.)

(2) Copies of Selective Service Forms (DSS Form 561) 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 nat-
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 correspondence and copies of permits issued. 1941-45,

(8) 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.

(8) 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 recelved 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
offered 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 to office use, from
leased space, and from filing equipment which can be reused.

(b) Transfers may be initiated by either oral or written request
to the Deputy Regional Director 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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Restrictions on Use of Records -

Restrictions lawfully imposed on the use of transferred records will
be observed and enforced by the Federal Records Centets, subjéct
to the provisions of Section 807 (b) of the Federal Records:Act of 1950.

Disposal Clearances

No records of a Federal agency still in existence shall be disposed
of by a Federal Records Center except mth the concurrence of the
agency concerned.

Regional Records Management. Servlce

Deputy Regional Director - Deputy Regional Director : |

Records Management Sexvice, Region 1. Records Management Service, qu 8,
asaA GSA .

Post Office and Oourthouse Federal Office Building B

Bosaton 9, Mass. 911 Walnut Street

Kansas City 6, Mo,
Deputy Regional Director - :

Records Management Service, Region 2, Deputy Regional Director

_GSA ) Records Management Serﬂce, Region 7,
250 Hudson Street © GBA :
New York 18, N, Y. - 1114 Commerce Street . '
Dallas 2, Tex.

ﬁepiity Regional Director . . .
Records Management Serviee, Reglon 8, Deputy Reglonal Director '

"GSA Records Management Service, Region 8,
Regional Office Building GSA
7th and D Streets SW, Building 41, Denver Federal Oenter
‘Washington 285, D, C. Denver 1, Colo.
Deputy Regional Director Deputy Reglonal Director
Reeord.s Management Serviee, Reglon 4, Records Management Service, Region 9,
* GSA GSA
50 Whitehall Street SW. 49 Fourth Street .
Atlanta 8, Ga. ) San Franeisco 8, Calit,
Deputy Regional Director Deputy Regional Director
Records Management Service, &xlonﬁ, Records Management Bexvice, Reglon
GSA 10, GSA
United States ‘Courthouse Federal Office Bnﬂdlng
219 Bouth Clark Street S 909 First Avenue ' '
Ohlcaxo 4, n. : R ' Seame 4, Waab
STATISTICAL BBPORTS
Forms

The statistical reporta 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.

- . Form D. J. 8. 2—initial criminal dOcket report (Append.lx form

15).

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

Form 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.8,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,
FormsD. J.S.2and D. J. S. 3 should be segregated in separate bundles
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 each 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 dlsposed 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, d1scont1nued
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. S. 8
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 day, 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 defendant 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. 8 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. If 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-Distriet 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. 8 so that cases 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. 8. 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 6th 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. 8. 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 (Appendizx, 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 offense is formally
charged, and a new case filed. If, however, the defendant has com-
mitted & new offense for which he is newly prosecuted, Forms D. J. S.
2 and D. J. S. 8 should be submitted, even though such new offense
also constitutes a violation of probation. Likewise, Forms D, J. S. 2
and D. J. S. 3 should not be filled out for parole violators unless they
are being prosecuted for new federal offenses.

Amended Sentence

Casges 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.
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Special Cases

ContemPt proceedings should be reported like other cases in the
rhonth’ during which ‘such proceedings are instituted.: The date of
initiation should be entered under item 7 6n Form D.J. 8. 20n the
line marked “Other.”" *

‘Cades remanided to ‘trial 'court from the circuit court of appea.ls
or the United States Supreme’ Coutt, after hs.vmg been teported as-
terminated in the district court, as instructed in above, must be con-
sidered 28 new cases flled. The ‘date when the case was remanded
should be entered in item 7 (3) on Form D. J. S. 2.

Cases reifistated after being “Stricken with leave to rematabe” are
also to be reported as new cases filed; and the date of remstatemont
entered under item 7 (4) on Form D. J.8.2. o
" Fnbeas cotpus' proceedings are generally filed on the civil dockat,
and it is desirable that this practice be adhered to wherever possible.
‘When thesé proceedings are placed on the eriminal docket, they should
be reported on Forms D. J. 8.2, D. J. 8.8and D.J.8,4. Thedate of
filing the writ of habeas corpus should be entered under item 7 on
Form D. J. S.2 on the line marked “Other.”

" Criminal cases tried before a United States Commissioner, acting
a8 & justice of pence, should not be reported on Forms D. J. 8. 2 and
D. J. 8. 3 imless an appeal is taken from the United Ststes Commis-
sioner’s decision, and the case is placed on the court docket. Then, a
réport of Form D. J. S. 2 is to be made and the date of appesal enterd
underItem7ofFormD J.8.2

Cases Elxminated Durmg Prelmunary Procedure

‘Criminal cases eliminated during preliminary procedure will be
reported in Items 5 and 6 of Form D. J. S. 4,'and civil cases on hne 9
of Form D.J. 8. 5.

.+ Initial Criminal Docket Report, Form D.J. S 2

A report on Form D. J. 8.2 is to be prepared for each defendant in
each case filed on the criminal docket. It is to be made out a# sdon as
feasible afteran’ mdlctment has been returned or information filed,
and is mt.ended 0 glve information only to the time of iling.

' Ttem 1—District—Enter the name of the judicial district, a:bbre-
viatéd where desirable. Always enter the.full name of the dxstnct,
for -example: “Iowa, 8.,” not just “Southern.”

Item 9—Division—The entry under t}us item should show' the
dlvxslon or pla.ca of holdmg court where’ the case was actually com-
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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 grand
jury sits at only 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 court.should be entered, rather than
the division. The place where the docket is kept does not neces-
sarily determine the place of filing.
:  Item 8—Docket No—Enter the docket number asmgned to the
case when it is filed.
 Item 4—Defendant’s name. —Enter the full name, with last name
first, for example, “Smith, John B.” In case of a sealed 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 those 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 additional 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 only 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—7'otal number of defe'ndants 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 returned in the same case should be listed under
Item 10, and all should be accounted for, to agree with number of
defendants shown in Item 5.

Xtem 6—O/ffenses.—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 correct classification, For
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 act 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 a8 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 return questionnaire, S. T. & S. Act.”

Item 7—Dats 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.

Ttem 8—Names of codefendants.—Enter the names of all co-
defendants, to correspond with the total number of defendants as
shown in Ttem 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 Docket 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.

Ttem 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.

Ttem 3—Docket 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’s name.—See instructions.for D. J. 8. 2. -

Item 5—Judges—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—Offense of which found guilty—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.

Ttem 7—Disposition—Check one. Note that “Guilty as charged”
and “Guilty as to part” are no longer separated. If 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. Except in the rare cases
where a plea of guilty is not accepted and the case proceeds to a
trial, the card for a defendant 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—How tried—Check one for all cases, regardless of the
type of disposition reported.

Item 9—Date of final disposition—Enter month, day, and year,
thus: 6-30-53.

Ttem 10—Sentence 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 granted 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. 8. 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 8, 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. 8. 2
cards forwarded with the report.

Figures on line 8 for criminal cases must agree with the D. J. S. 8
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. ' C




80
TITLE 8: ADMINISTRATIVE DIVISION

“Under Item 8, report the number of attorneys (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 & month, report 2'under number of attorneys. Under number
of days, report t.he 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 offenses, Complaints which have not reached
the court docket should be reported under Item 6 of Form D. J. S. 4,
and violators against whom indictments have been returned 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. 8. 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 court.

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 column 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 8 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 covenng civil
collections shown in lines 4 and 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. 4a (Revised). Applications formerly reported in
Items 7 and 8 on Form D. J. S. 4a are not to be included on Form
D.J.S.s.

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. 821i the 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 38).

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 United States Attorney.

Duplicate—to United States Marshal.

Triplicate—retained by commissioner.

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 various steps or
disposition of the case, _

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

October 1, 1058
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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 Marshals

- 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. Q. 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. 8. 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 56
(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, 1054
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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 Attomeys are directed to extend all pomble coopersa-
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, 1853
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where defendants surrender directly to the office of the United States
Attorney or appear for arraignment on an information and no rep-
resentative of the United States Marshal’s office is present to taks
fingerprints, the United States 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, usually within
24 hours, the criminal record of each subject for whom a record is
found. Marshals have 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 office 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 are directed 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
II, Chapter 8, Sections 221 (b), 223 and 262 of the Immigration
and Nationality Act of 1952 (68 Stat. 163), are available to the United
States Attorneys for use in connection with prosecutions conducted
by them (8 U. S. C. 1201 (b), 1301 and 1302).

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, etc.—from the Department of Justice in Washington.

2. Office furniture such as desks, 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.

July 1, 1954
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3. Office suP lies marked with asterisks in the “Department of
Justice List o gupplies and Forms Carried in Stock,” July 1954 Edi-
tion and subsequent editions—from the Department of Justice in
Washi n.

4. All other office supplies which are listed in the Department of
Justice list—from the General Services Administration regional ware-
house, ezcept that items, such as special forms, which are not stocked
by the General Services Administration shall be requisitioned 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 thei General Services Administration without prior Department
approval.

pUnited 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 beginning of the calendar quarter in which
the supplies are needed. One individual in each office should be as-
sl the responsibility of keeping and ordering the necessary sup-
ge es and of maintaining a simple inventory system. Caution should

practiced in ordering so as to prevent overstocking and to effect
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 nsed in placing orders with the General Services
Administration. Complete instructions covering preparation of the
purchase order form will be found in the GSA Stores Stock Catalog.
Any reference to the “Administrative Assistant Attorney General”
which may be printed on the purchase order form should be stricken
out and the name, title and address of the ordering official should be
inserted. The GSA stores depot may be contacted %or any additional
nssistance 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 copy (B) should be kept by the ordering office. General Services
Administration 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 shoulg 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 Ka.y transportation charlges 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, 1954
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requisition must be signied by the United States attorney and submitted
in accordance with the following :

(1) The item number and letter or form number given to desig-
nate 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. :

' Samples should  be furnished in duplicate for envelopes,
letterheads, special printing or other items:which cannot be easily
described, together with specifications as to size, type, quality of
paper, ete.

4} All requisitions for typewriters or other office machines
should state whether the requested machines are for replacement
gurposes and, if so, should include descriptions of the machines to

e replaced, their make, model, serial number, condition, and an
estimate of the cost of the repairs presently required.

(5) Reqiﬁsitions for supplies and special equipment not listed on
the schedule must be supported by an explanation of the necessity
for such items, ' '

(8) Separate requisitions must be made for (a) supplies, (b)
stock forms, (c) dockets, (d) envelopes, h(.ejl) 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 etlluipment are received from the Department, the

original oop(f 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. '

Machine 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 Jocal repair agencies should be obtained and
the lowest estimate accepted.

Space

Minor adjustments in the utilization of office space may be made
at the local level but any request for a substantial increase or reduction
in office quarters must be submitted to the Department of Justice for
review and decision.

July 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 officials 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.

July 1, 1954
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(8) The statute or offense involved should be completely stated.
It is undesirable merely to quote title and sections from the Code.
If a docketed case or a statute is not involved, then the subject
matter should be briefly outlined.

(4) Enter the mail delivery station number 25 after- the word
“Washington”, and before the abbreviation “I. C,”, when directing
correspondence to the Department or any branch of the Government
at Washington, 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 and 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 Collections.)

(6) Whenever legal 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 & 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 Department
should be typewritten directly above his title, and beneath the space
reserved for the autograph signature. All letters must be properly
signed, but as the autograph signature is not always 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 subordinate, with the knowledge and
consent of the head of the office,

(8) Correspondence sent to other Government agencies or depart-
ments should be forwarded in duplicate and a copy of the communi-
cation should be sent to the Department of Justice.

(9) Letters requesting that information be obtained from any
other department relative to Government cases should contain, if
possible, a notation of the file or reference number in the depart-
ment where the case arose, as well as the file number of the Depart-
ment of Justice, if known, and such letters should be in triplicate
in order that the extra copy may be referred to the department
interested.

(10) Two copies of all papers filed by any party or by the court
including pleadings, orders, proposed findings, judgments, opinions

July 1, 1854
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or other papers of record, briefs, memoranda, and offers in compro-
mise, must be forwarded promptly to the Department.

SAMPLE TELEGRAM

DEPARTMENT OF JUSTICE
WASHINGTON 25, D. C.

ATTENTION: CRIMINAL DIV1SION

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 REQUESTED

PAUL MARTIN
UNITED STATES ATTORNEY

SAMPLE LETTER TO DEPARTMENT

Department of Justice
Washington 25, D. C.

ATTENTION: JOHN DOE, CRIMINAL DIV1SION
Sir:

In re: U. S. v. Lewis C. Pitney
Violation U. S. Stolen Property Act;
Department of Justice File No. 122-51-43.

I have your letter dated January 4, 1953, coucern-

ing the above mentioned matter.
"R T

Respectfully,

George H. Roberts
United States Attorney

(signature)
By: John Doe, Assistant

July 1, 1954
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as books, maps, and relatively unimportant documents should not be
sent by registered mail. :

(9) Court documents, destined for Switzerlund, 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

April 1, 1964
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The foregoing sample letter and telegram will illustrate the above
mentioned points. .
Transmittal

The 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-
spoudence 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 bullky 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 effect 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-
DIATE 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 express 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 currency. -
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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a8 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 effect 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 expenses.

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.

8. Description of the additional item.

4. Monthly rate applicable thereto.

5. 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 expenses 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 communication. (See Telephone and Tele-
graph concerning payment of telephone bills.)

TELEGRAMS
Economy

Particular attention should be paid to effecting economies in use of
the telegram, especially in the transmittal of long and expensive
telegrams. It is important that messages be sent at the cheapest rate
compatible with the required speed ; regular service should not be used
when dny or night letters will suﬂice.

. Government Fad.lities

Official telegrams, rediograms, etc., must when possible, be trans-
mitted over Government facilities. The Public 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 Servwe Centers are located in the
following cities:

Albany, N. Y. Columbus, Ohio.

Albuquerque, N. M. Dallas, Tex.
Atlanta, Ga. Denver, Colo.
Baltimore, Md. Des Moines, Iowa.
Birmingham, Ala. Detroit, Mich.
Boise, Idaho. El Paso, Tex.
Boston, Mass. Fort Worth, Tex.
Buffalo, N. Y. Hartford, Conn.
Charleston, W. Va, Helena, Mont.
Chicago, Il Houston, Tex.
Cincinnati, Ohio. Indianapolis, Ind.
Cleveland, Ohio. Jacksonville, Fla.
Columbia, S. C. Kansas City, Mo.
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Little Rock, Ark. Portland, Oreg.

Los Angeles, Calif. Raleigh, N. C.
Louisville, Ky. Richmond, Va.
Memphis, Tenn. St. Louis, Mo.
Miami, Fla. Salt Lake City, Utah.
Milwaukee, Wis, San Antonio, Tex.
Minneapolis, Minn. San Diego, Calif.
Nashville, Tenn. San Francisco, Calif.
New Orleans, La. Seattle, Wash.

New York, N. Y. Spokane, Wash,
Oklahoma City, Okla. Syracuse, N. Y.
Omaha, Nebr, Tucson, Ariz.
Philadelphia, Pa. Tulsa, Okla.
Phoenix, Ariz. Washington, D. C.
Pittsburgh, Pa. Wichita, Kans.

Messages originating at a point where there is no center or other
Government facility, should be sent via cornmercial 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 should be 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 Attorney

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. L
ALFRED MILLER
UNITED STATES ATTORNEY

Aug. 1, 1934
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NP AID"
ALFRED MILLER

UNITED STATES ATTORNEY
TUCSON, ARIZ. .
DEPARTMENT OF JUSTICE

The Public Building Administration Teletypewnter Semc& bills
the Department at, Washmgt.on for services rendered to field offices.
Commercial ‘companies bill the offices for which the service was
rendéred.

PREPARATION AND TRANSMISSION

All official telegrams tmnsmitted._through regular commercial com-
panies must be marked in the lower left-hand corner “Paid” or
“Collect” (as the case may be), together with full name and title of
sender and department under which employed. Telegrams sent by
an employee while traveling to an office in his own district should be
sent “Collect.” However, if the telegraph agent refuses to receive
and forward the telegram “Collect,” 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 furnished

to or filed with a telegraph agent. The original of a t.elegram must be
attached to the payment voucher. A copy of each message sent
should be retained for filing.
B Government telegrama to and from Honolulu, Hawaii, must be
marked “Send by Government radio, San Franclsco " Such messages
must carry as the first two words of the address, the specific prefix
“Govt. Jus.”” Government 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 unnecessary 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
o1 county officials or other persons who would not otherwise have this
information,

B18202—84—2 Aug. 1, 1954




80.4
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 fizures. 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
THIRTY-FIRST or THIRTYFIRST ... 2
Bl Or3I8b. e e meceetmac— e ———— 1
ONE FORTY SIX DASH TWELVE DASH ZERO..___ 7
146-12-0 . . e ———————————— 2
10 AM e 2
10AM e e e 1
KANSAS CITY (however it 1s better to write it
KANSASCITY) - o e e 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
Asgistant Attorney General, Attention: Records Administration
Branch, Department of Justice, Washington 25, D, C.
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-In preparing telegrams all unnecessary words, initials, and figures
in the body of the telegram, a.nd also followmg the signature, should
be omitted.

Numbers and amounts should not be written in worda. Figures
should be used at all times, - Figures, decimal points, bars of division
and letters are each counted separately as one word.” All pronounce-
able groups of letters, when such words are not dictionary words, are
counted at the rate of five letters or fractions of five letters to a word,
but when such groups of letters form dictionary words each combi-
natlonso used js counted as one word. A

In counting the words of g telegram exclnde the date, address, and
place from which gent, and-count the entire name of a city, town,.
village, State, or Terrltory when in the body of s message, as one
word.

Punctuation ma.rks are nelther eounted nor charged for but words
in lieu of punctuation marks are counted.

. Disallowances

The follomng rules govern the disallowance of charges covermg
unnecessary expenses in sending telegrams:

(1) Unnecessary telegrams charged 1n expense accounts will
be disallowed.

(2) When such teiegrams are chaiged in accounts of the tele-
-graph companies, the auditing or disbursing officer making settle-
ment therefor will colleet the charges for the telegrams from the
senders and pay the amounts 80 colleeted to- the telegraph com-.
panies.

(8) When duy messages are sent when night’ messeges would
‘answer the same purpose, the differenice between the day and’ night
rates will be disallowed or collected, as indicated in the precedmg
paragraphs :

(4) Charges for unnecessary words and figures in t:elegrams will
~be disallowed or collected, as indicated above, and eett!ement with
the comypanies: made with moneys as collected, ~

TRANSPORTATION REQUESTS

Issue and Use

All official travel by cominoh carrier such as railroads, airlines,
bus lines, steamship, and Pullman’ companies should be obtained by
use of Government trmsportatlen requests if the ameunt exceeds $1.
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Transportation requests are issued in books of ten each for use by
United States Attorneys and their. subordinates for official travel
only. They must not be used for personal travel. When travel is to-
be performed, a sufficient number of requests for the proposed travel
should be detached and furnished to the employee, after first being
51gned by the United States Attorney or a designated Assmtant. 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 of 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
made by letter addressed to the Accounts Branch, Department of
Justice, Washington 25, D. C. :

Preparation

The green original and white carbon of each transportation re-
quest must be executed simultaneously by typewriter, indelible pen-
cil, or pen. - The cost of 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,,
promptly. 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 classes 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 or 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 in obtaining Pullman accommodations.
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" ‘ Round Trip Tickets

Practically all transportation companies offer round-trip tlcketa at
reduced rates and generally permit diverse and optional routings on
such tickets.. 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 imperative that all officials and employees obtain ronnd tnp
transportation whenever possible.

Should the traveler purchase a one-way ticket for the going trip
and a separate ticket for the return trip where reduced rate romnd
trip tickets are available, he will be personally charged with any
excess cost to the Government in the absence of a satisfactory explana-
tion as to why such reduced rate round-trip ticket was not obtained.
In the event a traveler holding a round-trip ticket is unable to com-
plete his journey within the time limit of the ticket, he should tender
the carrier an additional transportation request for the purposs of
extending the time limit to the next longer limit available.

Classes of Accommodations
-All railroads offer “first class” and “coach” rates for both one-way
and round-trip fares. Certain far-western railroads have an “inter-
mediate” rate on both one-way and round-trip fares, In view of the
many classes of transportation and accomodations available, the trans-
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 accommodation may be purchased but a state-
ment to that effect must appear on the voucher. All travel on an
extra-fare train must be approved by the Administrative Assistant
Attorney General, prior to the date of travel if at all possible.

Cancellations

All spoiled or canceled transportation requests, both original and
copy, must be forwarded promptly to the Acoounts Branch, Depart-
ment of Justice, Washington 28, D. C.

All Pullman sleeper space not to be used must be canoeled before
the train departs in order to insure that refund may be secured.
Where cancellation of sleeper space is not made in accordance with
the above, the traveler may be required to bear the cost of the ticket.

- Refunds for unused seat space will be made by the carrier provided
the space covered by the ticket is released and replaced on sale any
timo in :dvu.noo 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
nnused, 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,
the 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 partislly 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 slnpment 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

April 1, 1854
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the Procurement Branch of the Department. The original of esch
bill of lading must be ‘forwarded to the consignee. when shipment
is made, and upon delivery of the shipment this copy, properly exe-
cuted, should be surrendered to the last.carrier.

It is important that the original ofi the bill of lading be filled in
properly as to the a.ppropnahon chargea.ble for the expenses. . Fajlure
to do this will result in improper bxllmg by the carrier. .

In order to assist the Department in the audit of transportatlon
vouchers covering freight shipments, one memorandum copy (yellow)
of a1l bills of lading issued must be forwarded at the time of 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 ha.ndlmg of these accounts.

The transportation companies’ bills, supported by the orlgmal 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 Government-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 satisfled that the need cannot be supplied by Government-owned
vehicles.

SHIPMENT OF HOUSEHOLD GOODS AND CHANGE OF
DUTY STATION

Under Executlve Order No. 9805, November 25, 1946, as amended,
an employee who is transferred to a new official 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-
hold goods and personal effects, provided that no expenses shall be
allowed in any case where the transfer is solely for the convenience
of the employee.

Persons appointed for duty outslde 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 Departmental Memo No. 60, January 18, 1954. Information or
advice concerning the regulatlons may be obtained upon request to the
Admmwtratxve Assistant Attomey 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.
Any 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 permissible,

Payment of amounts due the Government, or as offers in compro-
mise, shall be made in the form of check, draft, money order, etc.,
payable to the T'reasurer of the United States (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 them constitutes an acceptance
of offer of compromise on the part of the Government.

Under no circumstances shall official 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.—fo the clerks of the
oourts.

(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 offer
of compromise which the United States Attorney is authorized to
accept—to the department, agency, or officer who submitted the
oase to the United States Attorney for collestion. 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.

(8) If the collection is an offer in compromise required to be
approved by the Attorney General—to the Department of Justice.
Such collections should be accompanied by a letter of explanation
and recommendation from the United States Attorney.

April 1, 1954
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(4) If law provides special disposition of funds—to department,
agenoy or individual designated (i. e., Walsh-Healey Public Con-
tracts Act (41 U. S. C. 38) which provides that certain sums so
recovered shall be paid through the Secretary of Labor to the em-
ployees, etc.

(5) If money, checks, drafts, etc., are collected on behalf of the
Office of Alien Property—to the Office of Alien Property, Depart-

295158—84——8 April 1, 1054
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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. _oaeee--. ” 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 to permit its division~—io the
United States Marskal 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 receipted for on Form 200 in quadruplicate
(Appendix, form 22). Prenumbered receipt books are furnished by
" the Department upon requisition.
Disposition shall be as foliows:

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., are to be sent to the Department,
they should be transmitted by means of Form 201 (Appendix, form
21a) in an original and three copies. This is in addition to any letter
of explanation accompanying the remittance. 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

November 1,1953
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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 representa-
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, 185~,” 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 bﬂhng period.

The following specific expenses are chargea,ble to the United States
Attorneys appropriation:

(1) Salaries of the United States Attorneys, Assistants and
clerical force,

(2) Interpreters.

(8) 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 force,

(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) Umtad States Attorneys' miscallaneous office expenses as
: sut.honzed by the Department.. ,

(18) Transcript and grand j Jury reporting. '

(14) Filing and recording fees in State or local courts,

(15) Depositions, notary fees, etc

(16) United States Attorneys’ prmtmg and binding.

(17) Expenses of producing records under a subpoena duces
tecum,

-(18) Physical exammatlon of plaintiffs in tort claims cases,
and of defendants in crimina) cases and witnesses who allege illness
for the purposs of delaying trial, reason for not appearing, etc.

(19) Expenses of defending Governmant employees in State or
Federal courts for acts done in the performance of their official
duties. .

The following expenses ere paysble from the appropna.tlon “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 Unibed
States courts or United States Commissioners’ hearings. .

(2) Per diems in lieu of subsistence and traveling expenses

- of Government employees attend.\ng upon court when properly
paysble. -

(8) Pees, per diem in heu of subsistence, and traveling expenses

‘of expert witnessés (other than Lands or Antitrust).
" (4) Physical examinations of plaintiffs, witnesses, or defendants
in contemplstion of testimony in ‘court.’

(5) Expensés of examining prisoners to determme umty as
provided for in Sections 42444248, Title 18, U, S. C. (including
employment of peychiatrists, hospital expenses incident thereto und
testimohy). -

The- above hsts do not prohlblt payment of other legal expenses
when properly payable. Neither shall the listing be considered an
authorization for paying any of the above expenses when they must
be previously authorized or approved by the Department.

ECONOMY OF OPERATIONS

In all instances, expenses of operating the Umﬁed St.atea Attomey’s
office should be kept to 8 minimum.
Among the economies which should be effected by United States
Attorneys are:
(1) Reducing the number of Assmtants and clerical personnel
traveling to places of holding court; -

© January 1, 1065
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(2) Keeping under control the number of witnesses subpoenaed
and limiting the number to those without whom the case oould not
be litigated suecessfully, o

(8) Notifying witnesses promptly of poetponements'

(4) Calling of cases to trial as promptly as the state of the docket
and legal problems permit, particularly actions involving selzures,

" (5) Using every expedient available to reduce storage expenses on
seized automobiles, foodstuffs, and the like;

(6) Utilizing Government physicians whenever possxble for med-
ical examinations;
~ (7) Negotiation of fees of expert thnesses in order bo keep them

" a8 moderate as possible;

(8) 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

31 U. S C. 665, provides that no officer or. employee sha.ll make or
authorize an expenditure, or create or authorize any obligations in
excess of an appropriation or apportionment thereof. Any officer or
employee violating this section shall, upon conviction, be fined not
more than $5,000 or imprisoned not more than 2 years, or both.

Under the above statute, full responsibility is placed upon the per-
son who makes or. authorizes an expenditure. Expenses: incurred
contrary to regulation will be-at the individual’s risk and he will be
personally liable for the charge and subject to disciplinary-action.

_.Congress has required that each appropriation be apportioned
among the four quarters of each fiscal year, thereby establishing four
individual fiscal periods. The obligations for the 94 judicial districts
collectively for any quarter cannot exceed the apportionment for
such qaarter, - e :

Authority To Incur Expenses

Unless general authority exists for certain types of expenses, au-
thority to incur obligations must be secured from the Department
prior to actual incurrence of any expense. In emergency cases, tele-
graphic authority may be requested but the required Form 25-B must
be submitted 1mmed1abe1y thereafter., (See Requests for Ind1v1dua.1
Authorizations.)

General authonty has been granted to United States Attomeys
to incur all general -expense obligations under the appropriation
“Salaries and Expenses, United. States Attorneys and Marshals, De-
partment of Justice” within the amount of an approved quarterly
suthorization, emcept that specific authority is required for:

1. Additional telephone service or equipment.

January 1, 1055
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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.

8. Travel of more than one clerk at a time from any United
States Attorney’s office for the purpose of 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 84). 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 fofal obligations
for the quarter may not exceed the Zotal 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, s
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 masst 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
inflated.

2. Request authorization for only those items which apply to the
United States Attorney’s office.
- 8. 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 directly by
the supplying agency. '

5. Post Office box rental should be shown under Item 3 (b).

6. Only printing and reproduction werk which is performed
locally for the United States Attorney’s office should be included
in Item 5.

7. Any special or nonrecurring expenses should be explamed in
the “Remarks” space on the form, ‘

Obligation Control Record

An accounting control for the “General Expenses” quarterly su-
thorization under the appropriation “Salaries and Expenses, United
States Attorneys and Marshals” should be maintsined in each United
States Attorney’s and Marshal’s office. A. sample control sheet i in-
cluded in the Appendix (form 35). Specific instructions for main-
taining this control are as follows:

1. The “Date” column shows the exact date the obhgahon was
incurred or the expense pai

2. The “Description” oolumn shows sufficient information so that
each itemr mey be readily identified.

3. All obligation items are numbered consecutlvely during the
quarter startmg with No. 1 and shown in the “Transaction No.®
column. This is done in order that each payment may be cross-
referenced to the appropriate obligation.

4. The “Memo Payment Information” column shows the date of
payment or partial payment oppomte the obligation and the exact
amount of the voucher or vouchers in chronological order when
peyment is made.

5. The “Obligations” column reflects obligations as incurred and
the net increase or decrease in obligations resulting in expenditures
of amounts different from the original estimate.

6. The “Balance” column shows at all times the balance remaining
in the quarterly anthorization.

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 traveler for the
month. In some of the larger offices, however, it may be advisable to
obligate travel in a lnmp-sam for all travelers for the month, in which
case the estimate should be adjusted at least biweekly based on actual
travel expenses. In this case travel payments need only be shown in
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a lump sum at the end of the month covering total travel expenses
paid during the month plus value of TRs issued (Items 2 (a), 2 (b)
and 2 (¢) 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 “Qutstanding 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.

Requests 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 regular Form 25-B prepared in quintuplicate (A.ppendix, 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 followmg
manner

(1) The estimated total expenses, the nature, and purpose should
be clearly stated. KEstimates should be as accurate as possible.
Requests to cover travel should include the value of Government
transportation requests if travel is by common carrier.
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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.
.., (8) File initials, title of case, names of individuals, etc., should
' be included if known. :
(4) If the estimated expense for services or supplies exceeds the
- sum of $600, the application should be accompanied 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 25-B, vouchers should be prepared and submitted promptly
for payment (see Vouchers).

Special Assistants, Special Attorneys or other individuals tempo-
rarily assigned to the field in connection with a case will clear Forms
25-B or other authorization media (when necessary) through the
United States Attorney’s office so that the latter may have a mcord
of the anticipated expenses in the case.

The Unitéd States Attorney for the district in whick a case i
pending will be responsible for forwardmg Form 25-B when required
by the regulations, even though the service may have been' performed
in another district.

Whenever authoriZations are not used or can be canceled, the De-
partment should be notified promptly This should be done by merely
writing the word “Cancel” in bold script across the face of the 25-B
and returning it to the Department, Atbentxon Administrative
Assmtant Attorney General. -

. CONTRACT SERVICE AND FORMS

Procurement of services and supplies, in excess of $5600 per year,
must be secured by contract from the lowest responsible bidder after
the widest possible advertisement. If the needs of the service. are
of a continuing nature and the amount thereof for a fiscal year rea-
sonably can be anticipated and will exceed $500, they should be pro-
cured by contract after advertlmng, even though the individual pur-
chases. or deliveries, or the service during any month or quarter do
not exceed $500.

Advertising may be by any means of g1vmg pubhmty, i e,
by circulars, letters, posted notices, even oral solicitation when other
means of obtaining bids are impracticable and the impracticability
i3 established by certificate. (The accepted oral bid must be confirmed
in writing.) The General Accounting Office requires, however, that
regardless of method of advertising, notices must be posted in public
places, unless all available sources of competition have been contacted.

3
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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 apparent from the nature of the invitation that wider
competition could have been obtained. Contracting officers are there-
fore requested to observe the spirit as well as 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 Staies
Attorneys should prepare specifications clearly describing their evact
needs and submit idendical inwitations to all prospective 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 Award.

(8) Standard Form 36—Continuation Sheet.

(4) Standard Form 1036 Revised—Statement and Certificate of
Award.

Solicitation of bids will be made on Standard Forms 83 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-

December 1, 1853
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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 :

8tandard Form 32, General Provisions (Supply or Service Obnti-act), pre-
scribed. by the General Services Administration, November 1040 edition, 1s
incorporated herein by reference and made a part hereof and receipt -of the
form is hereby acknowledged. (A copy of Standard Form 82 is: obcalnab'lq,
upon request.) .

All contracts will be exe(mted in quadruphcgte ehowmg all eond.1~
tions or terms. The original and duplicate will be signed by the
United: States Attorney and forwarded to the Administrative.As-
sistant Attorney General for numbering under the uniform system.v
prescribed by the Comptroller General.

Standard Form 1086, Revised, én duplicate, properly.signed and
with all necessary certiﬁeates completely executed should be sub-
mitted with every contract sent to the Department. If other than
the lowest bid is accepted, the action teken must be explained on
Standard Form 1036 . (Revissd) by the facts 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 retained by-
him and the contractor, and must appear on each voucher covering
services procured under the contract.

CERTIFYING OFFICERS

Based on 31 U.S. C. 82b et seq., and applicable regulations, vouchers
involving expenses of the United States Attorney’s office must be
certified by an authorized certifying officer of that office before
submission to the United States Marshal for payinent.

There should be two certifying officers in each United States At-
torney s office. It is desirable that the United Séabes Attorney quahfy_
a8 one of the certifying officers.

When & new United States Attorney enters on dnty, the Department
gerid§ out appropriate forins and instructions so that he may qualify
8§ a certifying officer. “The employee who is alteady LY ‘certifying
officer continiues on in such capacity unless the United States Attorney
requests the termination of that designation and the demgnatwn of
someone else. Authorized certifying officer designations remain in
effect until revoked by the Administrative Assistant Attorney General.

As’a matter of general information, authorized certlfymg officers
are required to furnish surety ‘borids in the minimum amount of $5,000.
The premium on the bond is payable annually 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
officer and the following information must be typed or stamped
thereon: the name of the authorized certifying officer, the words
“Authorized Certifying Officer,” and the date of certification.

Certifying officers are notified of exceptions in the audit of their
vouchers by the General Accounting Office on Standard Form No.
1100—Revised (“Notice of Exception” and “Reply to Exception”)
and 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
Office. 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)

Preparation

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 additional initials, if any, and the sur-
name of the payes. The signature should conform to the name of the
payee typed on the top of the voucher. _

Al copies 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; or in lieu thereof, a
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reference to the fiscal number stamped on the- lower right-hand corner
of the 25-B should be noted on the face of the voucher, If general
authority exista for payment of certain expenses, a specific reference
to the United States' Attbfneys’ Manual, circtlar, contract, or other
authority should be ipdicated.

In maintaining the account for the appropnatmn, “Salaries and
Expenges, . D‘mted States Attorneys and Marshals, Department of
Justice,” it is necéssary for the Department to be able to distingnish,
for statistical and budgetary purposes, expenditures resulting. from
the activities of the Umted States Attomeys office from those of ths
Marshals’. Accordingly, vouchers covering expenditures relating to
the United States Attorneys® offices must be plainly coded at the time
of preparation with the letter “A) as “A 1530388 Salaries and Ex-
penses, United States Attorneys and Marshals, Depariment of Justice,
1958» . .

Vouchers covermg expenses 1ncumd during daﬁerent ﬁscal years
must be separately prepared. See instructions ralatihg to the fiscal
year to be charged in appropriations.

Contractors or vendors may include the following certificate on
bxlls or mvoiags subitted :

i oertify that the above bill 1s correct and just und that payment theretor
has not been recelved.

When such certification has been made on the bill or mvome, the certifi-
cate on the voucher need not be mgned, but & notation that the certifi-
cate appears on the invojce should be included.

. United States Attorneys and their certxfymg oﬁicers are responsible
for the accuracy of vouchers in order to eliminate disallowances by the
General Accounting Oﬁce (See Certlfymg Officers.)

Forms
- Vouchers of all types shall be prepared in triplicate (more copies
if neceesary).: The following voucher forms should generally be
used for the payment of expenses:
(1) Standard Form No. 1084 Revmed, mxseellaneom oﬂics or
general expenses.
(2) Standard. Form No. 1012 Reviged (Appendxx form 26), ali
travel and subsistence expenses.
- {(8) 'Standard Form No. 1128 Revised: (Appendxx, form 25),
salaries of regular employees.
4) Form b DCBevxsed forml com tion
( ) A%, (e (Appendix, )), pensa
(5) Form 5% D. C Revised (Appendix, form 36) compensatmn
of expert witnesses, stenographic reporters, or other part-time or
intermittent employees. May 1, 1054
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Copies of 25-B suthorization and receipts if necessary shall be
attached to the original copies of vouchers. -

Submission 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 Department for pay-
ment. Expenses in connection with cases handled by special Assistants
or other attorneys temporarily assigned to the field are considered
“field expenses” and will ordinarily be paid in the 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.

Record of Expenses and Taxing Costs

In order that & 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
office, he should ascertain the amount involved from the Department.

ADVANCE PAYMENTS

In accordance with 81 U. 8, 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 requlres that the fees of State, county, or municipal officials
for certain services be paid in advance, the appropriation may be
charged, upon a ahowmg of necessity.

The voucher coveririg 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(s) prescribing the fee and requiring the advance
‘payment. In addition, the voucher should contain a certificate,
signed by the official procuring the services,

I certify that this advance payment is necessary in the public interest,

If payments may be made after the services have been rendered,
there can be no change in the procedure prescribed by 81 U. 8. C. 5§29.

TELEPHONE AND TELEGRAPH
General

United States Attorneys are authorized generally to incur expenses
for telegrams and long distance telephone messages sent in accordance
with regulations. (See Telephone Service regarding authorization
for change in rates or type of service.) _

The cost of telegrams and long distance telephone messages is
payable a8 follows:

(1) When sent by a United States Attorney, or any of his regular
Assistants, on official business; by the Marshal, from “Salaries and
Expenses, United States Attorneys and United States Marshals,
Department of Justice,”

(2) When pertaining to leave of absence from duty, by the sender,
personally. (8 Comp. Gen. 492.)

(3) When sent under ordinary circumstances to reserve rooms,
gleeping 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 certify that the above bill is correct and Just and that payment therefor has
not been recelved.

Telephone Company name ; signature,

The General Accounting Office 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. 1034 Revised (Appendix, form 24) and 1084a
(or Standard Form No. 1085 and 1085a where more space is necessary)
shonld be used for vouchering telephone expenses. Bills received,

Janunary 1, 1955
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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-
phone tolls should bear the following certificate : “Pursuant to Section
4 of the 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,
showing 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 & 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 paid 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, and (c) tax should be separately
stated on the voucher covering payment of official calls.

Telegraph

Standard Form No. 1034 Revised (Appendix, form 24) shall be used
for vouchering expenses of telegrams.

Vouchers must be supported and accompanied by the originals of
outgoing telegrams, filed with the agents of the telegraph company
and bearing the distinctive marks of transmission, and by carbon or
tissue copies 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, 1054
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Telegraph.) Charges for manifestly unnecessary telegrams 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 their 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 Washmgton, D. C., must be authorized in advance of the
travel.

Travel of one clerk at & time from any United States Attorney’s
office for the purpose of attending court is also authorized. All other
travel 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 travel
and per diem allowances and restrictions as United States Attorneys.
Requests 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 (feneral on Form 25-B, with the follow-
ing information:

(1) The necessity for incurrence of expenses must be fully
explained,
(2) The value of transportation requests should be included in
~ the total estimated expenses.
(8) 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 followmg per diem in lieu of subsistence allowances are pre-
scribed for travel within the continental United States:

(1) For official travel away from the official sta,tlon, not involving
absence overnight, $6 per diem.

December 1, 19058
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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 Burean
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.

(8) 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 be obtained
from the Department.

Allowance will be made for fractional days of travel on a basis of
quarter days. (See Paragraphj, S.G.T.R.)

No allowance in lieu of subsistence will be made for time spent at
a designated official station; while absent on official business but 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 in]’;n'y not caused by his own miscon-
duct, the prescribed per diem in lien of subsistence, if any, shall be

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 be shown on the voucher.

Appointment for Duty Qutside 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 be 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-
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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 Station.)

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, 1954




11

TITLE 8: ADMINISTRATIVE DIVISION

allowed reimbursement for-the use of privately owned automobiles
for travel to points outside of their district at the rate of 7 cents per
nils, eomputed from official statlon not to exceed the cost of travel
by common carrier plus incidental expensges, In computing the total
allowance to the employee, the common caxrier 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 adva.nta.geous to the Government. Othermse, the excess
time consumed in: travel by automobile over common carrier (exclusive
of Saturdays, Sundays, and hohdays) , vnll be charged to annual leave
or leave without pey.

The vehicle used for official travel need not be registered in the
name of the traveler nor-be owned by him.

Mileage shall be payable to only one of two or more employees trav-
eling together on the same trip and: in the same vehicle, but no deduc-
tion shall be mede from the mileage otherwise payable to the employee
entitled thereto by reason of the fact that other passengers (whether
or not government employees) may travel with him and contribute
to defraying the operating expenses, . (See Paragraph 80, 8. G.T. R.)

If transportation is procured free of any expenses the traveler may
not be paid mileage for the performance of su«ih travel in a privately
owned vehicle. (20 Comp. Ger. 918.)

Speedometer readings myst be shown in connection with all claims
for mﬂeage ) ,

Toll Fares

Beimbursemant will be allowed for the actual cost of ferry bridge,
road, or tunnel tolls. Ne receipts will be roqmred

Felephone and Telegraph

Long dlst.ance telephone calls ma.de by employees to thur own offices
while away from headquarters should be made “Collect.” Reimburse-
ment will be allowed for all cash payments for telephone or telegraph
messages. No receipts will be required for local telephone calls or
for Iong distance calls of $B or under. Coples of tzlegrams are re-
quired in lieu of reeelpta.

Attendance at Meetings

The appropriation for salaries and expenses of United States At-
torneys contains no language suthorizing payment of expenses of
attendance at meetings ss requiréd by 5 U. S. C. 83. Any attendarice
must be at personal expense and under the conditions outlined under
Leave for Attendance at Meetings, this Title. -
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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 Requests concerning the
requisitioning and use of transportation requests.)

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 $3 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.

Local Transportation.

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, 8. G. T. R.).

In the case 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 cases 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.

Receipts

Receipts are required for expenses in excess of $3 except where
special regulations elsewhere in this section provide to the contrary.
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J. C. P. (Joint Committee on Printing) Form No. 2 of all authorized
field printing accomplished. Forms may beobtained from the Depart-
ment upon request. '

A sample of &ach job, unless it be of a strictly confidential nature,
must accompany the quarterly report. A memorandum in lien of
confidential matter shall be attached. Each sample shall ¢arry therson
the totel 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 procured. Al reports must
be submitted ta.the Department and not to the Joint Committee on
Printing. ’ B

", Authority to Incur Expense

In those cases where an appeal has been approved it will not be
necessary for United States Attorneys to request authority to pay for
printing briefs, records, etc. unless the cost of any one job will equal or
exceed $1,000. When the cost is $1,000 or more, 2 Form 25-B should
be submitted to the Adiinistrative Assistant Attorney General for
authority in advance of the printing. Any such request should be
complete in all respeets, including the title of the case and as careful an
estimate as it is possible to obtain. ,

.Economy

_ While it is realized that at times some corrections will be necessary,
an earnest effort should be made to see that briefs are complete before
being sent to the printer, so as to make alterations after proofs un-
necessary. Every effort must also be made to have briefs prepared
in sufficient time so that the printing may be done without incurring
charges for overtime. ‘ o
L  Vouchers
Upon completion of the work by the printer, he should execute a
voucher on Standard Form 1034-Bevised (Appendix, form 24). The
printing charges must be itemized therein, in accordance with the con-
tract rates, if any, and reference should be made to the 25-B anthor-
ization, if required. The certificate on the face of the voucher should
be executed by the printer. In addition, the following certificate must
accompany &ll vouchers covering printing not performed by the Gov-
ernment Printing Office:
Lhereby certify as responsible officer in the field that the printing
and/or binding covered by this voucher was, in my opinion, urgent
or necessary to have done elsewhere than at the Government Print-

ing Office; that it is for use primarily by a field office of this Depart-
ment; and that same is of the class and within the limitation speci-
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‘Bied in paragraph 48 of Government Printing and Bmdmg Regula-
- . tions No. 5 of the Joint Committee on' Printing. ‘

Unlted Statea Attorney
Vouchers, Standard Form 1034-Revised, imprinted with this certif-
icate, inay be obtained upon requisition from the Procurement Section
of the Department in the usual manner. :
“The voucher should be certified by an authorized certifying oﬂicer
and transmitted to the Marshal for payment in the usual manner.

MISCELLANEOUS OFFICE EXPENSES

Under 28 U. S. C. 509, necessary office expenses of United States
Attorneys shall be allowed when authorized by the Attorney General.

Stationery, blank forms, and other miscellaneous supplies or equip-
ment for office use are furnished, upon requisition, by the Procurement
Section, Department of Justlce

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 or 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 beysecured for any quar-
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 1034-Revised (Appendix, form 24), citing this section of the
Manual as authority for the payment (except 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 reqtured 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 mil
from the place of trial. :

Depositions should be taken before notarial officers or other officers
authorized 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. Whenever
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, Standard 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 cannot be notaries.

.Aug. 1,.1954




118
TITLE 8: ADMINISTRATIVE DIVISION

The district which requires or uses the deposition is chargeable with
the expense even though the deposition may have been taken in another
district.

~ Regular Witnesses

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. 8. 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.

(38) Per diem of $5 per day for expenses of subsistence mcludmg
the time necessarily occupied in going to and returning from the
place of attendance, where attendance is at points so far removed
from their respective residences as to prohibit return thereto from
day to day. Inno 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
or summons is sent. (27 Comp. Dec. 149.)

Fees in Alaska are different 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 reqmred 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 tmnsportatlon employed.

The following miscellaneous rules are in existence regarding allow-
‘ance of witness fees:

(1) Allowances for.per.diems for travel a.nd attendance aad

subsistence of mtnosses are to be computed upon the calendar day.
*.(6 Comp. Gen. 480.)

(2) No constructive: or double mxleage fees shall bé allowed
by reason of any person being summoned both as a w1tness and 2
juror.” (287U.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
taxed 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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Government Employees

Marshals have been instructed that expenses of travel and subsist-
ence solely for the purpose of serving subpoenss upon Government
officers, agents or employees should not be incurred. The United States
Attorney may be called upon by the Marshal to have said subpoenas
delivered by mail directly to the officer whose attendance is desired, or
in the case of agents or other employees, to the head of the office in
which they are employed, in sufficient 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.

Special Agents of the FBI and Government agents generally shonld
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.

Any officer or employse of the United States or any agency thereof,
summoned a3 3 witness on behalf of the United States, shall be pa.ld
his necessary expenses incident to travel by common carrier, and if
travel is made by privately owned automobile, mileage at a rate of [
cents per mile, together with a per diem allowance of $9 in lieu of
gubsistence 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 employed, shall be pay-
able from the appropriation otherwise available for travel expenses of
such officer or employee upon proper certification by a certifying officar
of the department or agency concerned. Such employees shall not be
paid witness fees, but the period of such service shall be without logs
of salary or compensation and shall not be deducted from any author-
ized leave of abeence with pay. (281U. S.C.1823 (a) and (b).)

The fo]Iowmg Federal officers or employees who testify on bebalf of
the United States in cases handled by United States Attorneys on days
on which they are not in a duty status and receive no compensation in

their Redergl position are entitled to the same fees, mileage, and allow-

ances as regular witnesses under 28 U. 8. C. 1821:

(1) Persons employed without compensatlon, except Selectlve

Service personnel—see Selective Service Cases.

_ (2).. Temporary or substitute employees (4 Comp. Gen. 748)

(3) Employees compensated wholly by fees.

(4) When-actually-employed persons. o
Payment shall be made from the Department of Justice thnese 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 appro-
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 re-
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 neces-
gity 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 leu 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 & 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 promptly
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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.

(8) Place,time and date of trial.

(4) A brief explanation of the violation involved.

(5) 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, mvolved.

No other procedure may be followed where the witness is stationed
outside the district of trial.

Requests for attendance of Army or Navy personnel as witnesses
must be received in the Department two weeks before the date of the
desired appearance.

The regular certificate of attandnnce must be furmshed 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 prosecuted in another district only upon a writ of habeas
corpus in proper form,

Writs ad testificandum must not be used to produce Federal prison-
ers for examination by United States Attorneys. or investigative

ies.

The Marshal serving the writ and the warden or superintendent
having custody of the prisoner must be named in the writ. Depart-
mental regulatlons specify that the Marshal of the district in which
the prisoner is in custody should serve the writ or if this is imposeible
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 Alcatraz 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 whicli the necessity for such production is
clearly established.

Except 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 as 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) Country of which witness is a citizen,

(8) Style of case,including its importance.

(4) Place, date, and time of trial.

(5) Date and time of witness’ appearance,

(8) Nature of evidence to be contributed by the witness.

(7) Approximate duration of witnese’ stay in this country.

(8) Fee proposed to be paid to witness. Round trip air trans-
portation is 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
QGeneral be notified when it is contemplated that a subpoena will be
fsaued. 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 allowances 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 TU. S. C. 1821).

Selective Service Cases

Since Hearing Officers in conscientious objector cases have no power
to subpoena witnesses, any testimony given by individuals appearing
at 8 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 examinations
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 Department of Justice until the proceeding in which
the witnesses have been subpoenaed has been concluded.

Certlﬁcate of Attendance and Payment

Form 568 is issued to & mtness at the time & subpoena is served. It
should be presented to the United States Attorney for his certification
that the witness attended and the dates of attendance should be prop-
erly “punched” on the form by a representative of the office of the
United States Attorney. Upon discharge of the witness this form
ghould be retained in the office of the United States Attorney.

A Certificate of Attendance of Witness (Form No. 798) should be
prepared in duplicate from Form 563 which form should be attached
to the duplicate copy of Form 798. The original of Form 798 should
be forwarded to the Marshal or given to the witness for presentation
to the Marshal as his claim for allowances. The following regulations
govern the certification of attendance on Form 7 98:

(1) When cases are handled or controlled by attorneys under the
+ supervision.of the Department of Justioe, certification must be made
by the United States Attorney or an Assistant United Stdtes At-
torney.” .
(2) When cases are handled by a.ttorneys 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 chargeable with the pay-
- ment of witnesses, the United States Attomey or an Assistant United
States Attorney must certify and in this connection shall secure
- information from the appropriate attorney en which bo base his
certification.
: .- (8) The United States Attorney or an Assistant Umud ~Stabes
. Attorney must cértify to attendance of indigent defendants’ wit-
nesses subpoenaed under Rule 17 (b), Fed. Rules Crim. Proc. in' the
same manner as for regula,r mtnesses subpoenaed on behalf of the
United States. '
.'(4) The certificate must be signed personally by either a United
-Statps 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 aﬁer the cerhﬁ
~ ca.tsof the mtness 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
logally.

Witnesses Before Commissioners

Commissioners are required to certify as to the attendance of wit-
nesses appearing before them. However, in any criminal case before
& 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 and
absolutely essential to the proper presentation 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 Tecum

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 official file, document, record, etc., he should proceed as outlined
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in Department Order No. 3229, set forth in Government Property,
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 seal of
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 appropmatlon for thness
fees.

EXPERT WITNESSES

General

‘Whenever, in the trial of a case in which the Umted States is a party
or interested, the United States Attorney expects to find it necéssary
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 witnesses 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 States Public
Health Service, Veterans Administration or other Government physi-
cians must be used if at all possible. United States Attomeys should
familiarize themselves with Government fac111t1es available in their
localities in order to be.prepared as cases arise.

When expert witnesses are needed in cases involving v1olat1ons of
the Federal Drug, Food and Cosmetics Act, United States Attorneys
. should communicate with the Department of Health, Education and
Welfare. If inspectors are needed they should communicate with the.
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General Counsel, Department of Health,: Education and. Welfare,
instead of issuing subpoenas for them. . - ..

. Actual . arrangements .for. expert witnesses musb 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
influenice 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 prospective 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 case of Government
physicia.ns, the terms must be stated. :

. : Register

- In the interest of internal security and the proper handlmg of the
Govemment’s litigation, extreme caution should be exercised in the
employment of expert witnesses, consultants, etc. In particular, care-
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.
Such a list will facilitate the procurement of such services quickly
without negotiation each time,

FBI Services

' The FBI laboratory facilities are available for handwriting and
typewntmg comparisons and other document studies, as well as for
studies in chemistry, toxlcology, ballistics, hair, fibers, metallurgy,
and other related sub]ects It is prepared to supply technicsl assist-
ance and information in the fields of dynamics, electrical engineering,
alectnmty, -fluorescénce, hlstology, light, mathematics, mechanical
engineering, metallography, mineralogy, and physical chemlstry
_ To facilitate the assignment of expert witnesses from the. FBI
1aboratory, it is desirable that as much notice as poss1b1e be given
to the Bureau concerning | the date upon which the testimony of the
expert witness who ha,s ma.de a laborabory examination will be
required.

Whenever it is desired to transmit to the FBI laboratory any docu-
ments 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 . 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 FBL

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 distinguished from a rate of compensation per day.

Compensation

The table below indicates the average rates of compensation which
may be paid to expert witnesses:

Physicians:

Examinations $20 to $25

Testimony $26 to 876
Specialists, such as cardiac, neurologlsts, ete.:

Examipations. $25 to $50

Testimony. -— $25t0 875
Psychiatrists and Psychologists:

Examinations $25 to $50

Testimony. ' $25 to $75
Chemists:

Analysis i $10 to $253

Testimony. $25
Geologists and Mining Experts: .

Preparation.. $25 to $50

Testimony . $25 to $78
Appralsers: ) : o

Preparation $10 to $50

Testimony i -l $25 to $50
Handwriting Experts:

Examinations.. — ) ) \ $25 to $50

Testimony — ' . $25 to $75




128
TITLE 8: ADMINISTRATIVE DIVISION

(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 2 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 aliowed for that day.

(5) If he arrives at his destination 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.

Egample: 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 8:15 p. m. Leaves the court
town for return at 5 p. m., arriving at his destination at 5 a. m.
Under these regulations the expert witness would be allowed the
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" sum of $6.25 and $25, or a total of $31.25, plus travel and submstenee

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 automobile and such rate is specifically
mentioned in the request for authority, and 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 effort 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 & 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. Bev1sed (Appendnf :

form 86).

(2) For travel or subsistence allowanoes-—Sta.ndsrd Form 1012—

Revised (Appendix, form 26),

A copy of Form 25B must be attached to the voucher. If vouchers
contain charges for Sunday compensation, it must be shown aflirma-
tively that services were actually and necessarily rendered on such
days. On travel vouchers the purpose for each trip must be shown.

Claims for reimbursable items must be supported by proper receipta,
if) necessary. ,

INTERPRETERS

Expenses covering the employmént of interpreters, payable from’
the appropriation “Salaries and Expenses, United States Attorneys
and Marshals, Department of Justice” are hereby generally author--
ized, within the total approved quarterly allotment for expenses,

It: is the duty of the United States Attorney to so arrange for the
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.

May 1, 1954
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The following average rates should be used as a guide for em-
ployment of interpreters:

Interpreters: .
Usual fee —_— — $10 to $13 per day
Unusual dialects $25 per day
Indian, Mexican, ete, (Border States) oo ao $5 to $10 per day
Hawalil, Panama, and Puerto Rico $5 to $7.50 per day
Chinese..... - $10 to $15 per day

Effort 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
for a full day.

Accounts of interpreters should be vouchered on Form 514 D. C.
Revised, for compensation, and Standard Form 1012 Revised for
travel expenses and subsistence.

REPORTING AND TRANSCRIPTS

Salaried Court Reporters

General.—28 U. S, C. 7563 provides that each district court shall
appoint one or more court reporters who shall attend each session and
ghall report:

(1) All proceedings in criminal cases in open court.

(2) All proceedings in other cases in open court.

(8) 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.

Transcript—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 records
of the court a certified copy of the transeribed part. No transcripts
of proceedings are to be considered as official except those made from
the records taken by the salaried reporter.

Fees and expenses—The salaried reporter is entitled to receive in
addition to salary, 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-

May 1, 1954
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script furnished to its opponent nor to persons proceeding in forma
pauperis, nor for the reporter’s travel expenses, except that on approval
of the'court in any distriet, the cost of the original and copies may be
apportioned among the persons to whom they are furnished. ' If the
Government requires da;ly transcript, any additional expense involved
in turning out fast copy must be borne by the reporter.

Salaried reporter as grand jury stenographer and deposition re-
porter~~The court reporter law is not applicable to grand jury re-
porting or to deposition work. However, when services for grand
jury reporting are contracted for, the salaried -court reporter may
submit & bid. - The salaried reporter may be employed in any instance
where a deposition is meessary (See Depositions in the sectlon on
witnesses.)

‘ Grand Jury Reporting

Grand jury reporting can be done by an employee of the United
States Attorney’s office (Rule 6 (d), Fed. Rules Crim, Proc. )s by a
contract réeporter employed for the purpose after competition or
otherwise, or by the salaried court reporter if available. Annual
«contracts are obtainable where the volume of the reporting Justlﬁes this
method ; in other cases, reporters are engaged in connection with each
separate grand jury after authorization from the Department. If
the galaried reporter is employéd, daily attendance charges are not
allowable; only transeript fees may be paid. If travel is necessary
in connection with the grand jury reporting, travel expenses and
submsteneeathhprateof%mallowable. ,

If the cost for grand jury reporting is to exceed $500 for the year,
it is required that blds be secured a8 provided in Contract Service and
Forms.

'The salaried court reporter may submit a bid for a grand jury re-
porting under the following conditions:

(1) If the bid contains a quotation for his own eemees on s
time basis, that ia, by the day or hour, the quotation will have to be
disregarded as such income would be considered as salary and in
violation of § U. 8. C. 58, 62, which prolublts reeelpt of two salaries,

(2) If the salaried court reporter’s bid is for the services of
someons in addition to himself, the per. diem or per hour quotation.
can be accepted for the assistant’s services but not for the salaYied
reporter himself.

(8) 1f the quotation is wholly for transcript charges with no per
diem or hourly rates, the salaried court reporter’s bid, if low, may
be accepted 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 fee for
reporting), his quotation may be accepted even though the quoted
cates are higher than those fixed by the Judicial Conference.

306369—54——3 July 1, 1954
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If the cost is less than $500, making solicitation of bids unneces-
sary, the salaried court reporter may be used but the Department will
ingist on no higher rates being charged than are prescnbed 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 reporters 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 & reporter may be allowed as
provided above

Hesarings 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 difficulty 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 the 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 Oﬂice 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 hearings.

December 1, 1058 '




188
TITLE 8: ADMINISTRATIVE DIVISION
Expenses

United States Attorneys are hereby authorized to incur expenses
for reporting service and transcripts within the approved quarterly
authorization on Form 25-B (General Expenses). Such’ expensas,
however, must be limited to those cases of special importance in which
such action is necessary to protect the interests of the Government.

Daily or rush delivery, as distinguished from ordinary dehvery, should
not be ordered unless absolutely necessary.

' Transcripts

Ordinarily only one transcript should be purchased in any case, ex-
cept Court of Claims cases or depositions. 'Any decision by the United
States Atborney to order more than one transcript must be based on
absolute necessity for, and availability of funds. Transeript should
be purchased for the following officials only, as required :

(1) Heads of the legal divisions of the Depm:tment and their

" asgistants. .

(2) United States Attorneys and their Assistants.

(8) 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 are
available for payment of transcript, original or copy, furnished to'the
court either at hig request or that of the Government attorney. The
statute requires the official reporter to furnish one copy of any record
transcribed to the clerk of the court for the official records. That
copy is available to the judge' along with all other official court
records. Therefore, since the judge is entitled to be supplied with
transeript at his express direction without compensahon to the re-

April 1, 1064
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porter, his order that the parties share the cost of his transcript
would not have the effect of charging the Government with a propor-
tionate part of the Conference approved rates.

The Judicial 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—

1. 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. 8. C. 753 excepts
the United States from paying estimated fees in advance.)

This is interpreted to mean that progress payments for daily tran-
geript in lengthy cases must be kept within the conference maximums,
which rates still are in effect.

The specifications relating to a page of transcript are as follows:

A page shall consist of 25 lines written on paper 814 by 11 inches
in size, prepared for binding on the left side, with 134 inch margin
on the left side and 34 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:

April 1, 1954
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Daily Transcript

Compiled Mar. 27, 1953
District Original 18t Additional Effective

Alabama: Cents Cents Centy

Northern . ccmcec e cceaeeeae 190 30 80| 12— 748

Middle. - e ecrccmcnacea|emmmeeme|mmmemmmafecc e cc e na

. Southern_ . .o ccecieimacmee|cccmerefeccmc e fecr e e aaa

Alaska:

Lo eicercmcccavecmman————— 90 30 30 1-20-49

e e e cccacacaccnemenoeccn]|emmmeenafenmemcealemmcmmr e e e ——e

G emme - ———————— 90 30 30 1-11-49

4o irm——————————— 90 30 30| 11-29-48
ATIZONB. o e e v e e mafommmamen]eam e cec]ceraa e e
Arkansas:

Eastern. oo iccneeaaaaaa 190 30 30 12— 7-48

Western .. ..o.cceeercmcnenn- 190 30 30 1-28-49
California:

Northern. .« cccv oo eaaa 90 30 30 11-23-48

Southern. . oo ecrvrocacanacann 90 30 30 | 11-22-48
Canal Zone._ _ e ceaanememwmmafeccacecfemmcc e e
Colorado . e ee e 1 90 30 30 11-29-48
Connectioute. oo 90 30 30 12-15-48
Delaware. . v ceaaaes 00 30 30 1- 1-49
Distriot of Columbia.. ... ..__. 160 30 30 | 10-29-48
Florida:

Northern e e ceccncmcmaacooa- 190 30 30 2-25-49

Southern.. . o oo iaceaeeas 1 90 30 30 { 12-29-48
Georgia:

Northern. . oo oceaeooan 90 30 30| 12-18-51

Middle.. .. oo eeeeeea s 90 30 30 1-19-49

Southern. - o ccccerceccaeaoas 90 30 30 1-22-49
Hawaii. .o mcaecee e ccmaan 90 30 30 | 12- 2-48
Ydehoo o o o e e e fammmama|emeemema|ecreamc |
Illinois:

Northern._ .o vceeeeecan See below

JOETI7 o SO 75 20 20 12-29-48

Southerne. e cccoaoaccau-o 190 30 30 | 12- 948
Indiana:

Northern. . .ooooomeac e 90 30 30 11-19-48

Southern. . - oo oo 190 30 30 5-18-49
Towa:

Northern. oo 190 a0 30 12- 5-51

Southern. . . ccevvcveocmaannan- 190 30 30 4-21-49
Kansns. i 190 30 30 12- 1-48
Kentucky:

Eastern. cceemacccmcccccnaaaa 190 30 30 1- 1-49

Western.. .. o e nivmmem e 190 30 30 10- 2-50

1 Maximum rates,
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Daily Transeript—Continued

Dlstrict Orlginal | “lst Additionsl | Effective
Louisisna: Cinta Cents Gty | . i
EASterN e ccmmmmammammmmem 80 30 30| 11-30—49
Western cicelivamamccanamaeual 90 30 30| '10-15-48
MAINE o omeccemcmmcnmcmmaramnem—~——- O3 ®) ¢ 1 11~18-48
Maryland coacacccmcmcrmacame e nas 20 30 -30 '12~ 1438
MassachusettS.viecccccncaccmaannn 90 30 30 11-10-48
Michigan: -
Eastern.eccaccnmemncaceecannae 90 30 30 3-15-49
 Westernomaeeeocmmmccacncna- 90 30 30 4- 149
Minnesots e necacmececmcacamacceafacamcan ) OSSO SO SPREpRY VIR eeem—-
Mississippi:
Northerla camrrmcacocanamcanan 90 30 80| 10~ 7-53
Southern e cccecmenamccac e e 1900 30 30| 12~ 1-48
Missouri: ) ) L
FASterN e nccmccm e mmma e men 90 30 30| 12- 848
WesterD. caseanccmacacananaan= 190 30 30 | " 11-20-48
MODtANA . ceececceacceacccaanasn~- 190 30 *80 | 11-30~48
Nebraskl.eccememcareccmacacamonaas 90 30 30 1-19-49
NevadB.aeaccsmmmammmcamecemacese|acmanemolomsnemenloacmcaneoclocomaonno
New Hampshire oo oo comocccacmnnc|aamcrcan|smandons|ccrcnmman o mmaeeon o
New Jersey o ceencenemceancannaman- 190 30 30| 11-29-48
New Mexic0n ccacacoccnemacanaana 20 30 30 2-18-49
New York: :
Northerna rccaecccaaccnanccnan 90 30 30| 12~ 1-48
EasterNaciceccecccnamccancacan 90 30 30| 11-16-48
BOUtHEIN e e v e cemamc——eim e 90 30 30 1~ 1-49
WesterDeeemcmcamacncacaancan 920 30 30 2= 1-50
North Carolina: i
T Y17 o « TN o) ® O] 2-17-49
MidAle e ccecceccacccceeceen|omenmeam]maememme|ommmameemafemcaane
WesterDcmaaccucnneanccaacennas 85 30 30 11-26-48
North Dakotfemcecececcacaacvencan 190 30 30 1- 1-49
Ohio:
Northern ceeececcccacenceeenan 90 30 30 1-2849
Southere cvecccccncrcecncoena 190 30 30 1~14-49
Oklahoma: .
Northern. o ccecemmacccecnacan 20 30 - 30 7-1 -49
) STTA7) o o ST SN 90 80 30 1-8 —49
WesterDa e cnccccmeomncaumcaan 20 30 30 11-26-483
Oregon cocwccennnmmmmmccmcmcaaan- 00 30 30 | 12-22-48
Pennaylvania:
B STV-07-) < + SR 90 30- 30| 11~ 4-48
Middle e cmemecmmcccccnce e 90 30 30 1-20-49
Y1753 o SO 90 30 30| 12~ 849
Puerto RICOcemcamcanmovannmmnvens 190 30 30| 12~ 8-48

3 Maximum rates,
1Mo be fixed at trial

November 1,1953
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Daily Transcript—Continued

District Original 1st Additional Eifective
' Cents Cents Cents

Rhode Island .o v ocecmeeeem g0 30 30 3~ 8-50
South Carolina:

Eastern. oo oceee e 90 30 30 | 11- 6-51

Western —.oeeeeecmeemeeemmm ® ® ® 12— 1-48
South Dakota_ - n|remcmc e eammma e cee e ea
Tennessee:

Eastern. oo oo 90 30 30 1-10-50

Middle v e 190 30 30 1- 349

Western oo e icceccan 90 30 30 [ 11-22-48
Texas:

Northern._ o vcvvmeaccceo . 90 30 30 4~ 749

Eastern. . oo frcacmcc e cmmce | m e cm e e cemae

Southern. .o oo 90 30 30 3 149

Western. ..o vcmccccocacccceiacccec|ema e e cmc e e
L0573 . SR 190 30 30 9-20-48
Vermont. .o mmmccc e ac e |t e
Virginia:

Eastern. ..o vooceeeaaeas 190 30 30 | 11-22-48

Western ..o maeeoo ® ® ® 11-30-18
Washington:

Eastern. .. coomoececaas 920 25 25 1-22-51

Western . - oo 190 30 30 12— 348
West Virginia:

Northern. .vcoo oo iececcaen 190 30 30 11- 5-48

Southern. - - oo 190 30 30 | 11— 548
Wisconsin:

Eastern... —voccueceamconcmcana 90 30 30 9 1-49

Western_ .o emamcnmcaas 90 30 30 1-19-49
Wyoming_ o 20 30 80 112248
GUAM . e ———— 20 30 30 11-30-50
Virgin Islands. oo oo e[| e e
Mlinois, Northern_ ___ . o Jomcccmn]amccace e
Next morning .. oo oeoeas 70 30 30 2- 349
Same night -« - cceccmmencccaecenas 80 30 30 2- 349
But for any patent, copyright and

trade-mark cases. ... ___.._ 20 30 30 2~ 3-49

1 Maximum rates,
2To be fized at trial
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Ordinary Transcript
Complled Mar. 27, 1953

District Original | st Additional | Effective

Alsbama: Cents Cents Cents

- Northern.. . .occavccacecacceana- 52% 25 25 12- 7-48
"Middle. _ e ceceemccae 37% 15 15 | -11-20-48
Southern. v - ccececacccncceann 40 20 20 | 12- 1-48

Alaska
| LU SR UN 55 |- 25 25 1-20-49
e mermemm—————————m——— 50 18 15 - 44
. O S 65 25 25 1-11-49
PP 556 25 25 11-20-48

Ari®ona. ..o ceeccaccaees 37% 12¥ 12% 9- 44

Arkansas:

Eastern._ ... cceccumaaa oo 55 25 25 12- 7-48
Western .. .cacecmecccaaoaccana 55 25 25 10~ 1-51

California:

Northern . «.ueeececcamororaran- &5 25 25 11-23-48
Southern.. cccvceeavmccmmccaas 65 25 25 11-22-48

Canal Zone..eceecreeceerocmcacao- 55 25 25 |° 1~6-49

Colorado. - wecemcecccece e ceecan 55 25 25 | 11529-48

Comnectiout. .o ovvorcoeme e 55 25 25 12-15-48

Delaware. .« ceeomccacenc e 55 25 25 © 1=~ 1-49

District of Columbia.. ... ___.._. 56 25 26 | . 10-29-48

Florida:

Northern..e.ccceeucaocmcacmn- 50 25 25 © 2-25-49
Southern._ o comomco e 50 26 25 12~-29-48

Georgla: :

: Northern. . ..ccvccmccecoaenn 50 25 25 ‘12~-18-51
Middle. _eeeeeeeeree e - 50 25 25 1-19-49
Southern. . ocrcecceeccacara- 50 25 26 1~22-49

Hawaii. o eoemmece e 556 25 25 12- 2-48

I8AhO. oo 50 20 20 12-27-48

Iilinois
Northern. - .cvececciorrrcen-- 58 25 25 2- 349
Eastern._ v oo 50 15 15 12-28-48
Southern. .. ccevcmccaao. 55 25 . 25 12- 9-48

Indiana:

Northern. - oo 55 25 25 11-19-48
Southern. « c acccceccunacacno- 55 25 25 12-22-48

Jowa:

Northern. . oo ccoemovmoan- 55 25 25 12- §-51
Southern. - o oo aC 85 25 25 4-21-49

Kansas. oo vocmeeecccecc e emmcaen 50 25 26 12- 148

Kentucky:

Eastern e occemeccicccccaac- 55 25 25 1~ 1-49
Western_ _.._-ocecvacoaccana- 55 25 25 10- 2-50
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Ordinary Transcript—Continued

Distetet - Original 1st Addttional | Effective
Lauisiana: Oents Oents Cents L
Eastorn. ... .ooooeeeeecaens 50 28 25 | 11-30-40
Western. . e ae 55 25 25 10-15-48
Maine. .. ceeercececccrcmccmanan 55 25 1174 7-17-50
Maryland... oo 56 25 25 10-24-51
Massachusetts. .. ....oocovuamannn 55 25 25 11-19-48
Mijchigan: ' )
Eastern_ ... .o oo . 55 25 25 5~ 8-51
Weatern. oo cccccccmccanae 50 20 20 4~ 1-49
Minnesots. .. - cveeccnmecnacnann 50 25 26 4~ 1-52
Misainsippi:
Northern. .o coocveccracmnan. 50 25 25 10~ 7-53
Southern. ..o 50 20 20 12~ 1-48
Missouri: '
Eastarn. . .. 55 25 25 7-16-49 .
Western. . ocoecooecccccanan- 55 25 25 11-20-48
Montans. - cevvccccmcccccacemaaa-n 55 25 25 11-80-48
Neobraska. oo oo e ceceeeee 55 25 25 1-19-49
Nevada. oo ocmecaaccceaaneae 55 25 25 |eeemacenna
New Hampshire. . o vocmeeemonno. 50 25 25 3 1-52 .
New Jersey - - v ceocecacacecccacan 55 25 25 11~20-48
Neow Maxioo. .. comeenmcee e 55 25 25 1~-20-51
New York: .
Northern. .o ooceo oo 55 25 25 12~ 1-48
Eastern.. .o vooncccccncancane 55 25 25 11~18-48
Southern. . ... i, 55 25 25 1- 1-49
Western . . coococeeccaeceen 55 25 25 2~ 1-50
North Carolina:
Eastorn._..eeercececccmcname 50 20 20 2-1749. .
Middle. . o ececcaeean cem—an 45 20 20 2-21-49
Western..o oo ceeceecaee- 45 20 20 3 4-49
North Dakota. . .o 55 25 25 4 1-51 .
Ohio:
Northern ... ocemmeeemecan 55 25 25 1-28-49
Southern. _ .ocuooeooooo v---| . BB 25 25 | 1-14-29
Oklahoma:
.Northern. ..o 55 25 25 T—- 149
Eastern. . oococcivueannn Samaae 56 25 25 | 12-81-81::
Western.__. . I 55 25 - 120 .| 13-14-80: .
Oregon . . e cccommeccaoe el 55 25 25 12—'22-}#.
Pennsylvania: a
Eastern. .- cmcceeeen 55 25 25 11- 4-48
Middle. oo e 55 25 25 7-132-50
Western. ..o cccecuecccvomana- 55 25 25 12- 8-48
Puerto RI60 . o oo mcccmeaeee s 55 25 25 12- 3-48

1 Ocmsult court order for sdditional coples,
3 Patent onses 85 cents; 23 cants; 98 cents.

December 1, 1953
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Ordinary Transcript—Continued

District

Additional

Effective

RhodeJaland. acomee o
South Carolina:

L0 .
Vermonta. v cmcmcccaccccrmceca—en
Virginia:

Cents

25

25
20
15

25
25
25

1-22-52

11- 8-51
12~ 1-48
12~ 6-48

12~ 1-52
1~ 3-49
11-22-48

12~ 8-50
12~ 6-48
8- 1-49
12~ 1-48
9-20-48
12~ 1-48

12— 2-52
9-23-53

5~ 8-51°
12—~ 3-48

11- 548
11- 5-48

9- 1-49
1-19-49
5-21~51
9- 44
11-30-50

----------

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
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Transcripts for Persons Allowed to Sue, Defend, or Appeal in
Forma Pauperis

All such expenses are payable by the Administrative Office of the
United States Courts, Washington 13, D. C., from its appropriation,
No funds of the Department of Justzce are a'vazlable for this purpose.
The following ie quoted from Bulletin No. 820, Janusry 28, 1947,
issued by the Administrative Office to all court reporters of Umted
Stdtes District Courts:

¥ees for transer pts fumished in erlininal or habeas corpus proceedings to
persotis (of thelr attorneys) allowed to sue, defend, or appeal in forma pauperis
are payable by this office frodi the appropriation” “‘Miscellanecus Myperies,
Tnited States Courts.” Fees for transcripts furnished in any other proqeedingt
to persone (or their attorneys) permitted to appesal in forma pauperis are payable
fn a ke manner. A formal request to incur the expense should be submitted
in quintupticate ot AO Form 19 * * «,

The Bulletin specifies the information required. “Supplement 1 to
Bullétin 320 gives additional instructions to reporters whose respon-
gibility it s to secure the authorization for payment. The Bulletin
is based on 28 U. 8. C. 753 (). '

Vouchers

Vouchers of stenographers employed to take testimony or for the
purchase of transcript should be made on Form 51 D. C. Revised
(Appendix, form 36). When travel expenses and subsisténce are
involved, Standard Form 1012 Revised (Appendix, form 26) should
be used.

'Youchers covering reporting services should clearly state:

(1) Whether for grand jury work or court work. ,
(2) If the reporting is for court work, 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 charge,
the dates on which the services were rendered, and the rates.

(8) If for transcript, whether for original and/or copy(s), and
the nurber of pages (folios).

(6) Whether the transcript is for ordinary delivery, daily de-
livery, or faster service.

(7) If the reporting is of testimony given by deposition, the fact

of its being a deposition should appear on the voucher. L
May 1, 1054
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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 5% DC—Revised (Appendix, form 36), expert wit-
nesses, stenographic reporters, part-time or intermittent employees.

(3) Form 5% 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 514 DC covering compensation of all 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
any, and 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 tax 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 forms
must be executed.

May 1, 1654
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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—Revised (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-
gidered 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 $3,600 salary peid 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 has been deducted. Marshals, who maintain the employees’
earnings record cards, should be consulted when it is known that the
$3,600 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 equal 2 percent of the gross com-

April 1, 1054
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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 groes compensation subject to insurance and the
second will show the balance of the gross compensation not subject to
insurance. ,

It is considered advisable in connection with the first employment
of any individual subject to F. L. C. A. to indicate the social security
number on the payroll or voucher, which information must be posted
to the earnings record card.

X£ the payroll reflects social security deductions, an entry should be
made in the “Amount Earned” column on the reverse side showing
the total amount of earnings subject to F. I. C. A. and the total not
subject to F. 1. C. A,

The Government’s contribution for social security shall be entered
and charged 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.” (See Form 25,
Appendix.)

Complete regulations concerning group life insurance and informa-
tion regarding payroll deductions will be found in the section entitled
“Group Life Insurance.” The amount deducted from an employee
for group life insurance shall be shown on the payroll (Standard Form
No. 1128, Revised) opposite his name in the now unheaded column
immediately to the lett 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 “8” 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 may be adjusted on subsequent pa.yrolls. The
United States Marshsl should be consuited concermng entries in this
connection.

Every pay voucher must be certified by an authorized certifying
officer of the United States Attomey’s office.

The United States Attorney is notified of every personnel action
affecting the status of an employee by means of fanfold notices pre-
pared by the Department. No payments may be made uniil receipt of

January 1, 1955




144
TITLE 8: ADMINISTRATIVE DIVISION
Authority for Payment

the notice reflecting the effective date of the aotion. 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—Adttach 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) —covering changes in status, appointment, resignation, ete.)
50 (2) To employee.
50 (8) 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 LITIGATION 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 8 of the schedule of charges promulgated by the Judicial Con-
ference pursuant to Section 40c (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 at the time of
filing by the petitioner, provided that 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, foodstuffs, etc., seized for violation of law
will be handled by the United States Marshal who assumes custody
under proper court order. Any 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 expedite 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 decree must be transmitted émme-
diately to the General Services Administration. Delays in this respect
will not be excused. The General Services Administration will take
the proper steps to dispose of the property promptly. The United
States Marshal should also be notified of the forfeiture in order that
he will be prepared to release the property upon request 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 II shall be deemed to have vested in the United States on,
March 16, 1930. All questions relating to such property should be
addressed to the Administrative Assistant Attorney General.

Exhibits, abandoned or unclaimed property in connection with liti-
gation which the United States Attorney cannot return to its lawful
owner, should be turned oveér to the Marshal of the district who will
be responsible for it in his report of abandoned and unclaimed personal

property.

January 1, 1958
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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 authorized generally
and may be paid for at a price not to exceed the commercial rates
charged 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 advertising order form should be so worded, or such informa-
tion added to the printed matter appearing thereon, as will show
definitely the style 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 se¢ 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 25-B to be submitted in advance of the examina-
tion. The requests must indicate the purpose of the examination and
January 1, 1955




147
TITLE 8: ADMINISTRATIVE DIVISION

< tally incempetent as to be unable to understand the proceedings
against them or properly to assist in their own defense,
(b) persons believed to be mentally incompetent at time of

(c) persons insane ai expiration of sentence whose release
might endgnger gafety of officers, property or other interests of
the United States.

If Marshals or probation officers have been directed by the court to
have psychiatri¢ examinations made under paragraph (4) above, the
United States Attorney, upon request of such officials, will forward
Form 85-B to cover the expenses involved.:

Psychiatri¢ and Physical Examinations

Rates applicable to axpert witnesses (See Expert Witnesses) may

be used as & guide in making axrangements for psychiatric or physical
examinations by either private or Government phyaicim ~

Use of Government Facilities

In order to keep expenses as low as possible in these cases, Govern-
ment facilities and physicians should be utilized whenever available.
Facilities for observation will include hospitals or detention institu-
tions having psychistric wards, St. Elizabeth’s Hospital, Washington,
D. C., and United States Pyblic Health Service or Vetarans Admin-
istration Hospitals. The Medical Center for Federal Prisoners,
Springfield, Mo., has qualified psychiatrists and can accept persons
under court ox:der from nearby districts. Commitments to Spring-
field from distant points are extremely expensive, however, and the
court should be so advised, if necessary. Xf the court is of the opinion
that an accused should be committed for obsexvation and the court or
United States Attorney does not know of a suitable hospital or facility,
the Director, Burean of Prisons, will be glad to assist in the location
of a suitable facility. Where commitment for observation is ordered,
and there is a choice 6f hospital or facility for commitment, the one
which does not require the employment of guards should be selected.

Referrals to Federal institutions should be accompanied by all
available information concerning the individual together with a pre-
sentence 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 qualified psychiatrists and hospitals or other appropriate facilities

October 1, 1968
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where persons 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 passed 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 Director, 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 investiga-
tion and making of arrangements should be expedited so that insane
or incompetent persons will not remain in local jails or temporary
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
appraisers must be supported by copies of the order making the
appointment and fixing compensation and expenses.

October 1, 1953
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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 Comptrolier 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.

October 1, 1058
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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 to the
case in full in a letter and forward it to the Administrative Assistant
Attorney General in the Department for submission to the General
Accounting Office. This requirement does not apply to appeals to
the Comptroller General in connection with exceptions or disallow-
ances made by that office.
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APPENDIX
FORM 1 . o, . . .
: . ' DEPARTMIENT OF JUSTICE Barme Yoo Wo
o e - . Sebadale No.
PAY VOUCHER FOR SPECIAL BERVICES
7To.__.Bicbard fae ‘ ‘
(Nems of payw)
Address ... 609 Nanroe Road.
Ue. Se. A
(T whish checks ahenid be malle)
o= e
For SERVICES rendered as ...Spacial Assistant S0 the . . .. .. -
.Jindtad States Attoroey L’
trom . Rakrumry. 8...., 10.54, to . FECIMLY. .24 .., 1954, inclusive, | 13 | &25 323

On socount of ... Molted States. ya. Cixome ot &le ... .
(Beoln waee o7 Reture of Dymianst)

Rexaxxs: ,_mxm.m.m:nux.yntnxm.nch.m.mﬁx

Polwoexy. 13s. dha 20 800 s 2954e... SOTYLONS WOre. ROCORSALY

.on._tha_holiday Febrimry. 22

eosevares

APPROYED.... -
“Gilted States Lttoroey Total tmount daimed .. 8.0

1 outvary thet the above bill is correct and just and thet payment has h‘m'u'(“‘;ul!

notbesmpeselrd. 00000 gtieabed).ae o eeen . | S,
., . | e
gn arighnal enly) . :mm—--—----—- 13
L.
s
Dats Payee S
———

I cxxmiry that the foregoing socount is correct and proper for peyment and that Title 5, Section 314, United
States Coda, hag been fully complied with,

Date 9.

Approviag Ofiow,

CLARRIICATION m—t b e cinmifontion

® b UUAEIS Pt v IO AEN-

March 1, 1054
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: APPENDIX .
FORM 1 (face)
| BaragmiENT on JusTion ORIG]NA!: ’ Serd this Voushet to
Wome [ DIVISION OF ACCOUNTS,
IR AT Pay Voucher for Personal Services VABMINGFON DY G o
Origisal and mezsorandim &y be made at one writing by wee of seltlamaot.
typewtiter and earboa
Vouchar No. euneon
Arreorsun [P T Symbl et
THE UNITED BTATES (For DEPARTMENT OF JUSTICE)
T0 e 8RN N NrOVD sy DI
(Nams of payon)
Address 5 USted States Atiorney, 206 U.8. Seurthouse
Division of A te No. .—!ﬁzﬂﬂ%ﬂ.‘w"“‘w_
Crae Pamoce (Ram P22 Auowny Drame
mast s Bew Toam Tou ",;.E.,;
Do
For SERVICES repdared ss . Spacial Awsistent to the U.S.
. Astornay. )
from Jebruary 18 1953 4o Jebraary 28 1¢53  inclusive. | 12 |450 $600, 00
On acoount of Berviges repdered in special cases assigned,
{9%ete aase wy Sture of bustnoe)
Rxmasxs:
e RN 02 RervAcer.. ROREWNY 15 360 A2 28 190 £0..22
2o Bl 25, 26 8nd 27, 1953
..Bervices wers sctually resuired and performed on
___Suaday, Tedruary 1§, 1953 & day, Fesruary 21,
. 2953; sod alec on & legal hollday, February 23, 1953,
ToraL._. $
o — et e Dol PASOA 40 1A0CS oot 7ot bt A7 remme or ocher Shovniion whaterer) el
1 ewarcry idas the adove hill ls serrest sad just and that tha paysses) tharelor kas not béen reestved.

Thigars of WMo € Ggwyo A DRI .

080 NOT SN IR REPLIATH) _Special Assistant to the U.8, A
M3

* 1 oxxvery that ibe asoount M soryect; that 14 sppears from (he reeords of my offles that the n?u‘

l&ﬁ-ﬁ&mm”mﬁ5m&&wwm¢mm dmw w.'-"%'-i'.ﬂ

mestionsd; that wioh uol’-.rhhdbhdud-"ml:“hnbunwnd- Sapery and the pereom

m»mwmmhhm Hm;vrhdot umumam«-ﬁbyw;m be is eatitled to the

ambust of pay stated above; and that any detail Is under "Romarke”

AUrEoRERS Ans APraovEs you Avsivt

{igunotnve of oliewr)
ABerney Gomeral.
Asoust mbmitied for. % -
Differencen a3 foilows:
Awutied in and by the Division of Aseousts aad sppesved for... SEERu
Br D of Tas & Gavamaty, e .
Asvistant General Apend.
Pald by Dishursing Clerk, Departaent of Justice, with Cheek No. dated for 8.

drayn oo the Treasarer of the Ugnited Stales to the order of payee pamed above,
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DSPARTMENT Ol' 4 Uﬂml

el rmahnn on this ormw b n
segvice tor luvr. retirement and unnucu :ndlu lor nduﬂh:
o 1o

[ 3. NOTIFY (N CASE OF EMERCENCY (Naime, address, ielephone, 7o L

190. LIST BELOW ALL FEDERAL AND DISTRICT OF COLUMBIA EMPLOYMENT YOU
HAVE HAD PRIOR TO YOUR PRESENT APPOINTMENT {Do aot include Military Servicd

T —
NAME AND LOGATION OF AGENCY FROM TO TYPE OF APPT. %= RVICE
YR} Mo.|oAY] YR.| MO |DAY, IF KNOWN YR. | MONTH | DAY
1f furthar space nesded, continue an Feverpe o
s O S| E IN ANY BRANCH OF THE ARMED {nsert hadittonal m::'o
£3 OF JITED STAT o liat jnactive ico). IF
T SRV KA NG SELIT ARY SERVICE W N SNER g e servies) “
M TO DISCHARGE
BRANCH YR.{ MO. DAY | YR, [ MO. [DAY]  Hoa. or DH
TN I—_ — —
12, DURING PERIODS OF EMPL, SHOWN IN [TEM 10, DID YOU HAVE A TOTAL 20, TOTAL SERVICE

OF MORE THAN 6 MONTHS ABSENCE WITHOUT PAY, CLUDI G FERIODS

OF MER. MAR. SERVICE DURING ARY { CALENDAR YEA YZs JNO mmﬂ——
" W JION SERV, AVE & l.l‘l‘-ﬂ

TYPE IF KNOWN 1O IOTAL
{LWOP, FURL, SUSP, AWOL, MER. MARY YR | M0, [ DAY | va, [Mo. [pay] yax fmos. joand

ERVICE
13, DURING IMPLOYMENT LISTED IN ITEM 10, DID YOU ACQUIRE PERMANENT
ooun-nnvu: CIVIL SERVICE STATUS? 23 T8
CJ ves CJ MO (iF =YES” INDICATE) ey T amad AND e -
a0 250424, RETENTION RIGHTS
4. Alﬂ You: G YES D NO
a. A veteraa D Yoo
V. A Dissbled Veloran Yn E g 9
e, Tha Wile of & Dissblad Vateran h{1) O e
d. The Mother of a decessed or Disablad V-unl CYes I ne
e. The Unremarried Widow of 8 Vetersn [ ¥ Cl Ne

T T S~ ==, R ===t =
1S. TO BL EXECUTED BEFORE A NOTARY PURLIC OR OTHER PLRSON AUTHORIZED TO ADMINISTIR OATHY.
1 swear {or aifiren) that the abova statements ars trus 1o the beat of my knowladge and bellef.

——T TEgrarrey
Subscribed and sworn io befors me Lhis day of 198 __ae
{Citp) {State}
SEAL

NOTE: 1f eath is taken before a Nnnn Public, the date of 2luaon of his Commission must be shows.

March 1, 1954
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FORM 1 (back)

Vouexza No.

oesnara

DEPARTMENT OF JUSTICE

APPROPRIATION

ANOUNT, § oo e eeriemm

N PAVOR OF

ACOOUNES OF
IXABURSING CLIRK®
DEPARTMENT OY JUSTICE
WASHINGTON, D, &

h L .

T e for Which seeouit & MBGWeD]

W aovcsm rcaad ares 1 RE-Y

278371—53-—19
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FORM 2 (face)

DEFALTMENT OF ﬂB'ﬂCl

phone, el

10, 14ST BELOW ALL FEDERAL AND DISTRICT OF COLUMBIA EMPLOYMENT YOU
HAYE HAD PRIOR TO YOUR PRESENT APPQINTMENT (Do ot include Militery Servie

NAME AND LOCATION OF AGENCY TROM | 10 TYDE OF APPT, ﬁ? SERVIGE
TR

YR. [ MO.|DAY{ YR | MO {DAY] Ir KNOWN MONTH | DAY

If further space needad unnlm on Feve! o] .
SERVICE IN ANY BRANCH OF THE Amtn

slu-n Pdditianal $exvice
TORCES OF THE mm STATES. {Do rot list inactive ratervy service). IF 1% Reversa Site)
U HAVE RAD NO MILITARY SERVICE, WRITE "NONK=
R 10 DISCHARGE
BRANCH : YR, | M0, [ DAY | YR. | MO. [DAY] Koa. or DH

i2. DURING PERIODS OF EMPL., SHOWX IN ITEM 10, DID YOU MVI A TOTAL

20, TOTAL SERVICE
OF MER. MAR. SERVICY. DURING ANY 1 CALENDAR YEAR? NOI
W

TYPE IF KNOWN FROM AL
{LWOP, FURL, SUSP, AWOL, MER. MARN YR | MG, [ DAY [ ¥r. [Mo. JoAY] ¥ra {mos.

OF MORE THAN 6 MONTHS ABSENCE WITHOUT PAY, INCLUD; Bﬂg
ES

. . " SERVICE (RIF)

13. DURIRQ EMPLOYMENT LISTED IN ITEM 10, LID YOU Aﬂﬂﬁl PERMANENT
COGMP;::'I;ITIVE CIVIL SERVICE STATUS?

[ No (IF "YES" INDICATE) — ARD
. ARE YOU:
%, Aveteran [ Yes Mo
%, A Disabled Veteran Yeu No
¢. Tha Wite of a Disabled Veteran Yoo [CINo

d. The Mother of & decedsed o Disatled Vataran [ ]Yas [ No
u. The Unremarried Widow of » Veterss (] Yes [ ] No

15. TO BE EXECUTED BEFORE A NOTARY PUBLIC OR OTHER PERSON AUTHORIZED TO' ADMINISTER OATHS,
1 ewsazr {or affirm} that the above statements are trye to the best of my knowledge and belief.

—tmy ——

(Fprirel
Subscribed and sworn to delore me thie, day of, 195_ a2
) {City) (State)
SEAL
| NOTE: If oath iv taken before a Nozz Public, the date of expiration of his Commizsias must be shown.

October 1, 1958
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FORM 2 (back)

'» ontinustics @ 1 rior Feder. Govt. Service)
FROM d® TYPE OFAPPT,
MNAME AND &Aml QF AGENCY TR, MO, {CAY YR. | MO.} DAY IF KNOWN

Total Sexvice (ltem 20)
Nomcreditable Sarvice {Item 21)
Creditable Service {(Lasve and Retiremant Purposes)

Entrasce on Duty Date {Justice)
Less Greditable Service {Leave and Retiremant Purpodes)
Service Cemputstion Dste (Laavs aad Ratirement Purposes)

Croditable Service and Sezvics Computation
_Dat for Leave and Ratirement Purpos

S

{To be 2o

fnplated oaly iu thovs cases when the a

Creditabla Service aad Service Computation
i; aee

We service for

Total Sexvias (Item 20
‘Noucreditabls Sexvics {Item 22)

Creditable Servise (RIF purposes)

Enkrance on Duty Date (Justiea)
Lese Creditable Service (RIF purposes)
Service Date {RIF pusposes)

|remmmem———

er rce p
from the amount creditable for Jeavs sad retirame

mowat of
diftera
a purposes)

RIMARKS:

October 1, 1953
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FORM 3 (Yoar 1959)
LEAVE ACCRUAL CHART FOR 1953
ANNUAL LEAVE
PAY PERIOD LESS | 3 YRS.BUT [15 YRS,| SICK
THAN | LESS THAN | OR |LEAVE
No/ FROM TO 3YRS.| 15 YRS, OVER
1| 12/21/52 = 1/3/53 4 6 _8 4
2 1/4 - 1/17 12 16 8
3 /18 - 1/31 2 18 24 12
41 2/ - 2/14 6 24 32 16
5 2/15 - 2/2 20 30 0 20
6 3/1 - 3/14 24 36 8 24
1 3/18_ = 3/28 28 4z 56 28
8] 3/2¢ ~ 4/11 32 48 64 32
9 4/1 = 4725 36 54 72 36
10| 472 -5/9 4 6 0
11 s/1g_ -5/ 4 66 88 _ 4
12 58/28 - 6/6 4 72 96 4
13 ] /1 - {zn _5.2 'g— 104 22
21 - 7/4 5 112
ﬁ' 175 -1/18 |6 90 120 6
6] 7719 -8/} 96 128 4
1 8/2 = 8715 6 02 136 [
] /16 -8/29 72 1 72
9 30 -9 76 4 152 76
20 9713 = 9726 a0 20 160
: 9/27 __~10/10 8 126 168 84
¥ /11 -10/24 8 132 176 a8
2 0/25 __ =11/7 92 138 184 92
241 1178 ~ =11/21 9 144 _ 192 96
25 1/22 ——=12/5 100 150 200 100
261 1276 -12/19 104 *x 160 208 104
27 12/20/53 -1/2/54| 108 166 216 108

AnnualTesve accrues while i a pay status by pay periods only ~ no
leave earned for any partial pay period.

* J.eave year ends on 1/2/54. (Annual leave accurulation to be de-
termined &t close of this pay period,)

#*¥ 10 hours earned last complete pay period for employees in this
category each year,

December 1, 1958
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PORM 8 (Year 1954)

'PAY PERIOD

-]
3

N0,

14

o

TSERZE

Anzual Tesve socrusn wiile in & pay status by pay periods
for any partial pay period.

&
="

F’ co-nulua".iuit‘la,ltr%o:tlrot.uo
F

3

only - arned for
sleave yesr ends on 1/1/55 (Aunual leave acowmilation to
be determined at close of this pay period.) ;

#10 hout's éarned last cosplets pay period for espliyees
in this category each year,

December 1, 1053




LAST NAME FIRST NAME AND INITIAL | IDENTIFICATION No, | TYPE OF APPOINTMENT | EOD DATE AGENCY CALENDAR YEAR

‘Standard Form Na. 1137 Form prescribed
Cal Rt ciona o, 102 LEAYE RECORD e sy Tompreily Oy Gean U B
Py ANNUAL SICK Ay ANNUAL _SICK ABSENCE WITHOUT PAY _|[COMPENSATORY TIWE RECORD
PER| TAKEN |mex | TAXKM | Hes, g PRl TAGN | g | TAKEN fpes | < W-AWL-SOSOR | Par | voums [roums| g
uws.] ToraL | ACCR. [ uns. | ToTar | AR nrs. {voraL | AR [yms. | voraL [ACCR [ parx | Tvent {nns.| Toras | PERIOD] WORKED | TAIEN

JuLy

s
§,
%
!

YEARLY SUMMARY (HOURS)
T 1w Ann, | siex

MAY

_{ ®AL. FORWARDED
YR, ACCRUAL

TOTAL
TOTAL TAKEM

. LAST NAME FIRST NAME AND INITIAL | IDENTIFICATION No. rmormonm] aonmm' AGENCY |cnm¢mnvm

APRIL
mmmmm
[ ]

¥ Wa0d

991

NOISIAIJ FTAILVALSININAV :8 A'LLLL



W Smith, Fraok S. Wt _Jones =3
Saperteg Wil Lands Divislon Lauve balancs breught foreard. troms prigf poried - —orer-or-rrrrerns Il Poviritoligd E
o Justice Leave scerued during this peporting pariod o
Py Pud . & Asgrosats of lave available during this period
"'E m ‘“E“nm TOTAL HOURS TIME WORKED TINE ABRSENT
Mmmlm L T [ ] w0 | mg"_m'.‘"*muornmmm
e -
May 17, 196 Mon, “
REMARKS Toe | F 1 £S5
i Wed |
| T | ”
M. |
Bat. 4
FIRST WEEK TOTAL ... r § o XXX|XxXxx
Sun.
Moa. 4 'f
Tue. [
Wed [ d
™| 6 2 -3
. [V
oy
SECOND WEEK TOTAL ... _u 7] xxx|xxx //'
PAY PERIOD TOTAL ... _ﬁé o o+ § D 77
COMPENSATORY TINE
Broaght GEWM. ..o.oeeeenernneeee Balancss st close of this period iieeeoiiiiiie X xx ™o
"VM.‘“WP‘N ----------- W. O. P. total for calendar year to end of peior perlod .. .... Oertifiod = sorrest
Total for this pay period ....... W. O. P. total for calendar yesr to end of this period
Used this pay period......eeenenn *Certification for Bxcx LEavk. . . ?‘. s . 5 E é
Faid this pay period.—.oeeoooo- e LY et thia ahesnce was dus bo Tnme ek incapaciet o sorim (Saporvisor or tmekeeper)
_Balance ot end of this pey period.

KOTBIAIG SASLVEISININGY 38/ 'ELLL

i
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- Form. Ng. nss A=-Ansual Lave ' ‘am—mA ] . T8—~Travel m' .
Oomptrsiler Qunseal, b O—Other Laxvs With Pay e e e Y en e Tk ol Tim
Geaws) Rageittions No. 197 TIME AND ATTENDANCE REPORT W—Leave Witheut Fay CTCormoenasiney Time Werkod OT—Overtime Worked

Notz—Above eods to be placed on necond line of eacd dally bleck, below the bours ea first line of same bl
{akiowsd by emplores's faftials oo third line, ’ ouk

Agency Reporting Unit Blook Tour of Duty Pay Period No.
- JusTioE A, DIV, RECORDS 2 Re. 16
FIRST WEEK SECOND WEEK BOURS IN PAY 8TATUS Cour TINE ARBSENT
NAME OF XMFLOYXR sox. | Mow. | Tvz. | Wan. | Tww. | Yur |mur. | s Mo, | Tom [Weo. [Two. f P | eur | xom |Gl praEs | THE } ew.| e |Er0H Oox.joruza
‘ToraL

1 ABAMS, JOEN Q. v [ 4 s vivivigl & Base /

S| s

tiali

2 ,3ROWN, BENJAMIN P % A I vlrsirs| 4| — Base £

L)

&
3 30E, JANE vielvixlv v | 7| o] Baw - T

' q W
e Ld 1D —
‘ WE, JONK ¥. [ I I I el wlri® Base 3
' o L4 c
) <T < fw
5 FRES
8 BOE, AICARD g1 712 4 vl v 4 Baso 7
AalAalplpla 5
SEY
7 Base
s Base
] Base
10 Bose
n e
12 Base
REMARKE: , Torazs
o & vemEmanr rusetenc oot W—oNa-S *1 surtiry thas (b abevors was dus o Htiness which tacapeeiated e lor duty. e S 235"

2340TX 033 (Facey. 158) No. |




€00 SLWIGT

Mtansant Sorm Xo. 1156

1807 d dwy)

R 5 orvesacuy ruanst Sd  L-amar-t

Torm A-—Annual Laa: $US—8uspension val Statas
EIE S N = L T T LS
il ) e on
Wa. e W—Lanve Without Pay | CF oy TiarWorsd OB Oreotime pacied T
TIME AND ATTENDANCE REPORT Norw—abers oude tn b Plossd cn. seosnd lnd of s dty Mk, e the bous om Souh K o same Sk, Wliewad By employer's
nitisls on thied
Agency me Unit Tnm Tour of Duty Pay Period Na.
FIRNT WEEE SEOOND WK BoURsDVPAYETATLS | TIMS ABSENT
NAME OF RUFLOTRE sow. | 2ow. | wen. | 7w, . | o o, | To (wen. | e | vme | ] x| (B rn-,:":‘ Won | ame. | oex’|LwoR O fomem
1 Base
1 Base
3 Base
4 Base
[ Base
[] Base
7 Base
[) Basn
[ Base
) Base
[0 Base
o Base
s Base
14 Base
18 Base
18 Base
1r Base
13 Bame
19 Base
30 Base
n . Base
n Base
n Base
£ Base
23 Bam
» Bese
»” Bam
a8 Base
REMARKS:
Torars
Certified correot:
(Ruperviser or thnakneper] ralephanel

1 qurtify ihed 10l ahesmas was dus t0 (nass whish lempasitaied me lar duty,

L Wuo4d
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FORM 8§ (face)

Name Adams, John Q. Date _4=17-53
(Print or Gpe—Last, First, Middle Initial) '
Organizatiopal Tnlt vveerecABBliBs DIV, = BocOTde 2 .
Annual - Without ‘
T%FE ch!l:‘ E Com;ensggry ‘
LEAVE O Other (speclfy)
No. of hours 32... to begin’ ..%.: L2 aﬁf’éﬁic’;"Lm To end 4=16, 583 30 {p -

NOTE.~Apnual leave authorized In excess of that to your eredit wm be charged to leave without pay.
*] certify that this absence was due to (¥ illness which mcapacztated me for duty;

(] medical, dental, or optical treatment by APy Ty e

(It absence was in ekcess of 8 days, obtain medical certificate or state, under *‘Rema LI. vh’ [ ]
tificate was not obtained.)

4;:@752;%/ -_l_ dilgtt’ture of em_g_logee!

8. '653;3 loglcsg)—uxu-u APPLICATION FON“EAVE {3?1? i uwr::gNo so-ml

FORM 8 (back)

CERTIFICATE OF PRYSICIAN OR PRACTITIONER

1 CERTIFY that ..!I__..__.Q_.A.L&!.. was tfnder my professional

cape<from, e_,‘.!f:.L_...._....., 19..53, th.rw..n&:lé,._m,._.... 1953

(Month and daY) eceweee

4=17=53
(Dats) ¢
'2222 3lank ‘St. N.W.
- (Address)
REMARKS:
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FORM 9 (face)

7. UST ARG TIRST NG TRTIAL®) | L. APRGINTWENT DATA T, TOVAL SEAVICE JOR LEAVE g

Daa- To e‘ mw-“y 71 T (:":.lcbd “.m‘-') i
Tuneae, /93 x| /‘;I 3

ANRDDMMUMIM

G.Qu.»g’-&wmun '1/-?3/5-' 15 Murs than 18 youre

——— BRSO —T— ABSIDNCE WITHOWT PAY woues
A Saionse brought forwant fnovs prie yoor, 6741416
. aearvel Wengh 40| ol | W Duringanienter yesr in walch serareiss ]
B e lncroass wvigh boeas o XXXKR
totough =)
2. TOTAL o somoee e 17741838 wwouen serponion
aat | mex . [37]
. hg&&.:.*"“’ W MilNtary leave granted during curront ademear year -3
..'*“-".‘_ I3/ 1, Remashs
Torams | /3] S
g L T e I Y A 4 |

1% Tolal Rowre gad Ja lomy, are

0.00

W Salgry i}

"“"LL."E-.’........L_ w22l e S

W Cartified serrent Wt

Pal-,

10, Addloss and phans sumber for purpred of Inquiries;
.

w—m-v ‘ W@aol

e w4 ":ﬁgf? RECORD OF LIAVE DATA TRANSFERRID

1.

2.

’I

Ao

5.

INSTRUCTIONS POR THE PHEFARATION OF STANDALD FORM NO, 1150-REV,,
AECQ:D OF LEAVE DATA TRINSFFRRED

gnm the neze and middle initisls(s) ‘of employse covered by the
ofu.

Indicate enployee's status for leave purposes by £1lling in date
of entrance on duty at the releasing orgsnizetion, and insert
X for F/T (Full Tise or P/ (Fart Tive),.

Show employee’s tatal creditable service for leave purposes, as
of data of separation, in years, months, and days.

Ehow asme informmtion that appears on Standurd Form Ko, 50, Notie
fication of Personnel kction, effscting separetion,

Enter belancas of annual and sick leavs brought forward from close
of previous year,

(OVER)




i‘ORli 9 (back)

[N

7.
8.

9.

10.
1.

12,

13.

1’.

1é.

17.
18.

1& .

‘cilondar year in which sevarated,

161
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Enter fiml date throuh which loaﬁ:h:i tean creditee, and enter
the amount of esnusl and sick leave earped and creditad since the
baginsing of the current years... . -

Enter the sus of the prior belances and current- sccrvela.

Enter as an item- to be subtracted, the reduction in oredits ceused
by absences in non-pay status.

Enter as an iten for subtraction, the total number of hours of
annual and sick leave taken during the current year through date
of separation ss thown in Item 4.

Enter the figures derived by subtracting the total reduction in
credils und leave taken from ithe total figures in Iteam 7.

Enter number of hours of annual leave (including lpplic‘bh
holiday time) paid in lumpesum at time of separation,

Enter sslary rate at wshich lumpesus payzent was couputed, If
wore than one salary rate was involved, stats the number of hours
cotputed at each rate,

Enter the inolusive calendar dates and nuaber of houirs on such
dates included in the lump-sum leave paried.
Wt

Enter the nuzber of hou.'s absence in n\non-pa’ .ahtqu' during

) ‘a

Enter the beginning e.zi of the uu'ﬁn‘ porio& oy n:op mn-.&,
and

& s, Total number of hours of leave without pay and/or furlough
‘0 - gined thiting period begsn, and

b, Totul nusber of hours of absence without leave _uyul/or sus-
. penaion since waiting period begem,- " - - - v B
Enter nusber of days of military lesve for training purposes, as

distipguished from active duty periods, grented from begimning of
current cclenddr year,

Enter pertinent information not epecificelly required. slsewhere
oo the form, such as overseas or territorial differential, etc.

The person having responsibility for acsursey of leave records
will sign thia fors, indicating his title snd the dete.

Zater address end phone number to which inquiries regarding this
record theuld be directed,
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FORM 10
Suggeetion No.
(Te be supplied by TamTllIT)
DEPARTMENT OF JUSTICE T i
EMPLOYEE SUGGESTION “{Date}
Name: Division: . Room No,

Telephone N6,
Check whether Mr. {J Mrs.(0 MissQ -

{ suggest:-

Its advantages are:

It should save at least $ annually,

The use by the United States of my suggestion shail not form the basis of a
further claim of any nature by me, my heirs, or assigns upon the United States.

~——{Slgnaturc of buggester]

Division (6: Buresu) Head's commaents, .

(Neme] —(Date}

Approve:
Disapprove:
Estimated Savings: {Signature)

[Title}
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FORM 11
pepartment of Justice
RECOMMENDATION FOR SUPERIOR ACCOMPLYSHMENT AWARD
Date,

To: The Administrative Assistant Attorney General
! Attention: Efficiency Awards Committee

From:
: (Division, Bureau or Office)

Subject: Superior Accomplishment Award
. Title VII Classification Act of 1949

The fou.owinﬁ recommendation is presented for your consideration:

N:nme: Division:

‘P!_osition titles Grade: Salary:
thst salary increase: Date: Amount:
i..fut superior accomplishment award: Date: - Amount:

-Dfebcriptian of superior accomplishment, Include following information:

(a) What the atandards are for this enployes's v.y:o' of work or
what is normally expected in the position; (M) ¥hat this employes
did; (6} How the work he d1d exceeded dmo standards, or how the
1des or method or devige 14 expected to improve service, or how the
speoial ast or service exceeds the normal requirements. of his job,

Head of Division or Buresu

Recosmendeds

Approved;
£fticlency Awards Coamlttes Date Attorney Genecal
Adaln, Asslatant Attorney Geasral Date Bate

SUPERIOR ACCOMPLISHMNENT AWARD




STAMAND FORM N0,
WARNING—Do nol 18 at This forss (TN you DESIGMATION OF BENEFICIARY ronn mw:m&u.t
Save read the lostructions. CIVIL SERVICE RETIREMENT SYSTEM toon. ms v . B, 0.0
A. INFORMATION CONCERNING THE DESIGNATOR
¥ AAME. Laer) Pirse) (Mt 2. DATE OF BTH L. DATE OF THIS DESIGNATION
bonth) 2.7 (Yaar) | (Mamhy Oap Yeur)
S, DEPARTMENT OW AGENCY W WAICH PRESENTLY OR LAST EMROYED, INCLUDING SUREAL O DIVISION 5. CLAIW NUMBER ¥ RETIRED
: . CSA—
- 1, the amployes or Tovmer hercrofore made by me, do now degignate the

of beneficiaty

orhukh nmJbelutonewiwny “r pnhmmunbhmmmmmw.mm.mmm.
dulmﬁ-: ﬂthﬁmdmmquuwyh-u&ymdhlrw&

m-mmh fwee-nd:ll’eauhn«mnnnnd«ln- writing.

8. INFORMATION CONCERNING THE BENEFICIARY OR BENEFICIARIES
TIPEOR Y FUST AL, cu Ml 10 LAST ok YPEOR FVENT ADOREXS OF EACK BENETICIRAY e | S TOMMOTY
1 herchy direct, uoless otherwise indicated abovs, that, if than Ieneficiery ia tamed, the sharc of any d b Acl who .
die bc'gn  huaopsuin beneht becomes peayable shall be m'bau::uly Among the un'mq b::cﬁciaria. or entirely to (M -uvivor TF nome of the
buaeficiaries are allve when the himp-sun bescfit becaines payabie, this desigastion shall be vold.

(ensrves or pescmton-30 NOT PRINT)
C. WITNESSES N

WS, THE VSDERKIONED, CERTIFY TMAT TMIS INSTRUMENT WAS BIGNED IN OUR PRESENCE.

(Peunm or wmms..DO NOT PRINT) DHMSER A STRIIT) {ETTY, Z0ME WOMBIR. ANS STATE)
{reuTine v mres-DO NOT PRINT) o ) £CITY, 205X WUNAEA, AND STATE)

PRINT OR TYPE YOUR MANE AND ADDRESS TO INSURL HETURN OF COPY

r T

(Ressrved for Reowiving Stamp of U. S. Cvii
-Sarvice Commission)

L _J

MAIL BOTH COPIES TO THE UNITED STATES CIVIL SERVICE COMMISSION, WASHINGTON 25, D. C. s

(fsuispro Jo 90%)) g1 WI0J

NOISIAIA TAILVILSININGY :8 A'1LILL

14'1




SAFORTANT.—~Tuo Fiking of This Faca Comphitidy Cancils Any Deslgrsiton Yll“mx Hawe Proviously Fliod.  Bo $nov To Hame in This Fatia Al Fsuie2 You Wisn o Bedkpiome.
Romeficlarios,

HOW TO DESIGNATE ONE BENEFICIARY

EXAMPLES OF DESIGNATIONS

TIPS OR POt (AST SAME, MIOLE BUTAL. MAC LAST RAME TYAC OR PRAT ADGRESS OF FACH BNCFICURY soATIoRS e | SASC IO PU0 YO
SARAH M. JONES © 22 Elm Street, Lima, Ohio Sister ALl
HOW TO DESIGNATE MORE THAN ONE BENEFICIARY
TR O PR R oy L M0 LAST sAME TYPEOR PRMY ADRSSNS OF EACK REACFICART aaonsr | SURLTO M WD TO
MARY A. SMITH 4902 Oak Straet, Jason, North Dakotal Aunt One-half
AINNA D, BROWN 50 Duke Street, Jason, Nortk Dakota| Cousin - One—fourth
HENRY G. BROWN 50 Duke Street, Jason, North Dakota| Cousin One-fourth
HOW TO DESIGNATE A CONTINGENT BENEFICIARY
TP OR FRICTFRT KAME MIDOLE MTTIAL. 400 LAST RAC TYIX OR PRINT ABORESS OF LACH SOMFICUAY wumosar | SSZET0 8O TO
CATHERINE J. ANDERSON, if living | 91 Mans Placa, Syracuse, New York | Niace All
Jtharniss iod 69 Harris Avenue, Cleveladd, Ohio | Nephew | Al
HOW TO CANCEL A DESIGNATION OF BENEFICIARY
nnnmﬂlﬂ&%umumwwm hnummum!’wnm ATLATIOHS P snuugfvum're

Cancel Prior Designation

You may want fo
cancel 3
clary have

5 Ir'cu mhz::

aad
Fp b
nte o tbat
ordar,

([su13a0 Jo X92q) gI WYOL

NOISIAIQ TAILVALSININAY 8 ATLLL

Go1




WARNING—Do ot 1 et s fors sal you DESIGNATION OF BEMEFICIARY o e Tt .
. Save coed the lnstructions, CIVIL. SERVICE RETIREMENT SYSTEM o o, 00
A. INFORMATION CONCERNING THE DESIGNATOR
1 [ =] [ ity ‘| = oaTE oF s 3. OATE OF THIS
. Ubanch) [ ] (Yons) n) Ber) (e ]

& DEPANTIENT ORt AGENCY 8t SHICH PAEIENTLY OR LATT EMPLOYED, ICLUGING BLNCA OR DEVISION $ CLAMR FHSSER I RETWNSD
I, the employee or former emph jdentified shave, ing any and all & loas of benehiciary b made by do bow designate the
.m-m&nhun&w-um-&m-m-ﬂehmmmmu-cmmmn::emw-vd.m.

d that this desl of benefiet mmmm:}mumm-unquuhmwmmum-dunh
designation will remusin in full foroe and cifect unless oc until canceled by me in writing,

B, INFORMATION CONCERNING THE BENEFICIARY OR BENEFICIARIES

TYFCOR PART FIRST AE. W0OLY ITLAL M LIST WANE 778,00 AT Ao 07 1A PYGPXTIRY

.,_t(\‘ﬂ‘m
~piRLIGC A B ™

%MWMM%,

His

more than ons beaeliciary 1n anamed, the share of sty deccased benslciary or benaficlasior who may

dis befere n Tomp-susa becomes distrivatcd equally anmoay the serviving entirdly to the sacviver, I of the
mﬁ«.mmmm—-"’m payable, thie desy skall be void. - o

. ‘m-m-nonormnﬁ

C. WITNESSES -

WE, 7EE UNBEIRIGKED, CRRTIFY TEAT TMM DUMIRUMENT WAS SIONED WN OUR PREMENCE

(mmeo‘l’Pﬂlﬁ ORI A%D STAKET) TV, M SOMER. M STATER)
mem. NOT PRINT) {WMOTR AND FTRRET) ____fon. 1000 wacn, Jm SR

PRINT OR TYPE YOUR MANE AND ADDRESS TO WESUAR RETURN OF COPMY

o 7

(Resecved for Recuiving Stemp of U. 8. Corll
s-m..c-mw

THIS DUPLICATE WILI, BE RETURNED TO. YOU

(@3voidnp jo 399)) I WHO.I

NOISIAIQ TATLVHILSINIRAY 8 H'LLLL

991



mmmr ACT Om or meznmc:

If there is no dedignated benefictary fiving, any jump-sum

Mﬁ&mﬂebﬁmtﬁdmdnmmw
employes paya person or persons
Hmvbmnﬁwuﬂnd&hdtkwthepymtm

55!

’bmﬁduymut be received by the Civil Service Commisslon
peioe to the death of the emplayes or former employse to
be valid.

4. Ca&alnimol'lm designation may be eﬂe:ted -lunu
swd-dl"omunlmdinluun(h lhc;ﬁctpnmddtw
name of beneficiary, the worda, “Cancel
All designations of beneficiary filed before September 1, 1950,
‘have been canceled by law. It is not necessary to file anew
form to cancel a designation made befose that date,

1. To the widow or widower. S, This form is not intended a3 a wiil, and miscellaneous provi~
2. If aeither of the abore, to:hednldorehuldm in equal sions, such as t of just debts, payraent ou the moathly

shares; with the shara of etc,, will not be recognired.

among the descendants of that child. . A desi free of 3ons choald be filed Ja
1nm¢um,mwuqum«m aderwnvnidapmuemmmduth.

entire azmpunt to the ving parent. 7. The dupli wilt be « d to as evid that the

4. If none of the above, to the executor or administeator of
the catate of the decedent. .
8. 1f none of the above, to the next of kin ander the laws of
the hwhldadudeedutmdmﬂd.
It is oot y for any i A or former employee to
de'imtelbcuim mlel n‘uomemmnnr
'zbaveuinndiﬂmtad«

pmu’on OF DESIGNATING A BENEFICIARY

designatien of beneficiary is for lumpeum 7]
mly,.addonﬁtdm&eﬁ;hto!nymwon s to
receive sutvivos annuity Such benefits are
mwmdhwuulmltduebcﬁonqu
nu&:in.(emm Burvivor annuity benefits sz¢ never based

form.
INSTRUCTIONS
1, The examples printad on the hack of the first page may be help-
ful to you.
2. Typewprhtdnubmmm

3. Mm:ummmmmwuhmcms«m
Commission, Washington 25, D. . The designation of &

upuun. it with your mntp.pen. After
the beneficiary, or someone scting for benddv::

blank on which to make application for !ump-m
which may be payable. i

REGULATIONS

1. The designation of beneficiary shall be in writing, signed and
mtnaledlndnenvedhthecm&rv Commission
prior to the death of the designatos.

2. Nochnnwmlhmdbmﬁduyh.hﬂwﬂlorm
muhmommmﬁwmlﬂ-
d by these shall have any force or effect.

3. Awi to & desi
mnmulbmduuy

4, Anymhe«pw-ﬁu.mhﬂnﬁvmben‘“u
beneficiary.

s, Aehagedbeneﬁdaqm:e‘mnnyﬂmmdm.

this tight cannot be waived or restricted. ]

® & ST Sovwee TS D GF-L

of beneficiary is ineligible to sercive

NuyARp Jo MWuY) I WAOJ

NOISIAIQ FAILVHISININGV 8 3LILL

248
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FORM 18 (face)

EMPLOYEE'S N(YI'ICE OF INJURY OR OCCUPATIONAL DISEASE
Federal E; Act of September 7, 1906, 88 ‘ d

) Mﬂhnﬂhn-dm&-ﬂ-‘. Neties olther 1t aheuld be retained the oficial
.'-m"h'"'cn"'uu"""”" £ Shoekd b Formae. -::. T SeParTa i"i'm!g" “""1'1'1?-:;'”-' Ly
Somotier with the olbal soperiar’s. specs of infacy, Form C. A, & compescation riltan tlalm om Form G 4. ¢ mest

Dats of this notice . 19
1. Thereby certify that I'am employed asa
(Oeonpation)
stthe
CMase of emplepuent)
sad on - . 19 et
(Day of wesk) (.. : (Hoar. &. m. o p. &)

I was injured in the performance of my duties at . —

L of injury (Desirha a4 Dost Jeu @a how snd wio falery svomvel)

8. Nature of injury

n—muu&wuumwn—gm

4. Names of witnesses to injury

8. Hﬁhmﬁummdmﬁthhahnnlﬁnhhjm.nﬂnhmm!uddwndedmh
whom notice was first given, and whan

"rhialnjuqmmtuudbywvﬂhlukecﬂn&hﬁnﬂnbhumhmah&dwwd
another, nor by my intoxication, and I bareby make claim for compensation and medical treatmant to which I saay be
eutitied by reason of the injury sustained by ma.

Name

Address

et sud sumbw)

Soviend Angust 1, 3008 & 5 Commammt o W04 {0 w owe) Ll
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FORM 13 (back)

SUPERVISOR'S REPORT OF INJURY
ﬁhwmahlﬁhhuhbmdb}*
Depurtmontal rogulations will govern ja wee

Department B or office

(Pt Offen, Intarier. Votaraan Adm. wia) (UL 5. Bngineass, Buress of Swadarda, ste}
Place of employ - prempe oy proe Division, shop, ete. ..
Namae of injured amployes (e T ey Age Sex
Occupation Length of time at trade or th years montha
L Describe sccident or health hazard folly (what injured was doing, what Mappened, sta.) DO NOT USE
£ Wiat m ‘M‘Ny' m 'or 'l:duulnl (mpﬁunl) dissase? (ror axarple: Ddo)dn brakes, 0

Wha ‘(unsafely) that esnand socident or jadustrial (secopational ot (Por aumple
b Tt (uu{mm:rmudum.mu(mmdh i

& 'What has been done to prevent similar gecurrences?

& What is recomsmended 10 prevest shinilar ccenrrencas?

Signed by .. Tite Date
R’ W Title - B Data
P of Reviewing Ofidal (with par L o saswars to quastions § and §) 1

Extant of diasbilitys (Mm)!htdl Dimbitag infury Death
Nature of injury . Part of body slfecied

® 5 Sman? rirtwe eivid  $0albild
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K90 £LO¥AT

(0L damg)

{
3
H

OFFICIAL SUPERIOR'S REPORT OF INJURY

1'e e sabsmtited 4o Umewe Srarss B Au-utnr N. Y., s mas as prastioable aftee suy injury te s
mg:um‘i«um nﬂ-huﬁ""'"“"h““mmlﬁ;.x. M(quﬁlﬂuﬂu-ﬂ
1. Departmant . — R 2. Bu or ofice vy 3

Pead 3 Place of employment . ... Pnaincer, ovipeiion.

(Aveinal, naoy yard, ols.) (Ciey) (Statr)

4 Raporting office
(Logativn of ropording ofies or divisien bosdquerters)
& Nuwe of ri; dent or £ In charge when injury occurred
6. Numa of injured employ . . T Age — .. 8. Sex #. Race
(Give Srot nams in fult)
10. Bome add " e
(Strast snd wember) - (Clby o bovem) (Bisiny
11, Occupation and divisi 12, Was empiloyse doing hix i
(Glie both, 02 labover, hull diwioion ; helpar, Washing whop, obs.|

work? o ... If not, what work?
13, Total length of service with the Government as & civilian?

The injared
aglepss 14 How long at present work in this establishment?
18. Dates of other injuries,
and subeil valued st §
18, Rate of pay oa dats of injury, §. per { et ® i
and quartars valued at § Per
17. Employee begins work at m. 18. Regular day’s work ends —....
(Howr, 5. m. 07 p. m.) {
18. Hours worked per day 20. Days paid per week
21, Place where injury d
{Give apest lpsutian, a2 nams oy sumber of building end divisipn, ¢te.)
22, Date of injury 19....._; day of week «_.o.....oonaseee.ooe.; hOUT Of day _._..
(a.m. 0r 5. m.)
23. Date employee atopped work $......; day of week ..eeeeeeee .. _—
24. Date loyes's pay d 19......; day of week ...
25, Has employes returned to work?
(Gl duis and Rour)
26, will unplﬂw receive pay for any portion of above ab on ¢ of ¢
() Annual leave :
(Giwe smest datas)
{4} Sick leave
(Give snnat dutes)
(¢) Any other resson .
(Glve anset daves)
37, Deseribe in fulf how injury d

28, State part of body Injured and nature and extent of injury

T inh 29. Did injury cause loss of sny ber or part of ber ? 1If 80, describ ly
80, Was employee injured while in perfi of duty? if not, or in doubt, give detailed statement __.._.
3. Was caused by:

(‘:f"?unx ‘b’ duct of the empioyee? (3) Intention of employee to bring about injury or death
m...-....l‘.-. haf "’Wﬁlm’w‘w.mpl-uwxuwmﬂmw
reason for Ais )
32. Was written notice of injury given within 48 houra? (e e e If not, did Immediata superior have sctual
g of injury? T o ption, 3, Forw Co Ao 1. st ba sowpiots f nabios was nat phown withia 33 howrs)
83. Names and add of to injury
VT Gioabiiily Wil sontinue for ware fhaw ens dog, hove sairments of wWitnssess wode on rovorcs sids of this form)
84. Was injury caused by a third party other than s Goverument employes or &gency? . ooe..oooeoeeeeees 1f 00, haa
Iations?
employes beon instructod in( unund:(:omm‘l.ulon'luf ton

35, Nams and address of physician who first ded case

Melicd 98- Bow soon after injury?

wandac 37. To what hospital sent? Loeats X
28. Naras and add of physician now ding case

Signed this day of 9 iratars of veporing shioer)

“ (Twle)
(ovan)

(39%)) 11 WHOJ




STATEMENT OF WITNESSES

[The atatement of witness should tall Just what tha witness syw personally, o, if ha did not see the injary cocer, Just what he

imows sbout it and when and by whom the Information was given him.)

{Siomabure of witues)

(Siguature of witness)

STATEMENT OF GOVERNMENT MEDICAL OFFICER OR PHYSICIAN WHO FIRST

EXAMINED CASE

1 cent1py that . waa given first-ald treatment, or sxamined,
(Noma of empioyas)
on 19, at el .. dinalled for work. Probable length of
('aan'n’-u)

disability will be In my dhﬂuwmduhwm
on } | T
Natare of Injury as found on
Hospltalizsd Wil retorn for farth tmant
Disch d Other disposition

Signed this day of b U I,

a (Kgwature of wediod offioer)

i)

1Peq) ¥i WHO4
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FORM 15

‘DEPARTMENT OF JUSTICE

4. Defendant’s name

Form approvad, .
Budget Bureau $3-Re04.8,

pU 171 T S p— ven 3o DIVEMIOR weeooncveceinseaa 8. Dotkot NO, cecrveesenceenncomorsas

8, Total No. of defendants in case

6, Offcuse

. 'I; Date of initiation:

Mo.~-liag—Yr.

8. Names of codefondants:

© (1) Indictment
(D Informati

(3) Remanded from appeliate
court

(4) Reinstatement

Other (specify)

0.3.8. % 1433381 ora
FORM 16
. DEPARTMENT OF JUSTICE Form anpro

Y. Distriet oo

4. Defendant’s name

ved. .
Buduet Bureay 43-R0O09.3,

2. Divislon a..coeeceeeeeeee 8. Docket Now ooenreeienraaam

5. Judges oo

§. Offense of which found guilty

7. Disposition:
(1) .....- Guilty as charged or as to part.
(2) ...... Not gnilty, acquitted.
(3) ... Nolled or discontinued.
(4) ..—.. Quashed or dismissed.

o Other (specify) ... nevee
‘8, How tried: (1) ...... Court. (2)...... Jury.
(3) ... Not tried.

10. Sentence or treatment: Yra—Mos.~Dave
(1) Totsl impri nent
{2) Placed on probation for.. .........ce... S

(3) Amount of fne....cnueees $umotn ceeen

(4) Amount of costs .ooenn . $oeooooomnees

(5) Amount of penxlty........ $... -
Other sentence (apecify) ......uereenennnen

9. Date of final disp
. (Mo.~Day—Yr.)
D. J. . &~Final Criminal Bocket Report

1613402  $. % GOVEARMIAT PINTIAG OFISE
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FORM 17
“"Form Approved
. . Budget Bureau ¥o. #3-R010.3“
Yorm D.J.S. 4 DEPARTMENT OF JUSTICE
Revised 7-7-50 MONTHLY STATISTICAL REPORT OF UNITED STATES ATTORNEYS
. DISTRICT OF
i
Month of , 39
SUMMARY OF CRIMINAL AND CIVIL DOCKETS
CRIMINAL CIvIL
Number of [Fumbar of Uards | District | State
Cases (Defendents) Courte Courts
A, B. c. D.
1, Pending closs of preceding month ...
2. Filed during this month vevencevvnae
3. Termiaoted during this montdh ,...... i
4s Ponding st tlose of this month ...,
5. (a) Nwber of cowplaints pending on complaint docket at beginning of month .
b} Number of complaints sntered on compleint docKet ..cceesvecronescscsssns
{c) Number of complainta dismissed from docket witbout further actiom ......
(4) Number of complaints removed from docket after further action before
. somalesioner, grand JULY, ®¥C. secesverratnescenrosssaravnrectenvsrone
(o) Number of complainta pepding on complaint docket st close af moQth eesee
6. (&) Nuuder of p{-oo«dines taken He2ore grand JUIY ciceaivevesnrrveroascasenss
bt) Nusber of procesdings in which grand jury found ne true dIll ..ceeeseass
7. '(a) Nuaber of attorneys befors grend Jury Auring @ONtN ccconsvoscsaroarsenne
{b) Total numbsr of days before grond jury, all ettorneys s.eeevscccessassss
8. Number of days in Districy Court:
. Number of otal No.
Place of Holding Court Attorneys of Daya

Date

{8igned}

United States Attorney
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FORM 18
Yorm Approved
Budget Bureau No. §3-M012.2"
Porm DJ.B. 8 DEPARTMINT OF JUSTICE
Revised 7-7-%0 MOMTHLY STATISTICAL REPORT OF UNITED STATES ATTORNRY
DISTRICT oF
- Montx of » 19
FINANCTAL SOMMARY FOR THE MONTH
TOTAL AMOUN? DURING MONTH
T%pOnd or Ramitted,
btained Suspended or
Collectad Compromised
A, B. c.

1¢ THDO8 sossscecacscerrscccrsacensa
2.

Yo Ponsltion cececcccscscrcosvrrenes
&+ Other Civil Judgmants in fevor

L 8. 9020 000CABATRIIRNNRETNEY
» M.l XY A XY YR EXENT XN ]
'Y mor imposed or ccllscted as paxt of juigments in favor
of tho U, 8, or as purt of fine, etc. should be ineluded in the
Criminal Civil

6. Collections dwring the momth 'hrouh V. S, A, Be

Atty. withou sctual suit or p on.

T

te] JNumber of bonls forfeited #uring WONtd ..ccccrsvscervesnsersessonncncees

{b) Amount of bonds forfeited ARrINng MOMER ccccecrnvecarrrsenscaporssdassone

ﬂ

8. Total mmber of defendsnts on whom Temoval action was teken during month ...
9. Civil matters not on cowrt dovket:

{8) Ponding st Beginning Of WONLE ceescercccevrrruserecrorosinconsornroncnn o

(b) Received Auring MONth cseesserresssiscrrscrvorsavnarorassesans

(e} Terminated during month without resching eourt GOOKEY cesescocsscrvasees

(d) Mattora pending &% beginning of month (under 9a) which ewbaequently

reachied G0UTE Q00KPE seovvsessiviorcocnssravererrrrvsvsctseecesststsss

(.) Pording &t 01080 OFf MONLD cotcsvrssscservsvsrasisrsesnennotsrsrontrtosen:
10. Bearings before referse in bapkriuptcy attended by U, 5. ACLOT™eY cececocscnne o
1. (a) Nusber of attorneys befors appsllate courts dAUring MOBtR eceeevvvossrees

{v) Totsl nwber of days before sppellate courts, 21l SLOTDEYS ceccscvercen
Date’ (Signed)

United Btates Attorney *.’9.1..

2




Intentional Blank Page
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I'ORM 20

Foem Ko. 106
(Reviesd Tob. 10810

REPORT OF PROCEEDINGS BEFORE UNITED STATES COMMISSIONER

To: UNITED STATES ATTORNEY

At on 19

Proceedings in United States vs.
Description: Age Sex Race Born: Native [] Foreign [
Name of complainant and title (if any)

Date of complaint

Offense charged Date of offense ..o
Where committed Date of warrant ........ooeiemmee
Date of hearing Examination waived

Defendant released onbond $ ... Committed to

Discasrged (date)

Name and address of surety

Names and residences of witnesses

United States Commissionsr.

. . o
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FORM 21
Fornm No. 803
June 1950
DEPARTMENT OF JUSTICE
ATTORMEY '8 EILL OF COSTS
DISTRICT OF '
_ Vs,
Doczet No.

Date of Judgment

DOCKItING « ¢ + o o o o o o o« oo o0 00w e
Witneases (8XPOTt) . o « o v 5 o s o s 0 0 o v 0k
Dopoutam..'............;....'.'
Stenographic transcripto, « « « - o o o ¢ s 0 0 0 v
Faes and disburesments for printing . . . .+ . Ve
Taes for copies of papers for use in the cass . . .
OWhOL + « ¢ « o o s 4 ¢ o 0 0 ¢ 6 6 0 0 0 0 s v 4

e % 5 s 8 6 8 8 0 8 v s e et v e v b

Attcarney




176.1
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FORM 21a

Pt UNITED STATES ATTORNEY

. Distriet of =

The Honorable D. J. File No.

THE ATTORNEY GENERAL

Washington, D, C. Crim./Ctvil No.

Fed. Housing Adm. No,
Inre:
Sm:
Enclosed {s remittance representing partial/full/compromise payment of the above claim/judgment.
Ne. Date Amomt

Bank or issuing post office

Maker (if other than debtor)

Remarks:

Unitad States Atiorney.

Use for all vemittances. Submit original and three coples. Remittances must be payable to the

Allmvddpnhnnntuctnmdanfbrm!ng all . instrumetits with restrictions as to. time,
e. g, POSTAL NoTRS, It is imperative that court numbers and especially FHA claim numbers be used so
that payment may be credited to the proper account. .

FOR DEPARTMENT USE ONLY
To RECORDS ADMINISTRATION BRANCH: 19
Deliver/Mall sbove item' to

Per - Div.

To AGCOUNTS BRANCH :
Deposit proceeds to

October 1, 1958




INDIVIDUAL OFFICIAL RECHIPT
Fora pacrbed by ~ DEPARTMENT OF JUSTICE Receipt NO
cmp%x‘f: 10, m-tl' U. 8. : OFFICE OF UNITED STATES ATTORNEY ¢ lp N b 1 7 61 0 2
' DISTRICT OF _—
Case of V8. No. - ,19
or (Dute collected)
Claim against .
(¥ile reference) (City) (State)
RECEIVED: The sum of - dollars ($ : )
for ... ; : , : e
This receipt not to be construed as acceptance of offer in compromise. Checks accepted subject to collection.
From . UNITED STATES ATTORNEY,  goy gyt gLy
By
Received above-mentioned funds from
United States Attorney:
- (Signature)
ara - 16—53138~1 ORIGINAL ' :
(Title and agency)

D e o e s 2e = o S Y 2w St At P T L T A L A 4 e T A et W e, 0 s e = e s Ao U e > A Sk e S © P A e Y T o . T o - e W £ . o o  — ———  ——

7t N304

NOISIAIA FATLVILSININGY: 8 H1LLL

L1
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FORM 23 -
ot Remus REQUEST AND AUTHORIZATION TO INCUR EXPENSE

Bepartment of Justice

‘District of

TO: THS ADMINISTRATIVE ASRSTANT ATIORNEY GANERAL, _
Waskington, D.C. . - Fomedom

FROM: — DJ File No.
Cfpme—plonas troe)
RE:

CTis)}

: " Chigwatere)
Aunthority is hereby requested to incur the expense deacribad below :

HGHGOHN———T

Estimated total expense: §- Coatract No,
Notm—Tnstrestions on the Teveres haveef mams be eoapliad with fally.

l ‘You are suthorined to incur above-mentionsd expense;: Date

] Paymant ahould be made by the U. 8, Marshal for your district from the appropriation.

Zombu=moXIaY>

[ Voucher should be forwarded to this office for payment from the appropristion.

Racooamendation for
Approval:

Amnl;.

Adwinisirative Asistont Attsrney Gonorel




itandard Form No. 1034-~Revised
Form bed by

PUBLIC VOUCHER FOR PURCHASES AND

D. 0. Vou. No.

Campt.rolhr g:rmgr;(t), U 8.
(Gen. Ret Mo 51, Supp. No. 11) SERVICES OTHER THAN PERSONAL Bu. Vou. No. .
AN SR -
(Deplrtment burean, or establishment) - - PAID BY
Voucher prepared at .....................
{Qlve placo and date)
[HE UNITED STATES, Dr., Payec’s Account No. ...
To :
(Payoc)
(For use of Paying Office)
(Address) (City) (State)
ARTICLES OR SERVICES
No. and Date of | Date of Delivery (Enter dncript item number of contract or Faderal supply UNIT PRICE AMOUNT
Order or Service and other Information necessary) QUANTITY
Discount Torms Cost Per Dollars f:
PAYMENT:
Complete [
Partial O
Final U Use continuation sheet(s) if necessary
Shipped from to Weight Government B/L No. Total
I cextify that the above bill is correct and just and that payment thercfor has not been received. (Payee must NOT use this space)
Differences . oooooeem oo e eeeee
(Sign original only)
Date .o Rl o2 YO - -
(Thiy sertitiaate nt uq-lnd whien & like ourtifisate is made by puyes on attashed bill or bille) .
Account verified; correct for .
| 3 SRS & | SR {Signature or nitials) ..o
Contract No. Date Regq. No, Date Invoice Rec'd.

Pursuant to authority vested in me, [ certify that this account is correct and proper for payment,

t Approved for § N f (Authorized Certifying Gificer)
ORIGINAL i

By ONLY Title

Title .. Date

THE REVEZSE OF THIS FORM MUST BE EXECUTED WHEN HJICHASES ARE MADE OR SERVICES SECURED WITHOUT WRITTEN AGREERENT IN ANY FORM

ACCOUNT!NG CLASSIFIGAT!M (For comphdcn by Adminlstrative Offics)

4, 1}
Approp;l':m ﬁmitatien, Ap iation title Umudn,;a q:nl"rcj t. Apm;‘don
Oblgations COST ACCOUNT OBJECTIVE CLASSIFICATION
Allotment symbol Amotunt fiq ted
Symbol Amount Symbol Amount
Check No dated ; veeee 19 for § on Treasurer of the United States in
Paid by favor of payee named above.
ash, § ,on 19 - Payee o eecaes
r - . (Blen orlainad waly)
::.n:tw ol o 1o -E:" N e et * S, "?“.'.“‘5:.“‘“.“",‘..‘:":.'::'::::2“‘-.‘.&,”"“ tmereras | Per
Ay s e e o e .2 2T oo . e e i

Title

U. §. GOVARNMENT PRINTING OFFICE  10—~22500-2

(3%8)) $2 WHOJI




METHOD OF OR ABSENCE OF ADVERTISING

METHOD OF ADVERTISING

Advertising in newspapers Yes[] No[l.
(a) Advertising by circular letters sent $0 ooooaeeo ... dealers,
(b)) And by notices posted in public places Yes{] No[].

(Iié:oggs w)ere not posted in addition to advertising by circular letters sent to dealers, explanation of such omission must be
made below. .

ABSENCE OF ADVERTISING

Witimut advertising, under an exigency of the service which existed prior to the order and would not admit of the delay incident to
vertising,

Without advertising in accordance with

Without advertising, it being impraeticable to secure competition because of ___.

(Here stato in detail the nature of the exigenoy or circumstances under which the securlng of petition was { ticable under 3 and 4)

Nore.—The above form ‘““Method of or Absence of Advertising’’ is to be used when purchases are made or services secured under
oper authority without written agreement in any form. In case of a written agreement (formal contract, proposal, and acceptance, or
s formal agreement) Standard Form No. 1036—Revised should be used for abstracting the method of or absence of advertising and
ard of contract. (See General Regulations No. 51, as amended.)

18 -22000~2 4, 8. GOVIANMENT PRINTING OFFICR

HdUA

P
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FORM 25 (face) L
rﬁﬁm : Pt
TR PAY ROLL FOR PERSONAL SERVICES D.0. Yo Mo e
' PAY ROLL CERTIFICATION AND SUMMARY Bu. Vo, Wo. oo
. YT D 8¢
(Depmimend o estabiihuent)
— ... Dnited Btabes Avvorney's Office
- tPereen, dvisen, o slles)
Anyvhere, Auystate
(Lontiond

Porlod of this rofl: From ... ANKUSS 29, 195k 1o Sophewber 11, 198k | (ru uws of pering often)

Certification
Dute _Sephonber 10, 195k,

Pursusnt to suthority vested in me I eartify that ths within pay roll, in ... 008 ... pages,is correct and proper
for payment. .

s1oM '
: 608,69 s .
Thls rill sppeoved for $.22508.69 omicmAL {4 ——
. Willism Bradley
SAXPLE —oTited Stateg Attorney
(Ofbon] tele)
PAY ROLL SUMMARY
AMOUNT CHROK Moa,
ldmul.plq-(-)nw&h)_.____,....’__:: .88 | xxzxxxxzxxx
Other Homa requiring disburesrmant:
Civil Burview R 39440
odarsl Withhokding Tac. 195,31
0. 8, Sariugt Boads. 10,00
Fodorel K Ows Ant m .
Other (homio)t - -
s D008 WithholAing TR Ual0.
Sodere) Suployess Crovp Life Insurense 12,00
Caots P, . $ 1,608,
Other ttoms not ng & [ ®)i 1608
. setomate TETIEREREXR
?lllllll‘ll!’

RS —— 3 T EEITXAXTETE .,
ADOOURTING CLAASIFICATION (Appeugwistion Symbel iwust be shown; other desifnstion aptioand) -

A-1550322 $1,608,69

January 1, 1958
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TITLE 8: ADMINISTRATIVE DIVISION

FORM 25 (back)
-:rl': :.ynnt {or our snorvices ;iurluth mzmw IN CABH the sulus dat gppoutta our respestive Chostn dated
"}ﬁ#{fﬁ?ﬂ “"mm é% Ny, Tax “‘::o T rwf Ins, . '2 “m.
Bredley, Willisn (4)
Tnelassified U, 8, Atty. L
$12,500 “ngi ::b % 76,90 44004
7 68,0 18 | 3 ook | um
Oalabash, May A, (3) ] .
0Se5 Clark 1,45-8
9,15 UG58 12,10 | 3,75 | 291 | 1.00 | 12h.07 uze
Pllam, Craig 2. (2)
CPC=)
‘zlﬁz 98035 5.” 80“ - wa o” 82091 w
«* Dos, Albert G, (1)
gm};dﬂod Asst, US Atty Fanfold 12590
(" b tara v alloving
or m
cos 20, 13 151,51 [#nB.65 | 78,47 | Li.60-8)
Seph 20, 355%) 5 6.8 2,00 | 36284 W2l
Teotsek, Viadimir (7) , .
Unclassified Asst, US Atty 2,908
87.5& 288_.16 17031 1.9.00 0w 2&9.25 M
Worthington, ¥, Hemingway
083 Clark {3) 1,253
$3,270 126.77] 255! 8.80 (= 0 = 2,00 | 107.17 1,26
* 0 20-8
Total 1600,2 { 39,40 195,31 20,00 | koS | 8.00 Euea.u
Agenoy Ivsurence Contrid, 4,00 L.00

Total 1608,69 | 39.40 [195. 72 30,00 | 8.90. [12.00 [1320.88

Exrnirgs Sobjectto FICA 222,18
Barnirgs not sab) to PICA 1377,

1600, 2}

January 1, 1855
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TITLE 8: ADMINISTRATIVE DIVISION

FORM 26 (face) (to Washington)

{Travel To Waghington, D, C,)
Sunnduch Prc Mo 103-Rovtand ] . 5.9, Vou, b,
O G . . TRAVEL VOUCHER :
S B e B Vou Moo
u.8, Mﬂ_&&aﬁn_mﬂ?d.mw—._ ram 5T
Payee's name —_John D, Swith John J. Doe
U. S. Marshal
Mailing address  United States Courthouge, Foley Square New York, New York
31888
e New York 7, New York
- :to-u-:;" .l{u_!nps_mm_ T oY oa Pl Servias snplireas sals)

mwmmhmmmuomdwm.m%ﬁ_ _.hn._;..,&'_xssa_ua..m
No.. TITT ___ _ dated _fanuary 7,-1953 ., copy of which is atiazhed, or has heen previously turnished. Ihsves

travel advance ol § - to whick § of this vouchar should be applisd.

M&ﬁydﬂ&hnﬂnu‘ﬂ&“mmﬂ“hﬂmmdwmﬂuw

[ Douasa |cum
Pt fol . domnD.Smith o _affp_ mum-) ol s
{For Administrative Use) Differsnces
Arreovin:
Total vexified correct for charge ts sppeopristion(s) (nltiale) -
Applied to travel advanes (sppropeistion aymbol)
MET AMOUNT TO TRAVELER 9100
Tha next previcus vpucher paid undsr the same travel autharlty was:
D-0. Vou. No, - pad (heath—rwas) tr (Tnsert wawns ond aymivet of dohrving sdloar)

Pursuant te axtherity verted n mae, I cortify that thia seushor (s sorvest and proper for payment.

1530322

Pald by Check No. 25500 Paid by Cash § -

Pated ___Pobruary g 1953 {Sigmature of Dares—ank parmat oulp

“‘:‘rlluunmh-umnmmd—mﬂunmauuwh——-hnlm-h& Tisia 18, U. 5 Q. 0%
1Fearertums o0 Frauwwiass Clant~Filufiestion of a8 ltam 19 se expouse seovast wwrhs o foctoltary of the daim, This 23, U. & G D516
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TITLE 8: ADMINISTRATIVE DIVISION

FORM 26 (back) (to Washington)

SCHEDULE OF EXPENSES AND AMOUNTS CLAIMED od Eiin Gce
L m&-mwhum&-_ﬂ%.lw___ 1:32_4’. M.
2. Temporary duly station on last day of next preceding woacher period was '

date of arrival ot such daty station
AR in | and 2 sbevs culy whun doten ave priay 4o peried sovwnd by this sundbor)

PaTe DMoRIFIION BN AMOTNT CLAIMED

PO B L - i e e :—-_; Maxion | Srmmersnce | Owm
e}
For reinmb - of exp -incurred on offioci T
trip to “fashington, D.C. for e of confere

with Departmernt officials in commect wit/

officisl matters pertinent to this office

|__Left New York at 1:90 A.F, wia Ponn.R. R
Taxicab from residence td railrosd depot 1|00,
Z A, M
Taxicab from depot to Justice Building 50

departure. Left Vigshington,D.C. at 5§ P4, via
Parn, R, R 4

Taxicab from Justice Building to depot
230 P M.

8

| Arniyed New York sf. Q:
Taxicab from depot to residence 1{00
|_Pere diem in Jieu of subaistence

Grond totel W fass of voucher -5 L 6l oo o0

(Sudaptade, %0 be ssovied forwned {f nacessury)
TRANSPORTATION OBTAINED WITR QOVERMMENT TRAMCPORTATION BEQNESTS

{Not o bo ciatmad by eavaler)

hadean . o

21,050 32010 Mmm[].u.cl 1/8 | Nashington,D.C.and rete
| 500!  do, |1.m. )31/9 nY Mashingtan, D. G.

im:%J Chatr] 1/9 | yaahington, D..C

|

— e

RS R AR AR BT e e
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TITLE 8: ADMINISTRATIVE DIVISION

FORM 26 (face) (outside D. C)
. (Trevel Outaide District)

T .
=5 o TRAVEL VOUCHER oo T e
Pob, 2, 1) ) Ba, Vou, Na.
.8, _Attorney's Office, Departnent of Justice =
us‘ : upanimeant, huvenn, o evtehilshmupt) i :
Payee’s name —__Gagepe Washivighon Case John J. Jonea
United States Ma
Mafling address——linited States Coqrthouas, Nev York, New York S.D.N.Y.
_ Poley Sare, bow York, ¥, X, N-533
New York, New ‘
B o e K e EERTRETES T

muuwnumnwmu% Jn._ass:__-anu
Mo 5000 deted...Dec. 23,0952 epy ol which n sttasked, or bog bosw proviewiy fruhibed. §haedsi

travel ad ks towhich § of this veuchar shouid o agpiied.
lunwmuhm-‘mumdﬁhdm-lu“wﬂ

m_mwunm_. __Jlm.&ml_ ST R o 1“?;—_

(Pwr Administeative Use) Differensen:
Arvnov:
Total verified corsect for chirye 1o appropristion(s) (initiels)
Applied ts travel advance (sppropriation syxhel)
) NET AMOWKT TO TRRVELER 106{35
hmm“ﬂ*bmmmwz
D.0. Vou Na. "‘"—"_M-v-n wr Ciniurt niumg aod Spiahal of Sshuming #8ovsd
mumwnulmwwmuum-umun—g
Jamary 31, 1953 i o/ Fred
Date A —— o 10— o " (Aiberined woriitring oliear)
A-1530022 f
PudbyChokNa 25000 = | PdbyCads -
Dated m«;&m [ e Ty grer

“ mnmwm‘nnnm-mhu-—ml—-u THa A T.A G g
’ﬂhﬂ--ww--n—nﬁ.——um*dsm RRELAN
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TITLE 8; ADMINISTRATIVE DIVISION

FORM 26 (back) (outside D. C.)
SCHEDULE OF EXPENSES AND AMOUNTS CLAIMED e

memavmuan_nn._zw.’___._ __1_‘;'52_)}_._!_1_

'S Twmparary duty station on lsat day of next preceding voucher peried was .
uamummmw._mma____

Rt i { ol K abwow anly ol whor)
pare DESCRIPTION Shvh AMOUNT OLAIMED
w52 - mm"mmum--—nr“. ._"i; sunusn | sveemenen | Ovena
Forreint t of
trip to Wiani, Florida, , and Murn for purroses of
22426 Left New York at 1:50 P.K.via Penn, R.H.
Taxi,.residance to R.B. Dapat. 15
———] Per diem in lieu of subsistence 4|50
————] Taxi from Depot to hotel 1|45
e mon i
Per diems 1n lieu of -ubsi:tme,hoe.27,§8,29,30, ’0, 45100
l'm: er Diem 9|00
yzlﬂ_ Attending conference - fer diem
p VLN W - ¥ 18|00
175/53 | Left 1iaml at 1 P.M, via Penn, R, R,. o
D &
Ppr diem in J.im of subsistenc 91 00!
% 2:45 Py M, Per Diem 675
Taxi, Dcpoc t.o realdance 1110
———
] Grnl'::t.dhb.nv-:hr - l 106,35 | - 101 25 810
TRMSPONTATION ORTAINED WITY SOVERVMENT TRANSFORTATION BEGHCITE"
cmern (o0 o TOINTS OF TRAVEL
IR | R Mo | R 2 —
100,30{ Penn, R.R.| 1St | 12/26|New York,N.Y. Miami,Fla, and retum
13,80] Penn. R.R.| L. B.| 12/26]New Yor, N.Y, Wiani, Florida
13, Fenn, R.R.| L. B:.| 175/5} Viaml, Florida | New N PO O

Wl

]

R s BT g B P G T T T B S o B o et
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TITLE 8: ADMINISTRATIVE DIVISION

FORM 27 (face)

&
m——— DEPARTMENT OF JUSTICE
CTICEOr
TO TES CHIEY, DIVISION 0F SUPPLIES AND PRINTING, ™ o
DEPARTMENT OP JUSTICS b
Pleage furnish this office for use during the aix months ending 19, the
suppiies indicated in the following list. (Signed)
(Omdal tus)
[C ) (Seata)
i Qeanmvy
MR ] ™™ Aoqmisrn
INSTRUCTIONS ON BACK MUST &R POLLOWRD
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TITLE 8: ADMINISTRATIVE DIVISION

FORM 27 (back)

TRERE RMSTRUCTIONS MINT BR POLLOWED

L wuﬁommmmummmnmmmdum

i. miwnnmwmdkﬂerﬂmhddwhmmm%ﬂma
Supp‘lhl"mmtbep!wedlnthnﬁntw!um

8. Stats make of machine for which typswrier ribbons are required.

4 ‘Samples must be furnished in duplicate for envelopes;lettarbasds, snd all
-wpecial printing.

&. Requisitions for typewriters must be sccompanied by a statement show-
lngﬂ_umlh.mdel,’andnumbcrofmmbbomdim

8. unhiﬁmstwnwﬂuudupadﬂqdmtmtﬂa&donﬂuuhﬁnk
must be accompanisd by & detailed explanation as to the necessity thereof.

7. Requisitions for dockets and other bound books should ba forwarded st
loast three monthas before they are actually required for use,

8. SEPARATE REQUISITIONS MUST BE MADE FOR (1) SUPPLIES,
(2) STOCK FORMS, (8) DOCKETS, (4) ENVELOFES, (5) PRINTING,
(6) LAW BOOKS, (7) OFFICE DEVICES, AND (8) MISCELLANEQUS
SUPPLIES NOT LISTED ON SCHEDULE. THIS IS IMPORTANT AND
MUST BE FOLLOWED CLOSELY.

e
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TITLE 8: ADMINISTRATIVE DIVISION

FORM 28
e 40, 0100 DEPARTMENT OF JUSTICE o rcerionTo a. ¥, ww
WASHINGTON 25, D. G, Teen TArnee Saivet
N I:IOT_IFiCATIO_N OF PERSONNEL ACZ'ION N
MISS WNE @, DOE  187%2 ‘ 3~k-20 ' 2-27-53

T NATORE OF A TTON Tos ST ine Tomamoase] T S ——
il rene o - éeno C.S.Ru.ﬂr?ﬁft? [
INDEF INITE APPOINTMENT 3-12-53 | 2-23-53, CS Rea. 2.115

"~ FROM 7o
[ 9 'OU.ITIUN TiTLS

CLERR-STENOQRAPNES

.. ::::‘RG'U GRADE. GS-~31 N

Lk

10. ORGANITATIONAL
QEIIGNATIONS

Orrice of U.S.Arrinu:v
SouTnrrit Digr.~Nev Yerk

11, HEADQUASTERS ,
New Yorx, Nev Yorx
\_] | LG | l DEPARTMENTAL 12, FIZLD OR DRPTL | x‘ "iELD ! lutvunun;
8. VRTRRAN'S PRESERENCK 14. POSITION CLASSIFICATION ACTION
[y T T N e ——" NEw [vicr] e, a. fnxaL]
.—...—.r:rj x MarY Rog, rEsioncy

1% 1. 17. Al P I . BURY' GC.8.] V8. DATE OF APHOINT: , LEGAL NESH
D8R imacE, L] AEMENT ACT] MENT AFPIDAVITS

(LT van~no) (accussions onvyl ICLAIMED D”wﬂ

o 1 Man Ne 3-12-93 sTaTH:

NIW APPOINTERS MUST YAKE OATH OF OFFICK, ENTER
ON OUTY AND EXECUTE NECESSARY APPOINTMEINT PAPEAS
BEFORE ANY PAYMENT OF SALARY CAN BE MADE.

N AEKARKS: Thig aotion I8 subjedct 10 all applicable lawsy, rules, and regulations and may be
subject to investigation and approval by the United States Civil Service Commission.
the action may be corrected or canceled if not in accordance with all requirements.

Svsqeey v F.l.C.A. DEpUETSONS.

SURJESTY TO HERTING PHYBICAL REQUIRINENTS,

$UBJECY To CHARACTER [wYEITIGATION,

SUBJECT TS TRIAL PERIOD 37 ONE YEAR.

ENTYRANCE PEAFORMANCE RAVIMO-SATISFACD 0Y.

ay bl.lg]lg'l oOF THE Affgln!v g!NllAL -

F¥3

5 ]
& U, & Gaverawes: Printios Ulice: 1933 208511
2z (emPLOYEE)
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TITLE 8: ADMINISTRATIVE DIVISION

FORM 29

ANNUAL LEAVE CEILING CONPUTATION
(Monmlyncmuarmun--}lsycm' service)

1, mymmmmmlhmmmnhﬂuﬁomor
mcre as of December 21, 1952 1is as follove:

Da Hours
Accumlated 12/21/52 “%’ =0
Barned 12/21/52 thru 12/19/53 % 0

Used in 1953 to present date i1

Caxry forward es of 12/20/53 €0
To use by 12/19/53 or forfeit 9 o

0
[+]
0

2, Employees having less than 60 dsys a8 of Decesber 21, 1952 vhose 1953
nmmmnuam-bmmumltoonr&dmm

as follovs:
Houx's Hours

Accumulated 12/21./52 !ﬁ! =0 2%’ TO0 earuved,
Barned 12/21/52 thru 12/19/53 3 0 5 2 used to present
Used to present date 2 1Y % m.to use

[ .

' é 6 2 6 mst be used
Maxtmm f___o by 12/19/53.
To e used by 12/19/53 2 6 iz be
vy 6/30/5%

Balance to be carried forvard
12/e0/53 M o

3. mmmmmﬁomummﬂumi

- Accumulated 12/21/52 15
Earned 12/21/52 to 12/19/53 gg
Used to present aate 10

25
Sary S S $—3

(=) (=4

o QOO
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TITLE 8: ADMINISTRATIVE DIVISION

FORM 30 (face)

1 BAME OF VEYCRAN ON WHOSK SERVICE PREFERRNG, (9 CLAIMED (nxaeily an 4 arpears | STANDARD FORM 15
n dlaskardw form) #ay uu
CIVIAL SERVICK COMMEBSION
PPN CAAPTIR Vi
L e Ve YES KO [ X If DECZASED, GIVE DATE OF DEATH
on
vt | B e S | T
. AR A CLAIM
profecency
m“h ¥ YETCRAN RECEIVNG | JTY RETIRCUENT QenTFITs FROM A Yis~ WO
00
quastions
170 aed L1123 VETERAN SEEN AWARDED THE PURFLE HEART FOR WOUNDS O \E,s B
bl Ty ey L YOUR ADDRESS
Read the
instructions . YOUR DATX OF BIRTH
:;‘;m W WHICH ARE YOUT [~ | A T vETeRae 1] & ™ot wreor A orsamee verzaan
© sew what Getoak one)  [T] & neveroanswoow  [7] o et momu o A oezasen o oasLD YETERA
other parts | 1L JITLE OF EXANSATION FOR WHICH THIS FORM IS 13, QATE TEVT LD O W, RATING, IF KNOWM
you must .
complete. ‘
W WAS THE YETERA'S SERWCE W Yo w‘n.xrmm'r 1§ (§-YEL"  YER NO | 17. BRANCH OF SKRVER
fr vy W St
] )| autorizeor £ 0
YT T T
W. DATE OF ENTAY (er antries) WTO | . DATE OF SIPARATION (ov suparationd FROM | 30 GIVE SERIAL OR SEAVICE MM
PART 1| SR |k Yo e SRS e T O | B BNGE | e B v
Wives 124 T Rt oo ot ? oo
widows
-
28 IS THE VETERAN YOUR SATURAL, CRIOT Y& MO | & I3 THE NATURAL FATHER OF YOUR GHILD (ahesd eo) ;
PART 3 Gttt L AN OO Oavwmewmvon [ ovonces mou vour
Motter of 2 O & oecraseo {3 o stranares oo von
docensnd or | Z- S THE SATURAL EATHER OF YOUR CHILD Gor ik hutshaod of raur remarsiage) WITH VHOW YOU ARK HOW LIVING. E E
disabled
voloran | ™ JMATURAL FATMER OF VETERAN 15 DCEASCE OR Y& nO nmwﬁ T N ]
. — OO Wl oo
PART 4 n%wmmzmmuu nyﬂn}hm.‘grmmvmmupm.mm
Wives ar {
mothers of |30 HAS AMPLI TITAA OF XAUBATION TC TEST HELD OR | RATING, 1F XNOWN
B AAE PESEATE
velerans
W AN WAS BEEN M. TITLE A0 SAADE OF PUSITION HAMK AND ADORESS OF NGENCY
SR H Bl
PART § 1 CERTIFY that the statements made by me in snswet to the foregolag questions are true to the best of my
P knawledge aad bellef.
peiteary | OE SIGNATURE
S » :
xign hare 82 3003w attzch I proof calfd far 0n 10 ok s, Proficeece caacel e abewsd mbes roqured prod s farnsbed

{OVER) ) iy
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TITLE 8: ADMINISTRATIVE DIVISION

FORM 30 (back)

HOW TO APPLY FOR VETERAM PREFERENCE

Vateran of Wartime Siervice, Not Clsiming Disability Preference
Veteran of Peacetigie Gervice, Not Claiming Nuhllltv Preference .
Veteran With Sarvise.Connacted Disshility. . . PR
. Veteran Receiving Noa-Service-C Pension or R
Wife of & Veteran With Service-Connected Disability. . . .« .
Widowofa Decensed Vateran .« o & o+ o o o v
Mother of 8 Daconsed Vateran . . . & ¢ » « « o ¢ o

Motherofa Disablod Veteran . . . o « « « + + o o

lh-:ﬁ Iﬂ.ﬂ:ﬁ
s v s 4« Purtat, 3 Proof A
s v s e v Pertsl,8 Proof A, B
s v s« s Pamal, S Proof A, C
Beneit, . . . Partal,§ Pioof A, D
v e s o« 4 Pertal, 2,43 ProofA,C
v v s s o Purtsl, 2,5 «Proof Aor E
v v e e . Partn (8,8 Proof Aor E (and P I
proper ¢
“ v e e » Patnl, 3,48 Prool A, C (and Fin proper
conee) !

PROOF REQUIRED — READ WEWLLY

A, EvERY PARFERENCE CLAMART must ﬁu-i-h pl'od’ol(he
Veteran’s b tion from a tt period

nﬂvcduummwrmulhlmmw-mu
of the type of preference claimed. (The Armed Forces include
the Army, Ravy, Alt Forces, Matine Corps, Caast Guard, and
during time of war, certais personnel of the Public Hesith
Service and the Coast and Oeodatic Survey.) Any of the
documents lsted below may ba submitted as proof, provided
they are dated on or after the day of separation from ectve

service, Certified or esopiey are D
1. Hooerable certificate.
3, Certificate of trenafer to Pleet Navel or Marine Corps
Resetve.

3. Certificate of traneler to Enlisted Reserve Corps.

4, Orders of Traneler to Retired List,

5. Report of Separation from Service Department, provided
bonorable saparstion s vhown,

6. Certificate of Scrvice or ratease from Active duty.

7. Oficls) statement from Bervice Department that bonorable
scparation wes

Watation by V' Ad el

on official
described in € (w) or (5) delow that vetaren was honorably
neporated from military service. .
.. )louﬁut)on by !h Civi) Becvice Comminion of prcvlmn
or8: F
only dpnnnt servics mg‘m are ek, )
10, Notice of death a3 provided for in B betow,

B, Mownmamzn VErzan Wiroes Owiy Seavice Was In
PRACETIME must subudit, in sdditica to proof of b

! of the veteran’s service-

ng to the present

muchd disability.

(b) An official statament, dated within § monthas, from the
Vaterans Administretion or from a Servics .Depertment,
ur\ilyin. to the veteran's present receipt of compensation
of sarvie disability reti pay.

(c) An offciet citation, imued by & Bervice Department, of
the sward to tha veteran of the Purple Heart for wounds
or injuries recelved in actiom.

Morts: The wife or tother of a disabled vetersn ls eligible for
preference only If such veteran is disquallbed by reason of &
secvice-connected disability for a position along the lines of hiy
usual Mather p can he d only if
the dissbility of the vetcran son or daughter ie rated permasent
and totsl,

D. Versaan Cratuina Pryrensnce Brcauss oF Now.
SsavicE-CONNECTED Dusasility Pruston ok Reriazuer

Bewxrrr wmust submit, in addition to proof of ble die-
tharge, sither:
(-)Mwmuwﬁmwoldd-mdavudd
pension by, the V ing presemt
payment to the veteran of non-servi
pension; or

(B) An official statement from, or official notice of awerd of
disshility retired pay by, a Service Department showing
payment to the veteran of such pay.

B. Wmow oa M ora vi

“thdlhn—nvke band, son or d

m\\ﬂ.iﬂh
under

discharge, proof that the active ime service was
in 8 campaign or expedition for whick a campaign badge or
service medai wes suthorised. Thin proof consists of the ofels)
notification by the Merviec Depastment of the sward of the
Service Modal, If the American Defense Service Medel for
active duty between Beptembar 3, 1939, and December &, 1941,
12 submitted, submit sleo the ofcial notification of the award of
service clap or broaze star for serviee outdde the continental
United States. Do ot submit the sctusl badge or medal,

C. v Crannwa P or
Cownzcred Disasittyy; Wirs ox' Morses CLAIMING Paerse-
BNCE ont Basner 38avics-Comnacrad Disamuivy or Hi

while he was serving on active duty, during
any wer, submit the sficial notice from the 8ervice Department
eshowing the date the hushend, soa or daughter died. I the
active duty was not ia e war, but waa in » campaign for which
a servico medal wes suthorised, the oficlal notification of the
secvice medsl must be submitted in additicn to the offielsl
notice of desth (see B above for detalls). A claim from a
mother of & deceased veteran can be coasldered only if such
veteran's desth occurred while e was serving oa active duty
during & war or in & campaign or axpedition for which a
campaign badge or service mudal waa suthorised.

F. Drczased ok Diamgd VerEasx's Mormea Cranmnag

manAwuthmumdM .
ons of the listed below;
(c) As oficial statement, duted within 6 months, from the
Veterans Administration or from s Service Department,

or Hum Hussanp’s Tovas ANs Pas.
wu:bmwwuhﬁx.hambmpmd
required under £ or A and C above, & statement from her
husband's phyudu ahowing proguosis of his digease mnd pere
centage of his disability.




ask for
Cone

ugh §

and

k is, Parts 2 thra

190.1
QGuide for Writing Position Desoriptions

FORM 3(a

SHEEe| 20 T 10 7 120 i 3|82
il ]

w il i 1 s m i 1 it
il 1 ol
m..ﬁ i mm 3 mmwm i mm mummmm s "m_%m
m uMm 2] | mw. wumm MMMm .m m.um wmm.a mwm M mn m
mmmmm MM« Wmm it ..HWMM Mwmmmm mmm Mmmm “m—w MWMWN
i 1 e i s
il ot et 0 el

mm 43 :mm,m% 421 |8 BRE ﬂ“ B
M mmmm, H; m il mmm Jﬁmmm fint | 4
3 wm& by 1§ B | | M diites | dui
nuwmma m mm mmwm wm“ .mum
lm Mu w u w.m 3 8 unw < )m mum m
m{ st i iilg i mmmm ot
MMmMMm i mMm m nm < m mm- LMﬂMm hmm MNW ) ,m

October 1, 1958

& 5 U ST STV IO

Chapter P2

February 1850
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TITLE 8: ADMINISTRATJVE DIVISION

FORM 31
e Y i N
r“" m’m :’Mnm.uﬂlnhhz o ) aatio & 0.5, C. ertifntisn N
UNITED STATES CIVIL SERVICE COMMISSION pod rploem & thunee o ant
B R e
POSITION DESCRIPTION
5 m‘m‘m i) Ot Gapmity) 7. Date received trom 0. &, O,
SLL0CLTION §Y G488 TTLE OF FORTION :':':‘ promry AL nrm

& Civil Sorvios Cotmingion )

B Dt
Dt mant, ..'.."‘ -

© Buress

4. Tild siilcs

Resszasodsd ¥y fnlstat-
Ln‘."

2. Omaalsstional titly of pouition ((f suy}

10, Name of umployes (If manscy, spucily V-1, 8, 8, o0 §)

1t Department, sgeney, or wiablishment

¢ Third subdivision

| & Feurth subdiviilo

& Tust subdirivien
&, Bossad pubdivisien & Fie mubdisision
12 Thin (o & complvie aad asourate duawiption of Lbe duiies wad of | 13 This s ¢
my pediios

Wigsakse o sapberen (0] Title:

1. bt Siviton. Bult ol - = I
Wemtae T ey TN
Thttet

i
i

ha Preparstion of Potitien Dacriptions, Steadasd Form Ne. 1A)|

ssedk it

5, SEABELSS suraTiue orPIS

17 more mpace
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FORM 382 (face of original)

Sandsrd Perm Ne. 1508 TMPORTANT
RrEaa, DESICNATION OF JENEFICIARY
(Gon. R B 104, Boup. 0, 1) UNPAID COMPRISATION OF e et "..._.,""'
. DECEASED CIVILIAN EMPLOYEY alore Glling bn this fouss

IxrosaTioN CoNCIRNING THE Exrioves:
7T (Last) OMesty [ =) Date o Barm (Meaih, doy. yeor)

DEPARTMENT 08 AGRNCY I Witten Exrroveo

(Dupartmsnt or ngency) (Burean) (Divisian)

1, the omployas identified above, ind ol previous Designations of Bensficiory heveiofore mads now deslg-
tha bansfaary or bemsfioioriss named m.unephowvnmmln:tlu;:l&ud‘xmdmu-dm
dosih. leMW.}’MﬂIuMHVTJM os definad in section 3 of the
plAulicc:,us‘o.M:-Ifq‘ua.-uhmwwmdtkgw’mhpﬂbhumbmm”rlbu&rw
thai %
Nolod.nhuuuﬂvcuuunuﬁ-ﬁth‘,nbuuln 4 ) loyed in the aboves dap: $ or ageney.

INPORXATION CONCERNING TitE BRNRICIARY 08 BENTIACIAMES:
Type se priat rst aame. stdite latilal, and last nasse Type or peins sddrans of snd boaoetary Maloionsnip | Fhacy to e paid to

{111

i

7 Aeraby divect, unlers othovirise indioated above, that, {f more than ons densficiery iy named, the thaee o; deceared bene)
mw:'qmzmmm.wuamm v yu‘;’nl‘lh o McMc,w_uHul'bucmr. Iud«-u5
that this Dengnation » fciary shall be woid \f nene of the designated Aciariss ls living et the tims of my death,

1 Roredy reserve the right te cancel ov ohang derignation of Mneficiary al any Sima in ths maansy and form
proserided by Mmcnomﬁlmuwwummmudnnmh[ ¢ bensficiory, ” ”

(Daia o areaion—smniis, du, Fear hrnsore of smsioves

WreNEsams 10 SIONATURE

Thienaturs of whneseh (Nuaior s sewsty TG, sowa rambar, end Stata)

Thigwaturs of Winssal Tiiamar aed et T (GG ona wdsmiver, ad Bista)

THIS SPACK REBLRVED FOR RECEIVING DAT)

PRINT OR TYPE NAME AND ADDRESS OF EMPLOYEE °/ x5 ro! v A
r 1
. P (nticata dace s0d by wivsem toceived)

DELIVER 207K COMES TO TRE PSOPER Of TOUR AGENCY- WiILL B NOTED AND RETURNED
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FORM 32 (back of original)

IMPORTANT-Yhe Siing of this form will istely canesl any designation you may have previcesly fled. Be sure
hmh&hdnmﬂu“«-h&h&dm-nﬂmﬂnw&umm

EXAMPLES OF DESIGNATIONS

How To Desgnate ONa Buwartciasy
Trpe ov peint fest pamd, Iy Wniel. ad lnct nasse Rype o priut sdéress of weah baeakclary Ristionailp | B85 te bevaid o0
Catherine M. Jecksen® 2808 Southern Avenue, Williams, Ind.| Sister | A1l

How To DemanArs Moms TrAN Ons BanEncuany

o e e e ot e e | 2R B
Susan L. Browns* ‘ 110 Prince Street, Anniston, X. Y. Aunt, Ons~fourth
Msry Joe Carsoen 230 Duke Stresst, Anniston, ¥. Y. Nisgs One-fourth
Elizabsth §., Howard 2301 Stats Strest, Weaver, Ohic Nother | One=half
Bow To Dx a J

Tyvi oc prind vt pans, inldide Inftial, and tast same Tyve oz print sbrmse of saah besaolasy Relotismaiity | B2y o bevoid v
Williem J, Joh if living 244 South Ann Street, Olney, Qa, Father | ALl
Otherwise tos R )

Serah L. Johnson 244 South Ann Strest, Oluey, Ga. Sister | All

.
~

How To Cascul A DESKIRATION oF BENENCIASY S0 THAT ANOGUNT Dux WiiL Be PAYAALS AS Provided i Tam Law

. Mguﬁu‘-ﬂ-ﬂhuﬁln‘hﬂ-—- Tyne or yrisk adiieese of sach bimetalary Relotlombiy ‘m“hﬂ‘.

Cangel prior desiguations

254073-~58—-38
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FORM 32 (face of duplicate)

rorm Bo. 11 S * - IMPORTANT
=t n DESIGNATION OF BENEFICARY o
10w n SRR B e 1) UNPAID COMPENSATION OF Co on bask of duplisets
DRCEASED CIVILIAN EMPLOVEE - eellate Siting in this form
Ixrvommarion CoNommg vas Exrrovem; :
HAMS- (Last) ) (Middie) e o Draen (Wonth, dny, year)
DEPaRTMENT OR AGENCY IN WHICH EMPLOYED
(Dapartment se Aqeacy) [ ‘(Diwieton)
I, the abore, and all Designations Rovetofore made
g Ay S R LT Ty e o o e Ly
mnuwc.ma,rr?ﬁu-m..uum-?m the “.{M"i“““"‘?,:‘""":a"""‘:ﬁ
fovee and effect, or xniil samoslod by ma in writing, oo long as I am sontinnessly smploged ix the above depariment or agonaey.
] [ ™s o
‘l‘r’ur!lhih‘mnlﬂah\uu‘hn-. Type ar print addrens of wach 2 ﬂl"—:ﬂ'

Dasguation of Eonshoiary eAGL be veid 3f mens of the designated % Rving €2 the tima of my Gosth
7 vesorve the vight te sansel or shange any designation of demefciery ot time in (he monner and ferm
uumwz Mo]ﬂmﬁm.mlmw&awmd'm !
{Deta of exscution—menth, day, yeerh (Sunsture of smplerer)

WIeNeasrs Yo SIONATURS:

(Blgmatire of whased) (Wuimber o Moot TTTTTIC, vone mmmber, ead Siata)

{Kiguatere of witame) (Number sad street) TS, wos e, aod $160e)

o=t

PRINT OR YYPE NAME AND ADDRESS OF KMPLOYER huunua DATA
r T
L - =t Cationte dats wwd by whemn tecalved)

DELIVER BOTHR COMES TO THR PEOFER OFFICES OF YOUR AQENCY—OUPLICATE WILL BN NOTED AND RETURNED

DUPLICATE -
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FORM 32 (back of duplicate)

IMPORTANT NOTICE—Order of Precedetrios
1f thare 1a w0 dexignated Seneficlery Yiving, axy unpald compenssiion which becomes payable after the desth of &
.-ohn hmummmwmwmmmm-mqubuwm
’ Lhﬁ'ﬂn-m v

1umnmmumMa¢mum4mmumammmw
emong the descendants of that child.

L 8 umqmmumm.hwmumm—-pmmp—s

4, If there be 2one of the abovs, to the duly sppointed legal i of the astate of the deceased muployes, or
uﬁa-h-mhmmwmmph-wmwmhwdhhﬂhqug—d

Tt is mot tod 8 beneficiary unless ha wishes to name Shme peTecn oF PUNSCS B0t
WMQhQMW X -

INSTRUCTIONS
L The examples printed on the back of the frst page of this form may be hiptal in axeeuting the Desiguation of

tMuhhuhh-wiﬂmMRht"dwpﬁnNhhk(Wucm). Al designa-
tions of bemeliedary or of Dusignstion of Remefieinry, Standard
M&.ul&nd-lthdpdudvlh-d.

&, Complete the form in daplieate and file with the agency ix which smployed. A Dwignation of Napefislary mowst be

ndvdh&-pm“phuﬁohﬁd&o«dmth‘-ﬂqubhnu The duplisnte will be noted

d to the that the ived and filed numuaom
hmm&mhwm-. .

Lmdlmm Mw-yhdmd'iﬁoﬂ\hn-hcdtmmh
Standard Form N;mgndiuﬂuhthwmlﬂhmdb&'

lﬁu&-m"ﬁ-ﬂp&dﬂdpﬂu' The effect of this setion will require payment to by made in th order of
pressdence stated above

I.den-ﬂn'm:—hnu-l,uhuh k U b o
Ia Suse of m otk .-ﬂmdw‘-ﬂb'
“nhwmmwuubmw 1 is pot neesssnry ¢o Sl & new dasigastion
whave the nanw o address of the aaplopes oF of beneliclary o changud. :

tlmmumeQﬂhﬂh-ﬁbﬂ pﬂ—t“dﬂ.

7, 1a the b ribed form, axy dest changy, of smesllation of bemeliciary Witsteed end flled fn
Wﬂmmw«ummhm :

i
1
i
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FORM 88

10; The Chief of the Procurement Section
Department of Justice
Waehington 25, D. C.-

#Inventory of pepalty articles on hand and on order as of
June 30, 1953:

WUMERR ON HAND

l

BERVELOPES (all #1388) cecesecs
LABELS .icovrveocecccnceivsrone
VRAPPERS cvoovecaverqesssenses
CARDS ¢.vocavevacvsttcncorncose

ms N00Q0¢P0 .1t 00R00 00

OTHER ARTICIES ..ceccnseoescrs

TOTAL NUMBER OF
ARTICLES BRARING
PENALTY IRDICIA ......o-00

Suanili
LTI

Estimated mmber of articles bearing
penalty indicis spoiled during fiscel
year July 1, 1952 to June 30, 1953 ..
Estimated mumber of articles bearing
penalty indicia used for other purposes
than officiel meil Auring fiscal year
Jm 1, 1952 to J‘m m; 1953 'coo'oo‘o

|

) RS ) . (- S

“BIATE

#This Inventory should be a campositereport of all sections, units, and
field offices under your jurisdiction..

October 1, 1958

1
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PORM 34
6?0::': -l-’:-:) REQUSEST AND AUTHORIZATION TO INCUR GENERAL EXPENSGS
Bepartment of Justice
Southern Diatrict of Naw York
T0:, THE ADMINISTRATIVE ASSISTANT ATTORNEY GENERAL, June 8, 1953
Fashington, D, C. (Ploss and duts)
FROM: John Doe
(Nome—plesse type)
. 8. Attorpey, Court House, .
(Title)
117 Foley Sduare, New York 7, Mo X .
(Addross) (Signstwe)
od to ] for th
rf:;?;"""s‘é%"-?‘%» s et
1. Travel Expenses 6. Supplies & Equip. $ 5,00
B (a) Reimb. to trevelers $___ 350.00
E . 7. Other Services:
Q@ () Trama. Req 800.00 () Ct Reporting —9.000.00 _*
1]
E 2. Froight asd Express (b) Gusnd Hire
s
T 3. Commuaication (c) Advertising
(2) Phoae Reatal _hg00.00 @ s

(b) Postal Expenses —95.00

(¢) Toll, Telegraph 175.00
@) Otheoe Qint) ——— o

(d) Ocher -
4. Reate & Urilities 10.00 Taumdry 6000
$. Printing & Repro. 350.00

Toul Amouat Requested =S16,385.00

 Romarks: Items Ta and Te include extraordinary expense of $5,000.00 for daily
copy of transeript and $750.00 for a Japarese interpreter in the case
of U. 8. vs Richard Roe. DJ file 146-28-1993.

June 25, 1953
Do)

You are authoelzed to incwt above mentioned expenses to the exteat of §. 16,000.00
payable from the following approprintions

1540322 Sslaries and Expenses, U. §. Attorneys and H&rshalc, Department
- of Justice, 195&.

o S 2 o

Assiszans A

[ZOmH P NmEORAC

Qctober 1, 1953
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142

Iifes

___
Pijss | P s
T0/es Bpo| - I7185
/9] 53 J2p0) 55015
P n2en (I8 59A320
Yiss. |» o] - 5498303
— 2 ﬁ.foa‘o; 73933
i[53 | 2e0008f 53433
120 -0~ ;.ayasﬁ
: o " 1570 (o) ﬁ%mi'
Mehedaiilaig ) = — | =,
J< > 4 v (]
: WV% O e B — i
l n:%wa«ﬂ! dwu«, Hagew| ——. —_ — i
i 7 a«u’ #3,1::5'.1 ! i ngfam 025@] %@ﬂ
! A - / 2% /53 00 7!
} :f M-M%;r 4 31 (& $wjsy : gm
Fa gt o |
. 3
L 18 Zm[-)rm%
! ) e M ¢
Te - e b
g7 17
3 a—;/ff( g Mﬁ ‘ﬁ)
. Veudlow . it {73 f53
v M f .
|z £
" e 7.114/4’ l.m‘} M,-ﬂ.l..
res Iy . “
October 1, 1958
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FORM 85

Examples of Leave Computation

The new law has no retroactive effect on accumulations, Employees
could have accumulated leave up to 60 days as of Decetriber 21, 1952,
Unused 1952 leave balances which were required to be used by June
80, 1953, should be added to the employee’s accumulated balance as of

'December 21, 1952. Absences since that date should be charged to

1953 annual leave accruals. For example:

Accumulated 12/21/52

Days Hours Days Hours

Leave to be used by 6/30/53 ——

Amended accumulation 12/21/52 ——
Accrued 12/21/52 through 1/2/54

(6-hour rate per pay period)._...._ e
Used since 12/21 /52 o

Leave to be used by 12/31/563 (last work day of
1953 leave year) or forfeited

Maximum accumulation as of 1/3/54 e e acm

B o 50 0
10 o 10 0
25 0. 80 0
20 6 20 6
456 80 6
10 6 10 8
35 o 0 o
5 0 10 o
3 o 60 o

The following examples reflect how terminal leave will be computed
for persons who separate from the rolls in 1953 after August 31.

(a) Terminal leave computation of employee having less than 30 days ac-

cumulated as of December 21, 1952, as follows:

Accumulated 12/21/62

Leave to be used by 8/30/53.

Days

o 8

Amended accumulation 12/21/52 -
Accrued to date of separation 9/26/53

Used to present date -

Lump sym payment limited to

Balance to be used prior to separation or forfeited

‘December 1, 1033
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Employees in examples (%) and (¢) below are entitled to terminal leave payment
for accumulated annual leave from previous year, since both had in excess of
80 days as of 12/21/52,

Days

(3) Accumulated 12/21/52 80
Leave to be used 6/80/53 ]
Amended accumulation 12/21/52. ——- - 35
Accrued to date of separation 8/26/53__ ... - 15

5o

Used to present date—.. [ 5
Lump sum payment limited to. - - 33
Balance to be used prior to separation or forfeited 10

(e¢) Accumulated 12/21/52. 69
Acerued to date of separation 8/28/68. oo e 15

84

Used to present d8te - - -cmamem s oo me e 10

T4

Lump sum payment limited to. ——— 89
Balance to be used prior to separation or forfelted- . —cmocw-—o——- 5

December 1, 1958
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Form 36
nﬁmhﬁm ORIGINAL
D L
" DEPARTMENT OF JUSTICE Buress You 06 oo o
Soberdale o,
(Burvan o Dividan)
PAY VOUCHER FOR SPECIAL SERVICES
TO ... JHichard Boa_. /
6anne of Phyes)
Address ... 819 Monroe Road
LW
(Tw whidh shouts sheuld he mallad)
Daps

For SERVICES rendered as ......C 1ignt

from Pehruary B.........., 19.54 to Pabruaxy. 19 ......., 10.54., indusive, | 12 | $25 20| 00
Ow secount of mm.nmun..snya.cmmt.mm..m....

an & Ratuse of
Rauanxs: _Sexvioes_were actually Ierformed on Saturdey, .
Yakenary 13, Aol Suodny,. Tehrnery. My 1954 .........ccoorrccemanee -
Total amount dladmed .. ... e 300, 00
1 caxrwry that the abeve hill la correet aad fust and that payment has | Less differences, if avy (See statement
Avrnoven you. . $.eeeene- 300,00
Pign srigbend ouly) W. tax (Code..2.)... 8..47.40.......... Mot 7
F.LC.A tax..... Y SO .
B tas. .ooeeir.nn..s | R,
C. 8 ratiroment .. ... 3.
Deta Payes Netamountpaid . . .. 8. 252.60. .. e

5. LMW OIS WV -]

March 1, 1004
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Form 37

mavaes or purouass IRASEN L i PURCHASE ORDER

ndinske Mothod Ny Mumbat

m.ii
il
;;[

]

> . &, 19700 WASHINGTON 23, 0. C.
7, Wsesiacaves
(fon W8S Cloouiar Crtbor D491
HGUISITION NO. ROPRIATION BYMBOL AND TITLE

TR NURBEN MVST APPEAR o6

AMD PAPEAS

PMLATING TO THIS aNee,

DEPARTMENT OF JUSTICE [

pocified belorw:

T CTOHSIENEE AND DLSTINATION
L
E r E ]
- H
T |3
£ A »
R b g
TNVIVATION MO, NACT tME POR RY TRCOUNT TER
FouFoint ‘l‘fﬁﬁn ov'y W/ Wo.
11EM NO. ARTICLES DR SERVICKS quantry | uNty {umey ew AmOUNT
MPORTANT AL
ANY CONARSPONDINCE PENTAINING TO THIS ORORR, ANS
™ Yy sHoULD SR
uasED 1o | Biowarung
A Artoaney G
OLPARTMENT OF JUSTICE, "
WABMINGTOK 28, D. C. | ” A gy

ALWAYS QUOTE ORDER NUMBER
L]

(T
Y. B SOVERENT PHNYING S4TI0B 1801 » 3831

- July 1, 1854

Q BE TRA TYED TO Vv




Pages 203-204 were not included in the original print copy.
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t .
FORM 40
lTAND_A.RD FORM §3 FON AGDNCY UST ONLY-
1 Crve e coomesmon WAIVER OF LIFE INSDRANCE COYERAGE Date waiver received:
r.r. M CNAFTIR 13
DA’
A 1. NAME [~ (ient) (Middie) 1 3 WI:- 'o:’ ﬂm) (Your) .
3. DEPARTMENT OR AGENCY 4, LOCATION

$. DATE OF THIS WAIVER
tMonath) (Day) (Year)

I dexire not to be insured under the group life § plan in d wiﬂn.bc Federal Employ:eu
GmpﬂfelmanoleM,aMlhere )y waive any heneﬁumvldedbythc
Mmmmt.unde;‘wmmnmﬁmlﬁn I:eehpbktopuﬁdp-uhzhephaunmntlun

Imnhwﬂmmue«towﬂdplul

St of ENPLOVRE-BO ROTPRINY

“Signature of WITREIS—DG ROT PRINT Address of WITNESE
“Wignatare of WITNEH-BO NOT FIONT Addreas of WITNESS

e PR FRINTISS SPPNE  N—tPmRe-1

Janoary 1, 1855
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FORM 41 (face)

ml-n-ﬁ""s:‘“ - DESIGNATION OF BENEFICIARY IMPORTANT

U. 8. Civil Saryl

¥ BN Coertee FEDERAL EMPLOYEES’ GROTP LIE e i
INSURANCE ACT OF 1354 befere Siling Ln thia form

IRFORMATION CONCERNING THE INSURED:
Naxe (Last) [ (Mlddle} DATE OF BIxTR (Mostk, day, year)

DEPARTMENT OB AGENCY IN WEICE EXPLOYED (If retived, so state and give “CSA™ pr “CSI” aumber):

m'wu-_t " agensy) (Bwreaw) N (Divisioa)

I, the om; norcn M above, conceling uu pummuqmmmwr
Buployors® Group Lifs fore b{, te the bensfieiories named below to
veosive any amount IGBOUP L!I‘E INSURANCEM ROUPACCIDENTALDE TH INSURANCE due and poyadle ot my
I understand that this Designation of Beusficiary will remoin %i offect, With respect to any amount pagable,
wnlesy or sntil cancsled by mas in uuy.oi-unwuehhmulbm red in adcpcdmtﬂumeyuhmmz above,
wuﬂm&ﬁnul&mmﬁuurduant&ﬁmphvu.wvhchcmﬁn‘cDuwtb‘o Bensficiary shall terminate,

b

INFORMATION CONCERNING THE BENEFICIARY OR BENEFICIARIES:

bu-phtk‘m-lu-hﬁu.-ﬂntnu Type o print nddrasg of ench heseflalnry Relatianebly hﬂhhuub

I Aoreby Mm.MoWM,MVMMmbm md,muhmo[mdamhuﬁ-
olary who may p e shall be (] y among the survivi the s . I underatond
that tAis Designa lhun[lmkhryawhuﬂ moalﬂukwdzu nulfﬁua m.;'r,m

Imb‘x‘-m fically reserve the right te omneel or shanga any Desigustion of Bemeficiary ol any time without knowledge or

= (Duts of smrcation—menth, daz, year) (Stanarars of inamred)
WITNESSES TO SIGNATURE (4 witness is ineligible to recsive payment oe a denaficiary):

e, omaion 2 —

Bignatare of Witiees) (ke snd wirvet) (€, 3oue number, s34 Bhaia)
(Bignature of witnem) (Nwaber and strest) {City, sona sumber, aad Sate}
FRINT OR TYZE. NAME AMD ADDRISS OF PISURED THIS SPACK RESERVED FOR RECHIVING AGENCY
_ ) ) (Dndfante date and by whome reseived)
W YASURED AS AN EMPLOYRE, IYER BOTH COFIES YO THE PROMIEK OFFICER OF TOUR AGENCY—DUPLICATE WILL BK NOTED AND RETURNED, 10104304

DALY
& BEURED A3 AN ANNUITANT, SEND SOTH COPRS TO THE CIVI, SEAVICK CONMISSION, WASHINGTON 13, D, &-DUPLICATE WL BE NOTED AND KETURNED.

January 1, 1055
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FORM 41 (back) Don
IMPORTANT. —The filing of thly ferm will letaly eancel any Designation of Bemeficlary under the Padern)
Empl ? Grewp Life In At you msy bave previeusly fled, Be 1o name in this form oll pernens you wish
o desipiais 20 beneficiaries of suy groxp Nle and sociduntal denth insyranes puysbie mnder (st act af youwr

EXAMPLES OF DESIGNATIONS
Fiow To Drmznate Owe Bmwsmciaxy ’
TI00 07 Sri Al S DL I, nad Lt Axma Type o print address of mah Wnelelary Tutwtomity |Comr2 (0 Re peié to
Mary E. Brown* 214 Central Avenue, Myncie, Ind. Niece All

How T0 DesianaTe MoRs THAN ONE BENXFICARY

Trve on prich vt b pddsniiel and et s Type ar yeint adiress of snsh Mnaliviory Relutiouip | ST 15 2 puid tn
e

Alice ¥, Long 809 Canal Streset, Red Bank, N. J. Aunt Ons-fourth
Joseph P, Brady 360 Willlams Street, Red Bank, N, J. | Neph . One«fourth
Catherine L. Rowe | 79% Broadway, Wniting, Ind, Mother | One-half
How To Dem A C T =Y

Trpe or Drint At nama, idde dnitial, sad last swe Troe o print addrass of cash braalelary P N e R 15, g
John M. Plt-ruf:, 3¢ living 810 West 180th Strest, Wew York, N. Y. | Father | 411
Otherwise to: Susan A. Parrish | 810 West 180th Street, Rew York, N. Y. | S8ister | A22

How To Cancer 4 o 20 Tray Dux Wit BR PAYARLE A8 PROVIDRD IN TRE Law

Trve e pris fret pamps il buitlel, end last name Trwe or print abdrem of sack banatiokery Pulotiacdiy [Sa3 0 he peid w0

Cancel prior designetions

ot
Io=00e0-3

R A SRR R LS T T v e 190 et

January 1, 1888
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FORM 41 (back of duplicate) '
ORDER OF PRECEDENCE

uMthWllm.mymmwmmw-blcnmhmsmnd&np!oym'
Group Life Insurance Act aftar the death of the fnsured will he payable to the first person or persons listsd below who are
alive on the date titie to the payment ariyes.

1, To the widow or widower.

2 1If neither of the sbove, to the child or children In squsl shares, with the share of any deceased child distributed
among the descendants of that child.

.8, If none of the aliove, to the parents In equal shares or the entire amount to the surviving parent,

4. I{ there be none of the above, to the duly appointad legal of ths estate of the imsured, or if thave be
mc.toulepcmnorpunnnldaﬂmnmedhhuﬁﬂdﬁmudumumdth.domkﬂ.dm

IT I8 NOT NECESSARY FOR THE INSURED TO DESIGNATE A BENEFICIARY UNLESS HE WISHES TO
NAME SOME PERSON OB PERSONS NOT INCLUDED ABOVE, OR IN A DIFFERENT ORDEKR,

1t any person stherwise entitled to'm-mtnmh-ﬂulu Inwared individual does not make claim thersfor within one
year aftar death of the Insured, or i€ payment 0 snch pprsos within that period ks prohibited by Federal statute or regulation,
PAyment may ba msde as if snch person ksd predecansed the tasured, snd any such payment shall be a bar (e recovery by any
other person.

INSTRUCTIONS
1‘.mmpu- printed on the back ef the first page of this form may ba helpfa) In axeenting the Designation of
l.Allmirluuﬂulu-cxemllmunulnldhtypdumtdhhk(bmrmu ferred), Al designati

of beneficlary or beneficiaries should be executed aa the prescribed dard Form Ne. 54, and
must be sigued by the insared and witosased,

3. Camplete the form in dupll udllevlthth:mthhlctmhyd.mplthllfmlred,mﬂulmwhh
the U, 8. Clvil Service Commission, Washington 25, D.C. A Designation of Beneficiary must be recel ’byu.tmmlnncy
priar to the desth of the insured to be valid. The daplicsia will be noted and d ae evid: that the origiaal has been

received and Bled. It [s suggested that the duplicate be kept with the Certifieats of Group Irsurance.

& Caunceliation of & prior D-lmuu of Bansiclary may bs effocted without the naming of & new beneficlary by
expenting 2 new Designation of Beneficiary, Standard Form No, 84, and {rscriing fn the space provided for mame of hene-
fddary the words, “Cancel prisr designations.”” The effect of this aclion will require payment to be made in the o«lar of
precedencs stated above. .

5, It ls not nocensary to file a new Designation.of Beseliciary where the name or add of the ortln‘ y

s ehanged.
& A Designation of Beneficinry must be free of crasurea or slterations,
7. In tha absence of the prescrided form, any designation, change, or jon of beneficiary wi 2 and Blod in
d with the 1 ki of thoss i lexs ahall be ey

Thin Deslgnation of Besoficlary Form ls to be weed solely for the dispssitian of procecds of inearance snder
they Fedaral Ruspleyens’ Qrenp Life Inammnace Ast ot death of & eivillsn amplogyee or ritired civilian smplayes
uumhh—ummmmnmmdwm G'ﬂlnﬂlnl.ﬂm.

o Unpatd On ot Decesned Civiliom

System, o1 Vorm Xa. 1152, D
Bmplayes.
, REGULATIONS
(u)mblllmdlndsmdduymllbeh'ﬂm.lwlﬂ“‘ d, and ived in the employing office {cr,

In tha esse of » retired employse, in the U. 8. Civil Sarvies Commission) yﬂuwmmmummm
(4] Nodlm-ormlhthn-lbemﬂdnryhnlhltvmuhmnt.azlnuymdmtlﬂtwiw-nd

£l0d sx required by these iations, shall have any force or effect.

(a)A (; to a D of Beneficlory shall be Ineligible to receive payment as a beneficiary.

(d) Any persom, firm, corporation, or legal entity (except an sgency of the Federal or Dutmdﬁolnnbhmvm
ments) may be named as beneficlary.

(0) A ehange of heneBciary may e made st any time and without the knowledge or of the previcus beneflciary,
‘and this right cannot be waived ar restricted.

(/) A Dasignation of BeneAclary is 1 "(!)mﬂorhyth_,, fers to anothbr sgency,
(2)3!d-yldtarthemphyeeuuelhbﬂmuml.or(a)ml!nduthumplcyu

Ja;nua.ry 1, 1855






